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UNIVERSAL ORDER 

 NAVMC 11647 (10-08) (EF) 

1.  THE ORDER IS ISSUED AS A (CHECK APPLICABLE BOX(ES))

ECONOMY ACT ORDER (31 U.S.C. 1535)

OTHER REIMB ORDER (CITE STATUTE)

PROJECT ORDER (41 U.S.C. 23)

DIRECT CITATION

2.  DOCUMENT NUMBER: 3.  DATE PREPARED: 4.  ORDER COMPLETION DATE: 5.  AMENDMENT NUMBER:

6.  FROM:  REQUESTING ACTIVITY (AGENCY, ADDRESS)

8.  TO:  PERFORMING ACTIVITY (AGENCY,  ADDRESS)

7.  POINT OF CONTACT:  (NAME, OFFICE SYMBOL, PHONE)

9.  MAIL BILLINGS TO:

10. FUNDS FOR THIS ORDER ARE PROPERLY CHARGEABLE TO THE FOLLOWING ACCOUNTING DATA.  AVAILABLE FUNDS ARE 
SUFFICIENT TO COVER THE ESTIMATED TOTAL COST OF THIS ORDER.  FUNDS EXPIRE ON:

ARE

HAS

ARE NOT INCLUDED IN THE lNTERSERVICE SUPPORT PROGRAM AND REQUIRED

HAS NOT BEEN ACCOMPLISHED

11. THE ITEMS REQUESTED

INTERSERVICESCREENING

11a.  REMARKS: (ATTACH CONTINUATION SHEET IF MORE SPACE IS REQUIRED)

    LIMIT/ 
SUBHEAD

 ACCTG 
STATION

SUPPLEMENTAL ACCOUNTING CLASSIFICATIONAPPROPRIATION AMOUNT
a b c d e

DOCUMENT: f.  TOTALTHIS

g.  CUMULATIVE TOTAL:



17. I CERTIFY THAT THE FUNDS CITED ARE PROPERLY CHARGEABLE FOR THE ITEMS REQUESTED.

18.  THIS REQUEST AND/OR ORDER IS ACCEPTED ON A

REIMBURSABLE

 DIRECT CITE BASIS AND THE ITEMS WILL BE PROVIDED IN ACCORDANCE HEREWITH.

19.  POINT OF CONTACT: 

AUTHORIZING OFFICIAL (NAME AND TITLE ) (SIGNATURE) (DATE)

ACCEPTING OFFICIAL (NAME AND TITLE ) (SIGNATURE) (DATE)

 THIS REQUEST AND/OR ORDER IS NOT ACCEPTED (SEE REMARKS).

NAME  OFFICE SYMBOL PHONE NO.

ITEM 
 NO.

 UNIT 
PRICE

     SCHEDULE OF 
SUPPLIES/SERVICES

REF 
NO.

ESTIMATED 
  AMOUNT

a b c d g

h.   TOTAL ESTIMATED AMOUNT: (Total Block 12g.)

fe
 QUANTITY ORDERED/ 
         ACCEPTED

UNIT

12.  DESCRIPTION OF ORDER AND OTHER INSTRUCTIONS: (ATTACH CONTINUATION SHEET IF MORE SPACE IS REQUIRED)

15.  FUNDS PROVIDED THROUGH REIMBURSEMENT: (Total Block 13c)

16.  PROCURED BY DIRECT CITATION: (Total Block 14c)

13.  PROVIDED THROUGH REIMBURSEMENT 14.  PROCURED BY DIRECT CITATION

ITEM NO.REF NO.
a b

ESTIMATED AMOUNT
c

ITEM NO.REF NO.
a b

ESTIMATED AMOUNT
c
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PREPARATION INSTRUCTIONS FOR THE UNIVERSAL ORDER FORMAT 

Instructions for the preparation of the "universal order format" are as follows: The requesting 
activity shall complete blocks 1. through 12. and 17. The performing activity shall complete  
blocks 13. through 16., 18 and 19. 

Type of Order - Indicate the type of order being processed.  The order may  
be on a reimbursable or direct fund cite basis, or both.  The order may  
serve as an "Economy Act Order" (31 V.S.c. 1535), a "Project Order" (41  
V.S.C 23), or an order based upon other statutory authority.  Performance  
of the work or services, or both, must be accomplished in accordance with  
the applicable statutes.

Title and/or Description

Document Number - Document numbers are generally assigned by the  
requesting activity.  These numbers are for accountability and control  
purposes.  It uniquely identifies the document and is the number under  
which the funds cited in blocks 10, 15, and 16, are to be recorded (that is,  
committed, obligated, expended, etc.).

Date Prepared - The date on which the form was prepared by the  
originator.

Order Completion Date - The date by which the work or services being  
requested must be completed by the performing activity, or physical  
delivery of material.  An extension or change of the completion date, if  
required, shall be requested in writing and is subject to the approval of the 
requesting activity cited in block 6.  An amendment to the original order  
shall be prepared by the requesting activity if extension or change is  
approved.

From - The name and address of the activity requesting the work or 
services.

Point-of-Contact - The name of an individual at there questing activity who  
can be contacted if any questions should arise regarding the order.  A  
telephone number and office symbol also should be identified.  This  
individual generally is not the same as the authorizing official in block 17.

1.

2.

3.

4.

5.

6.

7.



Mail Billings To - The name and address of the organization or activity  
to whom the billings are to be mailed when the universal order format is  
issued external to DoD Components.  Billings normally shall be submitted  
by the performing activity on a monthly basis unless specifically stated in  
block12.

To - The name and address of the activity being requested to perform the 
work or services.

a.  Enter the funds expiration date.  This date indicates when the funds  
must be obligated by the performing activity.  Funds not actually obligated 
by the expiration date shall be returned to the requesting activity.

8.

9.

10. Accounting Data 

b.  The accounting classification data code structure shall be the one  
currently in effect.  (If the accounting classification code structure is other 
than DoD, such as that of a civil agency, this block may be altered to  
accommodate the required form.)

c.  The fund balances should be sufficient to cover the total estimated  
amount for the subject order.  Block 10.f. represents the total amount of  
funds authorized for the particular document or amendment. Block 10.g.  
represents the cumulative total amount of funds authorized, including  
previous amendments, as of the date of that particular document and/or  
amendment.  In the case of a "basic" document, the amounts appearing in  
blocks 10.f. and 10.g. will be identical.

Interservice Support Program - Indicate the applicable box pertaining to 
items requested. 

11.

12.

13.

Description of Work to be Performed and Other Instructions - Enter a  
specific, definite and complete description of work encompassed by the  
order, each item of supplies, material, equipment, or services required.  If  
additional space is required, a continuation sheet may be used.  Add the  
estimated amounts in block 12.g. and enter the amount in block 12.h.  The  
amount in block 12.h. should be the same as blocks 10.f.and/or 10.g.

Provided through Reimbursement:  (Estimated Amount) - Indicate the  
items an dcorresponding amounts shown in block 12., which will be  
completed through reimbursement.  This block should be completed by the  
performing activity.



Procured by Direct Citation:  (Estimated Amount) - Indicate the items and  
corresponding amounts shown in block 12, which will be completed  
through direct citation.  This block should be completed by the performing  
activity.

14.

15.

16.

Funds Provided through Reimbursement - Add the amounts in block 13.c.  
and enter in this block.  The sum of blocks 15 and 16 shall equal the  
amount shown in block 12.h. Block 12.h. shall equal block 10.f. Amounts  
authorized in this block are not subject to the Antideficiency Act (Title 31,  
United States Code, section 1517) unless specifically indicated on the face  
of the document.

Procured by Direct Citation - Add the amounts in block 14.c. and enter in  
this block.  The sum of blocks 15 and 16 shall equal the amount shown in  
block 12.h. Block 12.h. shall equal to block 10.f.  The amount in this block  
constitutes a limitation under Title 31, United States Code, section 1517  
when the purchasing office or contracting activity is a separate entity from  
the requesting activity.

Authorizing Official - Enter the name, title, and signature of the individual  
in the requesting activity authorized to issue the document.  The date the  
authorizing official actually signed the document also must be included.   
This date is the basis for determining the accounting month under which  
the commitment or consignment is to be recorded.

17.

18.

19.

Accepting Official - Written acceptance of this order is required and is  
accomplished by completing this block.  Enter the name, title, and  
signature of the individual in the performing activity authorized to accept  
the document.

Point-of-Contact - The name of an individual at the performing activity  
who can be contacted if any questions should arise regarding the order.  A  
telephone number and office symbol should also be provided.  This  
individual generally is not the same as the accepting official in block 18.
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PREPARATION INSTRUCTIONS FOR THE UNIVERSAL ORDER FORMAT 
Instructions for the preparation of the "universal order format" are as follows: The requesting 
activity shall complete blocks 1. through 12. and 17. The performing activity shall complete 
blocks 13. through 16., 18 and 19. 
Type of Order - Indicate the type of order being processed.  The order may 
be on a reimbursable or direct fund cite basis, or both.  The order may 
serve as an "Economy Act Order" (31 V.S.c. 1535), a "Project Order" (41 
V.S.C 23), or an order based upon other statutory authority.  Performance 
of the work or services, or both, must be accomplished in accordance with 
the applicable statutes.
Title and/or Description
Document Number - Document numbers are generally assigned by the 
requesting activity.  These numbers are for accountability and control 
purposes.  It uniquely identifies the document and is the number under 
which the funds cited in blocks 10, 15, and 16, are to be recorded (that is, 
committed, obligated, expended, etc.).
Date Prepared - The date on which the form was prepared by the 
originator.
Order Completion Date - The date by which the work or services being 
requested must be completed by the performing activity, or physical 
delivery of material.  An extension or change of the completion date, if 
required, shall be requested in writing and is subject to the approval of the 
requesting activity cited in block 6.  An amendment to the original order 
shall be prepared by the requesting activity if extension or change is 
approved.
From - The name and address of the activity requesting the work or 
services.
Point-of-Contact - The name of an individual at there questing activity who 
can be contacted if any questions should arise regarding the order.  A 
telephone number and office symbol also should be identified.  This 
individual generally is not the same as the authorizing official in block 17.
1.
2.
3.
4.
5.
6.
7.
Mail Billings To - The name and address of the organization or activity 
to whom the billings are to be mailed when the universal order format is 
issued external to DoD Components.  Billings normally shall be submitted 
by the performing activity on a monthly basis unless specifically stated in 
block12.
To - The name and address of the activity being requested to perform the 
work or services.
a.  Enter the funds expiration date.  This date indicates when the funds 
must be obligated by the performing activity.  Funds not actually obligated 
by the expiration date shall be returned to the requesting activity.
8.
9.
10.
Accounting Data 
b.  The accounting classification data code structure shall be the one 
currently in effect.  (If the accounting classification code structure is other 
than DoD, such as that of a civil agency, this block may be altered to 
accommodate the required form.)
c.  The fund balances should be sufficient to cover the total estimated 
amount for the subject order.  Block 10.f. represents the total amount of 
funds authorized for the particular document or amendment. Block 10.g. 
represents the cumulative total amount of funds authorized, including 
previous amendments, as of the date of that particular document and/or 
amendment.  In the case of a "basic" document, the amounts appearing in 
blocks 10.f. and 10.g. will be identical.
Interservice Support Program - Indicate the applicable box pertaining to 
items requested. 
11.
12.
13.
Description of Work to be Performed and Other Instructions - Enter a 
specific, definite and complete description of work encompassed by the 
order, each item of supplies, material, equipment, or services required.  If 
additional space is required, a continuation sheet may be used.  Add the 
estimated amounts in block 12.g. and enter the amount in block 12.h.  The 
amount in block 12.h. should be the same as blocks 10.f.and/or 10.g.
Provided through Reimbursement:  (Estimated Amount) - Indicate the 
items an dcorresponding amounts shown in block 12., which will be 
completed through reimbursement.  This block should be completed by the 
performing activity.
Procured by Direct Citation:  (Estimated Amount) - Indicate the items and 
corresponding amounts shown in block 12, which will be completed 
through direct citation.  This block should be completed by the performing 
activity.
14.
15.
16.
Funds Provided through Reimbursement - Add the amounts in block 13.c. 
and enter in this block.  The sum of blocks 15 and 16 shall equal the 
amount shown in block 12.h. Block 12.h. shall equal block 10.f. Amounts 
authorized in this block are not subject to the Antideficiency Act (Title 31, 
United States Code, section 1517) unless specifically indicated on the face 
of the document.
Procured by Direct Citation - Add the amounts in block 14.c. and enter in 
this block.  The sum of blocks 15 and 16 shall equal the amount shown in 
block 12.h. Block 12.h. shall equal to block 10.f.  The amount in this block 
constitutes a limitation under Title 31, United States Code, section 1517 
when the purchasing office or contracting activity is a separate entity from 
the requesting activity.
Authorizing Official - Enter the name, title, and signature of the individual 
in the requesting activity authorized to issue the document.  The date the 
authorizing official actually signed the document also must be included.  
This date is the basis for determining the accounting month under which 
the commitment or consignment is to be recorded.
17.
18.
19.
Accepting Official - Written acceptance of this order is required and is 
accomplished by completing this block.  Enter the name, title, and 
signature of the individual in the performing activity authorized to accept 
the document.
Point-of-Contact - The name of an individual at the performing activity 
who can be contacted if any questions should arise regarding the order.  A 
telephone number and office symbol should also be provided.  This 
individual generally is not the same as the accepting official in block 18.
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