INSTRUCTIONS ON COMPLETING

DD FORM 577 SIGNATURE CARD

1. All new Primary and Alternate Approving Officials must submit two (2) original signature DD Form 577 Signature Cards to Directorate of Contracting, http://web1.whs.osd.mil/icdhome/ddforms500-999.htm

2. The following information must be submitted on the form:

Section I to be completed by Commander/Director

Section II Appointee (Designated Approving Official Primary/Alternate).

(See second page of DD Dorm 577 for instructions)

3. BACKSIDE OF SIGNATURE CARD:

a. Phone number of new Approving Official;

b. Approving Official's account number.  If you are replacing an existing Approving Official, list the account number.  If you are a new Approving Official and will not be replacing another Approving Official, a memo appointing you as new Approving Official, signed by your Commander, must be submitted with the Signature Cards.

c. Name of the Approving Official you are replacing;

d. Indicate if you will be the "Primary" or "Alternate" Approving Official. 

e. ***  Interest Penalty Fund Cite must be obtained from your Budget Office and/or Resource Manager-G3 prior to submitting to the DOC.  The purpose of this fund cite is for your Operating Finance Office to utilize upon paying interest against the account when statements are submitted late.
Once the Directorate of Contracting receives the Signature Cards, you will have represented your acceptance of the terms of your new appointment as Certifying and Approving Official.

*** MANDATORY
