RECEIVING REPORT INSTRUCTIONS FOR CONTRACTOR PAYMENT

Upon award, the contract document will be distributed to all appropriate parties.

As the COR or designated Receiving Official, you will get a copy of the contract and may see any of the following e-mail transmittal msg regarding your responsibility to prepare receiving reports.  It is important you complete receiving reports in a timely and accurate manner:

1.  SF Form 1449 used as receiving report:

Contract # *** is forwarded in fulfillment of your purchase request # ***, please read the terms and conditions carefully.

Your action on this purchase is not complete until the contractor has been paid for the supplies or services required.  Payment will be made by the Defense Finance and Accounting System (DFAS), once your have certified receipt of the supplies by completing the bottom left hand corner of the purchase order (SF Form 1449).

SF Form 1449, dtd 10-95

Complete blocks  32a,b,c, 33, 36, 42a,b,c

In the bottom margin of the SF Form 1449, please include the typed or printed name of the Receiver as well as the DSN phone # and e-mail address. 
SF Form 1449, dtd Rev 4/2002 ( this form is now 2 pages)

Complete blocks 32 a-g, 33, 36, 42 a,b,c

Please include both pages and add the contract # to the top of page 2.

Distribution (same for both versions of SF 1449)

Orig—DFAS office listed in block 18a 

1 Copy to:  RCO listed in block 9  (include RCO POC)

1 Copy to:  DRM

2.  DD Form 1155 used as receiving report.

Contract # *** is forwarded in fulfillment of your purchase request # ***, please read the terms and conditions carefully.

Your action on this purchase is not complete until the contractor has been paid for the supplies or services required.  Payment will be made by the Defense Finance and Accounting System (DFAS), once your have certified receipt of the supplies by completing the bottom left hand corner of the purchase order (DD Form 1155).

DD Form 1155, dtd JAN 1998

Complete blocks 26, 27, 31.

In the bottom margin of the DD Form 1155, please include the typed or printed name of the Receiver as well as the DSN phone # and e-mail address. 
DD Form 1155, dtd DEC 2001

Complete blocks 27 a-g, 28, 31

Distribution (same for both versions of 1155):   

Orig—DFAS office listed in block 15

1 Copy to:  RCO listed in block 6 (include RCO POC)

1 Copy to:  DRM

3.  Services Contract—invoice used as receiving report

Contract # *** is forwarded in fulfillment of your purchase request # ***, please read the terms and conditions carefully.

Your action on this purchase is not complete until the contractor has been paid for the services.  Payment will be made by the Defense Finance and Accounting System (DFAS), once you have certified receipt and acceptance of the services.  You may do this by certifying receipt on the contractor’s invoice as follows:

1. Verify invoice to make sure it includes:  Contract #, invoice #, Contractor’s name, address and date invoice submitted.

2. You must include:  Date receiving activity received the invoice, date services were performed, date the certification statement is signed.  

3.  The certification statement should read:  “Services have been received and accepted in accordance with the contract terms and conditions.”   --and sign your name.

Include your printed name, title, address, DSN phone # and e-mail address.

     4.  The receiving report must be submitted within 5 days after receipt of invoice.
5. Distribution:  Original to DFAS (Blk 18a on SF Form 1449; Blk 15 on DD Form 1155); Copy to DRM; Copy to the contracting office  (Blk 9 on SF Form 1449; Blk 6 on DD 1155) 

4.   Supply Contract –invoice used as receiving report:

Contract # *** is forwarded in fulfillment of your purchase request # ***, please read the terms and conditions carefully.

Your action on this purchase is not complete until the contractor has been paid for the supplies.  Payment will be made by the Defense Finance and Accounting System (DFAS), once you have certified receipt of the supplies.  You may do this by certifying receipt on the contractor’s invoice as follows:

1.  Verify invoice to make sure it includes:  Contract #, invoice #, Contractor’s name, address and date invoice submitted.

2.  You must include:  Date receiving activity received the invoice, date supplies were received, date the certification statement is signed.  

3.  The certification statement should read:  “I certify ___partial or ___final (x or circle one) receipt of supplies was rendered IAW contract specifications.”   --and sign your name.

Include your printed name, title, address, DSN phone # and e-mail address.

     4.  The receiving report must be submitted within 5 days after receipt of invoice.
5. Distribution:  Original to DFAS (Blk 18a on SF Form 1449; Blk 15 on DD Form 1155); Copy to DRM; Copy to the contracting office  (Blk 9 on SF Form 1449; Blk 6 on DD 1155) 

Utilizing the DD Form 250 for Receiving Report 

See guidance on completing the form at the following website:

http://www.dfas.mil/commpay/contractorpayment/usesdd250.htm
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