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Receiving Reports

The Army Contracting Agency (ACA) maintains an acquisition support role for many worldwide Army activities.  These activities include installation support, headquarters and mission support, information management, and Government Purchase Card support, as well as other selected and/or locally supported items or services required by an Army activity or another DOD customer.  One thing all these diverse activities have in common - they are all based on contracts which must be paid!  Those transactions paid by the Government Purchase Card (GPC) are processed through the vendors' bank credit card procedures.  All other payments for commercial contracts will be paid through a supporting Defense Finance & Accounting Services Office (DFAS).  This guide addresses those payments processed directly by DFAS.

DFAS must have three documents to affect a contract payment: (1) a contract, (2) an invoice requesting payment, and (3) a receiving report attesting to the receipt and acceptance of the supply or satisfactory completion of a service.  As the Army is moving toward a paperless acquisition process, most of those required documents are (or will soon be) submitted electronically; however, whether paper or paperless the lack of one of these documents will hold up payment to the vendor.  In the case of a late receiving report, the requiring activity is often responsible for payment of interest under the Prompt Payment Act.  

The leading cause of interest payments has been, for many years, the lack of or improper completion of the activity "receiving report."   There are many reasons for late receiving reports, however none of these reasons will "stop the clock."  All will ultimately cost the activity, and thus the Army, scarce dollars in interest payments and/or vendor confidence unless more attention is given to the timely and accurate processing of these documents.   For an overview of receiving report delinquency, see the FY02 DODIG audit of vendor payments provided at http://www.dodig.osd.mil/audit/reports/.  Once at this web site, click "Audit and Evaluation Reports," select "FY 2002" and then go to Report "D-2002-056."  

Late vendor payments have been a continuing concern at the Army level.  The subject was addressed by the Department of the Army Office of the Assistant Secretary of the Army, Acquisition Logistics and Technology, SAAL-PP memo dated 23 Dec 02 that references the DODIG audit report as well as provides some proactive steps the Contracting Office can take to minimize late payments (includes issues other than receiving reports.)  The memo is provided by the following icon (click twice to view).  
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It should be noted that RECEIPT and ACCEPTANCE are not the same and cannot be used interchangeably.  Receipt occurs when a vendor delivers goods to a specified point or individual or completed a service.  Acceptance occurs when an authorized U.S. Government representative examines the goods/services, compares the goods or services to the procurement document, and is satisfied that the supplies or services conform to the contract specifications.  Receipt and acceptance may occur on the same day, but usually, acceptance is a few days after receipt.  Keep in mind; however, that acceptance is required within 7 days of receipt of the item/service.  The activity then has up to 5 additional days to get the receiving report to the DFAS payment office.  Exception to these timeframes is provided in the Federal Acquisition Regulations (FAR) 32.904.  Exceptions include perishable items and some construction progress payments that must be processed even more promptly after receipt invoice.  Recommend a full reading of Prompt Payment requirements provided by FAR 32.9.  
Receiving reports will be submitted based on the completion of some act, i.e. delivery of items, monthly service, percentage of completion of a repair and maintenance (construction) requirement, etc.  The receiving reports should coincide with the vendors approved invoicing methods/timelines.  It is noted that services such as recurring leases or services with a set rental/cost per month also require monthly receiving reports to allow DFAS payment.  

Instructions for completing receiving reports and approved forms/formats that may be used are provided in the following section.

Receiving Report Instructions:

Receiving report regulatory requirements are provided in FAR 32.905(c) as part of the payment documentation and process. 

Regulatory guidance provides, in part, that payments will be made based on receipt of a proper invoice and satisfactory contract performance.  It further provides that all invoice payments, with the exception of interim payments on cost-reimbursement contracts for services, must be supported by a receiving report or any other Government documentation authorizing payment (e.g., Government certified voucher).  

The agency receiving official should forward the receiving report or other Government documentation to insure receipt by the designated payment office within 5 days after Government acceptance or approval, unless other arrangements have been made.  

Instructions for completion of the receiving report requirements may be found at http://www.safaq.hq.af.mil/contracting/toolkit/rcvreports/directions.html.  Additionally, the following information provides supplemental information and/or clarification to required information at the website.  Assure receiving reports include the following:

· The vendor name and address must be shown and COMPLETE contract number.
Examples:    DABJXX-02-P-9999

         DABJXX-02-D-9999-0001 

         DABJXX-02-C-9999 CALL # F123

· Description by contract line item number (CLIN) and quantities of supplies delivered or services performed.

· The date supplies were delivered or services were performed as the "received date."  Not the date you decided to sign.

· The date the merchandise or services were accepted.  Not the date you decided to sign.
· Once the receiving report has been completed, transmit the document to the designated DFAS for payment.  If using a paper form, recommend use of a transmittal document, sequentially numbered for tracking purposes.  Fax copies may be accepted by some DFAS locations, however, check to assure they will accept that method.  Do not fax and mail the same document unless so directed by DFAS.

Forms Used as Receiving Reports

1.  Standard Form 1449 (Commercial item order)
· Complete all required blocks for receipt and acceptance on a copy of the actual commercial order (SF 1449).

· Ensure completion of blocks 32a (check received/accepted blocks); 32b (signature of official authorized to accept supplies services); 32c (date supplies/services accepted); 32d (printed name and title of authorized representative); 32e (mailing address of authorized representative); 32f (telephone number); block 32g (E-mail address); 33 (shipment number); 35 (amount verified correct); 36 (payment - complete, partial or final); 42a (printed name of receiver); and 42c (date received).  It is noted that the same name may appear in blocks 32 and 42a if the same individual both receives and accepts the supplies or services.  If a separate "receiver," their name must appear.  No signature is required in Block 42a.
· If partial payment is authorized, notate number of items/amount of services, etc that have been received and accepted as well as total dollars per line item to be paid by lining through the totals and penning in the new amount, circle and initial.  The lining through should not obliterate the figure - but clearly show that the total, for purposes of the partial payment, is a different figure than reflected on the original order.

2.  DD Form 1155 (Delivery Order or non-commercial Purchase Order)
· Complete all required blocks for receipt and acceptance on a copy of the actual delivery order or purchase order (DD Form 1155).

· Complete Block 26 with a signature, printed name, telephone number and title of a  government official authorized to receive and accept the item or service (also check corresponding blocks for receipt and acceptance); block 27 (check partial or final); 38 (received by) and; 39 (date of receipt).  It is noted that Block 26 and 38 may be the same person if the individual both received and accepted the supplies or services.  If a second individual actually noted the receipt of the supplies or services; that individuals name and date of receipt shall be placed in blocks 38 and 26.
· See instructions for partial payment for SF 1449 above - use same procedures.

3.  DD Form 250 (Material Inspection and Receiving Report)

· This form may be submitted as an invoice by the contractor.  In that event, the receiving/acceptance activity will then complete: Blocks 21 a or b and 22 in total to include signatures, typed names, titles, mailing address, and phone numbers.  There may be a separate receiving official and acceptance official so Block 21 and 22 may reflect the same individual or a different individual.  In either case, no signature is required in Block 22. 
· If an invoice has been completed separately by the vendor, complete DD Form 250 to include blocks 1 through 20 as well as 21 a or b and 22.

· The following icon provides a DD 250 Form that may be electronically completed for your convenience.  Click twice to open.
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4.  Invoices Used As Receiving Reports
· A vendor's invoice can be used as a receiving report if the contract/purchase order provides for use of Government Certified Invoices in lieu of a separate receiving report.  The invoice must be date stamped upon receipt by the office indicated in the contract to receive the invoice.  In addition, the stamp must identify that office (i.e. not merely be a date stamp). 
· If accepting vendor performance or delivery by using a Government Certified Invoice include the statement:  "I certify that the goods/services have been received and accepted on (day, month, and year)."   This statement may be on an invoice, delivery ticket, voucher, or separate paper and must contain printed name, title, telephone number, date, and signature of government official authorized to receive and accept the supplies or services.

5.  SF 1034 (Public Voucher)
· The SF 1034 may be used however, assure specific information identified in FAR 32.905(b) is included on the voucher.  In addition, assure all appropriate blocks are completed.
· DODIG Audit 2002-056 discourages the use of a SF 1034 for payment of contracts but reiterates that, if used, must include "receipt and acceptance" dates. 
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DEPARTMENT OF THE ARMY
OFFICE OF THE ASSISTANT SECRETARY OF THE ARMY


ACQUISITION LOGISTICS AND TECHNOLOGY
103 ARMY PENTAGON


WASHINGTON DC 20310-0103


2 3 DfC 2002


SAAL-PP


MEMORANDUM FOR PRINCIPAL ASSISTANTS RESPONSIBLE FOR
CONTRACTI NG


SUBJECT: Vendor Payments


The Office of the Inspector General, Department of Defense (DoDIG) issued
an audit report entitled "Controls Over Vendor Payments Made for the Army and
Defense Agencies Using the Computerized Accounts Payable System (D-2002-
056)" on March 6, 2002, that evaluated the controls associated with making
vendor payments using the Computerized Accounts Payable System (CAPS)
and the progress being made in transitioning to the Defense Procurement
Payment System. The report can be accessed through the DoDIG website at
http://www.dodig.osd.mil/audit/reports/ by clicking on "Audit and Evaluation
Reports," selecting "FY 2002," and going to Report "D-2002-056".


Many of the recommendations in the report were directed to the Defense
Finance and Accounting Service (DFAS) and the Under Secretary of Defense
(Comptroller) and dealt with the vendor payment process itself. The report also
makes some recommendations which require direction to Army contracting
offices to improve the use of delivery orders and the comprehensiveness of
contracting documents that are integral to the payment process. In response to
these recommendations, identified as Recommendations C.1.c, C.3.a., C.3.b.,
and C.3.c. in the report, the following is provided for your consideration and


implementation.


Vendor payment systems can only function properly, when the documents
supporting those payments comply with 5 Code of Federal Regulations Part
1315, and meet the requirements of Federal Acquisition Regulation (FAR)
Subpart 32.9 and Defense Federal Acquisition Regulation Supplement Subpart
232.9--Prompt Payment, respectively, and 000 Regulation 7000.14-R, Volume
10 (000 Financial Management Regulation).


To ensure that contracting offices recognize the importance of their
involvement in the payment process it is imperative that you:


a. Reiterate the following to contracting offices:


(1) Through the preparation of contracting documents, they have a vital
role in the payment process.
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(2) The designation of more than one payment office can confuse the
vendor payment process and increase the likelihood of erroneous or duplicate
payments being made, and should be avoided.


(3) They have a proactive decision making role in the use of forms for
payment. In those situations where certification of receipt/acceptance of supplies
or services will be required to support payment, they should consider the use of
the DD Form 1155 and DD Form 250. The Standard Form 1034 may be used as
an invoice for payment purposes. When the SF1 034 is used, it must contain the
specific information identified in FAR 32.905(b).


b. Direct them to ensure that their solicitations, contracts, and orders issued
under those contracts include the requisite instructions and clauses for payments
and submission of requests for payment as prescribed in FAR 32.908.


c. Direct them to correctly identify all items specified in FAR 32.905(b) so
that the designated payment offices can properly match invoice and receipt
information and process payments to the right vendors.


d. Require them to be cognizant of the provisions in FAR 32.904 when
specifying due dates in contracts and orders.


I appreciate your assistance in accomplishing the foregoing. Questions may
be directed to my POC, Mr. Bill Kley at commercial (703) 604-7103, DSN 664-
7103 or via email to bill.kley@saalt.army.mil.


Eo


the ArmyActing Deputy
(Policy and Procurement)
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Form Approved
OMB No. 0704-0248MATERIAL INSPECTION AND RECEIVING REPORT


PLEASE DO NOT RETURN YOUR COMPLETED FORM TO THE ABOVE ADDRESS.
SEND THIS FORM IN ACCORDANCE WITH THE INSTRUCTIONS CONTAINED IN THE DFARS, APPENDIX F-401.


16. STOCK/PART NO.


21. CONTRACT QUALITY ASSURANCE 22. RECEIVER'S USE


15.
ITEM NO.


17. QUANTITY
SHIP/REC'D*


18.
UNIT


19.
UNIT PRICE


20.
AMOUNT


DESCRIPTION
(Indicate number of shipping containers - type of


container - container number.)


a.  ORIGIN b.  DESTINATION


CQA ACCEPTANCE of listed items has


has been made by me or under my supervision and
they conform to contract, except as noted herein or
on supporting documents.


 been made by me or under my supervision and they
conform to contract, except as noted herein or on
supporting documents.


DATE SIGNATURE OF AUTHORIZED
GOVERNMENT REPRESENTATIVE


DD FORM 250, AUG 2000


23.  CONTRACTOR USE ONLY   


DATE RECEIVED


Quantities shown in column 17 were received in
apparent good condition except as noted.


PREVIOUS EDITION IS OBSOLETE


CQA ACCEPTANCE of listed items


DATE


1.  PROCUREMENT INSTRUMENT IDENTIFICATION
     (CONTRACT) NO.    


6.  INVOICE NO./DATE 7.  PAGE OF 8. ACCEPTANCE POINT


2.  SHIPMENT NO. 3. DATE SHIPPED 4.  B/L      


    TCN


5.  DISCOUNT TERMS


9.  PRIME CONTRACTOR CODE 10.  ADMINISTERED BY CODE


11. SHIPPED FROM (If other than 9) CODE 12.  PAYMENT WILL BE MADE BY CODE


13. SHIPPED TO CODE 14.  MARKED FOR CODE


FOB:  


  ORDER NO.


* If quantity received by the Government is the same
as quantity shipped, indicate by (X) mark; if different,
enter actual quantity received below quantity shipped
and encircle.


TYPED NAME:  


TITLE:    


MAILING ADDRESS:      


COMMERCIAL TELEPHONE 
NUMBER:                           


TYPED NAME:  


TITLE:    


MAILING ADDRESS:      


COMMERCIAL TELEPHONE 
NUMBER:                          


TYPED NAME:  


TITLE:    


MAILING ADDRESS:      


COMMERCIAL TELEPHONE 
NUMBER:                           


SIGNATURE OF AUTHORIZED
GOVERNMENT REPRESENTATIVE


SIGNATURE OF AUTHORIZED
GOVERNMENT REPRESENTATIVE


The public reporting burden for this collection of information is estimated to average 30 minutes per response, including the time for reviewing instructions, searching existing data sources,
gathering and maintaining the data needed, and completing and reviewing the collection of information.  Send comments regarding this burden estimate or any other aspect of this collection
of information, including suggestions for reducing the burden, to Department of Defense, Washington Headquarters Services, Directorate for Information Operations and Reports
(0704-0248), 1215 Jefferson Davis Highway, Suite 1204, Arlington, VA  22202-4302.  Respondents should be aware that notwithstanding any other provision of law, no person shall be
subject to any penalty for failing to comply with a collection of information if it does not display a currently valid OMB control number.
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