	
	
DEPARTMENT OF THE (YOUR SERVICE)
YOUR ORGANIZATION
YOUR LOCATION




										

MEMORANDUM FOR _______________________
				(Name of Customer)

FROM:  Your Base
	
SUBJECT:  Receiving Report

1. In order to ensure payment to our contractors, you must fill out a receiving report for goods and/or services received on behalf of the U.S. Government. 

2. On the SF 1449 (your copy of the purchase order), the receiving report is located in blocks 32a through 32c (bottom left of the form).  Please fill this out promptly upon receipt of goods and/or services and forward to the Accounting & Finance Office.  If you are unable to locate your copy of the SF 1449, use a DD 250 receiving report.

3. You are a critical part in guaranteeing prompt payment to our contractors.  Feel free to contact the undersigned at ____________ with any questions. 


						


JOHN M. DOE
							Contracting Officer
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