

Remember, only you the customer know if what you received is what you order.  It is you’re responsibly to notify Contracting when you get the completed requirement and if it met the contract specs.
















Let’s talk dd FORM 250 
receiving report
THE end TO A SUCCESSFUL requirement





Receiving Report   DD 250 Instructions
1. The Law.  FAR 52.246-14, Certificate of Conformance and DFARS Appendix F, Material Inspection and Receiving Report is used to provide evidence of Government Inspection & Acceptance of supplies and services. 
2. The DD Form 250 is a multipurpose report used for evidence of Government contract quality assurance at orgin or destination, provide evidence of acceptance, packing lists, for receiving, contractor invoicing and commercial invoice support.
3. Do not use the DD Form 250 for shipments by subcontractors, unless the subcontractor is shipping directly to the Government or for contract inventory.

Receipt Processing
1. The receiving activity is responsible for maintaining a list of personnel authorized to receipt for items or services provided by commercial vendors. Being in a position to order and receive items and services from a vendor also comes with the responsibility to notify the appropriate office, in writing, that you have received the item or services.  This written notification is a receiving report.
2. RECEIVING REPORT DOCUMENTATION-                                     the following are the minimum requirements to be documented on every receiving report:
1. Contract number or purchase order number
2. Adequate description of the goods or services that were received
3. Quantity of supplies or services received.
4. Dollar value of the items or servies received.
5.  A certification statement and date the items or services were received such as “I certify the items/services were received and accepted on (month, day, year)”
6. Signature of the receiving activity official authorized to receive the items or services.
7. Printed name, title, complete mailing address, and telephone number of the receiving activity official authorized to receive the items or services.
If the receiving reports do not meet the above minimum guidance they will be returned or not accepted by DFAS Operation Location responsible for payment.  This will delay the payment to the vendor and possibly result in interest penalty payments charge to YOUR account.
3. To assure interest penalties do not occur at your installation, send all receiving reports to Contracting for forwarding to DFAS.  Contracting will do this in conjuction with the invoice from the vendor.
4. Remember if you have not received your requirement by the required delivery date, contact your contract specialist. It is their responsibility to follow-up on items that have not been received by the contract due date – consideration may be due the government.

FURTHER INFORMATION ON FILLING OUT A PROPER DD 250
‘http://www.safaq.hq.af.mil/contracting/toolkit/rcvreports/’
‘http://web2.deskbook.osd.mil/irp/’ 
DFARs 246.370, 252.246-7000, Appendix F 
HOW LONG WILL MY REQUIREMENT TAKE?
1.  Dollar amount?  The FAR has set minimum guidance for advertising government needs.  
2.  Correct description: If the description (SOO or SOW) includes all necessary information the process should not take as much time.
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