A Proper Receiving Report

The receiving report must contain the following information:

· The COMPLETE contract number







Examples : DAKF11-98-P-9999







                   DAKF11-98-D-9999-0001






                   DAKF11-98-C-9999 CALL # F123

· Description (by line item, per contract #) and quantities of supplies delivered or services performed.

· Quantities of goods or services accepted or rejected.

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

· The date the merchandise or services were accepted. Not the date you decided to sign.

· The SIGNATURE, PRINTED NAME, TITLE, MAILING ADDRESS and TELEPHONE # of the U.S. Government Official responsible for acceptance or approval functions.



































* If you use the system of certified invoices in lieu of a separate receiving report, the certified invoice must also contain the information above.
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