REQUIREMENTS  FOR  RECEIVING REPORTS  AND  INVOICES 
  
Receiving Reports: 
  
       Vendors names must be shown   
      Receiving official's printed name, title, signature, phone number and mailing address must be shown   
       Acceptance & Receiving blocks must be completed with all information above - if same person then just show information once but must sign in both places   
       If different acceptance/receiving personnel - then just place additional information as close as possible on the form  
Invoices:     
       All invoices must now have an invoice number 
or   
       All invoices must have a contract number 


Standard Form 1449 
1.  Can be used for a receiving report  
2.  Ensure to complete blocks 32a (check received/accepted blocks), 32b (printed name, telephone number, title, and signature) of official authorized to accept supplies services; 32c (date supplies/services accepted); block 33 (check partial/final); 42a (printed name of receiver); 42c (date supplies/services received).  
 

DD Form 1155
 

1.  Can be used for a receiving report
2.  Printed name, telephone number, title, and signature in block 26 of authorized government official and check received and acceptance blocks; block 27 (check partial or final) and complete blocks 38 and 39.  
 

 

DD Form 250
 

1.  Can be used for a receiving report
2.  Block 13 (shipped to address); block 15 (line item taken from contract order/purchase order); block 16 (item description); block 17 (quantity received); block 18 (unit); block 19 (unit price); block 20 (amount); block 21b (printed name, telephone number, title, date and signature of authorized government official); block 22 (printed name and date received of government official authorized to receive goods/services).

Invoices Used As Receiving Reports:     
 

1.  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

2.  The following statement signed by a responsible official may be used as acceptance of goods/services instead of an official form.  "I certify that the goods/services have been received and accepted on (day, month, year)."  This statement may be on an invoice, delivery ticket, voucher or separate paper and must contain items listed above.
                                       
