[image: image2.wmf]DEPARTMENT OF THE ARMY
U.S. ARMY MEDICAL COMMAND

HEALTH CARE ACQUISITION ACTIVITY

2O50 WORTH ROAD, SUITE 37

FORT SAM HOUSTON, TEXAS 78234-6037


REPLY TO


ATTENTION OF

19 January 2001

MATERIAL INSPECTION AND RECEIVING REPORT (DD FORM 250)

MIRR 01-01

The purpose for this notice is to provide you with information that will assist in the preparation of the DD Form 250 and, hopefully, eliminate errors that result in the need for DFAS to return them.  BOTTOM LINE:  FASTER PAYMENTS TO OUR VENDORS AND THE ELIMINATION OF INTEREST PENALTIES!  The quality of DFAS service depends on the accuracy of the invoices and the DD Form 250 Reports they receive.  The DD Form 250, Material Inspection and Receiving Report, was revised as of August 2000.  (Copy enclosed).  The new DD Form 250 should be available in the AMEDD Electronic Forms Support System (AEFSS) under Local Forms DD250 (NEW).  If not, please contact your AEFSS systems administrators to add the new DD Form 250 into your Local Forms.  The form now identifies specific areas for the below-required elements in accordance with the Federal Acquisition Regulation.  All previous editions are obsolete.


   Elements required for a valid receiving report include:

a. Contract Number or Purchase Order Number.

b. Adequate description of supplies delivered or services performed, including the contract line number applicable, to ensure identification to contractual requirements.

c. Quantities of supplies or services received or performed.

d. Date supplies or services were performed.

e. Date supplies or services were accepted by the designated government official.

f. Signature of government official authorized to receive supplies or services.

g. Printed name, title, mailing address, and telephone number of designated government official responsible for acceptance or approval functions.

When completing the DD Form 250, pay special attention to the date goods or services were received and accepted.  Policy guidance states that receipt and acceptance are two separate events and both require dates.  When actual acceptance occurs later than the 7-day constructive acceptance period, constructive acceptance will be used to compute payment due date and any resulting interest penalty payments.  For service type contracts, the delivery date or date received is the end of the service 

period.  For example, the billing period is September 1 through September 30.  The delivery date for the service is September 30, 2000.  If the receiving report is received by DFAS after the constructive acceptance date, then the constructive acceptance date applies to determine the payment due date.

When submitting faxed copies of the receiving report, ensure that you send a copy to the DFAS fax server at (210) 527-8131 or 

(210) 527-8189; DSN prefix is 448.  Ensure that you maintain a record of when you faxed it and the telephone number from which you faxed it.  This will ensure that DFAS can readily research any lost or misplaced documents.  Also, please ensure that your sending fax machine has all the sending location identification embedded into its memory.  Please do not fax and follow-up with hard copy documents to DFAS.  This could result in slow or erroneous payments.  High dollar value items, Net 10 or 14 days payment terms, and high visibility items, should be addressed to the attention of the DFAS Customer Service Section Chief so they can pull the fax from the right fax server to ensure it is processed promptly.

Use the internet to contact the DFAS Customer Service Section or  the 1-800-478-5636 phone number to obtain payment status.  The Internet address is http://www.dfas.mil/money/vendor.  You may also contact DFAS-SA Customer Service via e-mail – DFAS-SA-VPIS@DFAS.MIL.  DO NOT E-MAIL INVOICE/RECEIVING REPORT 

(DD Form 250) TO DFAS-SA.  Always include as a subject: Contract/Order Number.  By using these resources, you will allow the DFAS pay technicians more time to concentrate on processing invoices and receiving reports.  Should you need additional assistance with payments that cannot be resolved by DFAS, please contact the Contracting Administration Office stated on the original contract/order or contract modification.  This should result in, FASTER PAYMENTS TO OUR VENDORS AND THE ELIMINATION OF INTEREST PENALTIES!

The obsolete DD Forms 250 (those dated prior to August 2000) will continue to be accepted by DFAS until 1 February 1 2001.  Any obsolete DD Forms 250 dated/received after 1 February 2001 will be returned to the receiving activity.

Although the new DD Form 250 is the preferred method for the submission of receiving reports, the DD Form 1155 and the 

DD Form 1449 may still be used.  However, it is imperative that the printed name, mailing address and telephone number of the accepting government official be included along with his/her signature.

This INFORMATION NOTICE has been coordinated with/approved by 

the DFAS-SA, PAT Team Office.  The POC for this notice is 

Ms. Deanna Ochoa, e-mail deanna.ochoa@cen.amedd.army.mil, 

phone (210 221-4808)
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Encl                             PAUL G. MICHAELS

DD Form 250                      LTC, MS

                                 Commanding
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