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INTRODUCTION:

This part prescribes required procedures to process vendor pay transactions for activities serviced by the Defense Finance and Accounting Service (DFAS) CAPS vendor pay offices.  It applies to all vendor pay charges and payments processed by CAPS affiliated Field Sites, external certifying officers, or other office processing vendor payments utilizing the CAPS entitlement system.

Further, this part will be used in conjunction with the following references and applied in this order of precedence: Code of Federal (CFR) Title 5, Part 1315, Federal Acquisition Regulation (FAR), Defense Federal Acquisition Regulation Supplement (DFARS), the Department of Defense Management Regulation (DoDFMR), Volume 10, and the Commercial Pay Policies and Business Practices.

1. DEFINITIONS: 

a. Receiving Report - The receiving and acceptance or other regulatory approved document is the document by which an U.S. Government representative verifies/confirms that the private business or individual performed or delivered according to the authorizing procurement documents. 

A receiving report or other appropriate U.S. Government documentation authorizing payment shall support all invoice payments.  The agency receiving official will forward the receiving report to the designated payment office after completion of the official’s acceptance. 

b. Designated Billing Office – The designated billing office is the office specified in the contract/procurement document to receive invoices.  Since, the date the invoice is received at the designated billing office is necessary to compute the correct payment due date, it is recommended that contracting officers make the vendor pay office both the designated billing and designated paying office.

However, contracting officers may direct vendors to send invoices to another designated billing office, such as a contracting officer representative (COR) or through their own or another office for approval

c. Designated Payment Office - The Designated Payment Office is the Vendor Pay Office named in the procurement document to pay the contractor/vendor.  To prevent duplicate or fraudulent payments, there can only be one paying office per contract.  FAR 32.001, DFARS 242.302 and CPBL Policy Number 0100-02-0002.

d. Electronic Receiving/Acceptance Reports - A system-to-system (Electronic Commerce (EC), such as Wide Area WorkFlow (WAWF)) transmission can be used to transmit and is the preferred method for submission of receiving/acceptance reports.  Receiving/acceptance reports received through FAX machines are also encouraged.  Upon receipt of a receiving report via FAX/ RIGHTFAX, etc., print one copy and prominently mark it “SYSTEMS ORIGINAL”.  This should prevent confusion with any hard copy receiving report that is subsequently received from another source.  Electronic receiving reports must contain all elements of a “proper” receiving/acceptance report in accordance with the CFR and FAR.  A readable transmission date is considered the activity/agency billing office received date or the next business day if received after normal working hours.

e. Miscellaneous Payments (Non-Recurring/Non-Contractual) - These are one time (non-recurring, non-contractual) payment for awards, grants, license fees, reimbursements, and special item purchases.  Refer to Miscellaneous and Other Payments SOP and Matrix for receiving report requirements.

f. Proper Receiving/Acceptance Report - The receiving and acceptance report is a document furnished by the receiving activity confirming the receipt/delivery and acceptance of goods or services performed.  This document must meet minimum CFR, FAR, and DFARS requirements.  This includes all the information required by the terms of the contract; be accompanied by such substantiating documentation as required by regulation, contract or as identified in the Miscellaneous and Other Payments SOP and Matrix; and received in the designated vendor paying office within 5 working days as specified in the FAR 32.905(c).   

Except for interim payment requests under cost-reimbursement service contracts, the following information is required as payment documentation for receiving reports: They must contain the following information: 

1) Name of vendor.
2) Contract number/purchase order number.

3) Adequate description of supplies delivered or services performed.  
4) Specify quantities of supplies or services received or performed.  

5) Signature, or when permitted by agency regulations, electronic/digital signature equivalent of the designated Government official responsible for acceptance or approval functions.  The printed name, telephone number, title and mailing (or electronic) address of the Government official must be on the document.  
6) The Received Date – the date supplies were delivered/received or services performed.

7) The Accepted Date – the date supplies or services were accepted by the designated government official.  Receipt and acceptance dates are separate events.  These  actions may or may not be accomplished on the same date; however, both dates are required.

or

8) Date the progress payment request was approved if made under the FAR clause at 52.232-5, Payments under Fixed-Price Construction Contracts, or the clause at 52.232-10, Payments under Fixed-Price Architect-Engineer Contracts).

9) When the following forms have been used as a receiving report ensure that all of the information is provided as stated below:

(a) DD Form 1155 (Dec 2001): Block 27a (check-mark in received/accepted blocks); as well as information is completed for blocks 27b through 27g.

(b) SF 1449 (Apr 2002): Block 32a (check-mark in received/accepted blocks); block 32b (printed name, telephone number, title, and signature) of official authorized to accept supplies services; block 32c (date supplies/ services accepted); block 33 (check-mark for either partial or final); 42a (printed name of receiver); 42c (date supplies or services received).

(c) DD Form 250 (Aug 2000): 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).  Note: When the receiver and acceptor are different persons, the receiver will complete block 22 by entering the typed, stamped, or printed name, title, mailing address, and commercial telephone number.
(d) If the contract/purchase order provides for use of Government Certified  

 
Invoices in lieu of a separate receiving report the following statement per  

 
DoDFMR Vol 10, Chap 9 (090603), and signed by the responsible  

government official, is used as acceptance of  goods/services: 

“I certify that the goods/services have been received and accepted on (month, day, year).”   

Note: This certified invoice must meet all the requirements of an invoice and receiving report (Ref: FAR 32.905) in order to be processed for payment.  The above statement may be on an invoice, delivery ticket, or voucher. 

g Receiving Activity - Any government warehouse, central receiving point or office 

that receives the goods or services provided by the vendor.  These activities will complete a receiving/acceptance report document that verifies the delivery, receipt, and acceptance of the goods or services.

h. Supporting Documents - There are several types of documents that support the payment of a voucher.  These supporting documents are: Procurement instruments including contracts, blanket purchasing agreements, delivery orders, purchase orders, invoices, receiving/acceptance reports, memorandums, settlement agreements, merchant receipts, etc.

i. Vendor - Any firm, business, non-profit organization, local or state agency, or individual that provides goods or services to the Federal Government.  At times referred to as a “contractor”.

j. Vendor Name - The name on the receiving report must be the same as the name on the contract.  For contracts that contain an EFT waiver (approval must be obtained from the U.S. Treasury) the contract remit-to data takes precedence.  Otherwise, the vendor is required to be registered in CCR and the CCR/CEFT remit-to data takes precedence over other EFT provided information in the remittance of payments.  A modification to the contract is not required when the contract differs from CCR/CEFT remit-to data in the contract.  This includes information on a “Notice of Assignment” (FAR 32.905).  Vendors are required to confirm their CCR information annually.  If they do not confirm/update their registration information it will expire and preclude payment until this action is taken.

k. Vendor Pay Document Control Branch (VPDCB) - This office is responsible for receiving, reviewing, logging, categorizing, and routing all incoming documents.  VPDCB personnel will create file folders and maintain the central file by contract numbers.  In addition, they will verify, distribute, and maintain copies of all requests for payment submitted by a vendor, entity, or individual.  A tracking system will be used to determine the status of documents received to-date. 

2. TYPES OF RECEIVING REPORTS:
a. Contractual – Procurement action that is supported by the receipt/acceptance of goods/services by and for the appropriate government entity.  These receiving/acceptance reports must comply with the contract clauses and/or modifications as written.

b. Miscellaneous Payments - These are “one-time” non-contractual, non-recurring payments.  Refer to Miscellaneous and Other Payments SOP and Matrix for receiving report requirements.

c. Purchase Card Receiving Report - The hard copy certified billing statement is the approved invoice/receiving report.  The certifying official must sign the billing statement.  VPDCB personnel will verify the appointment orders and DD 577 prior to processing this document for payment.  Refer to the current CAPS Clipper and Windows Purchase Card EDI 810 Interface Letter of Instruction (LOI) on receiving and processing purchase card electronic receiving report files. 

d. DD Form 1155, Order For Supplies Or Services - May be used simultaneously as a contract, invoice, and receiving report if all the corresponding sections on the form have been properly completed.  Supporting documents are required for payment.

3 RECEIVING REPORT RECEIPT/VERIFICATION DATE:

a. Electronic Data Interchange (EDI) - Receiving reports may be submitted by a system-to-system basis.  The system-generated date of the file transfer is the date of receipt, or the header record transmittal date can be used.   

b. Facsimile - Use the facsimile machine generated date for the receiving report received date.  If a header sheet accompanied the receiving report, retain and file it with the receiving report in the appropriate contract folder for future reference.  If the machine-generated date/time is not printed or readable, the site mailroom will date stamp the receiving report the day it was received in the VPDCB. 

c. Postal System – Use the site mailroom date stamp for the receipt date of hardcopy receiving reports and/or supporting documents as the actual date received by the VPDCB. 

d. Hand-carried - If the receiving report was physically hand-carried by the receiving official or other person, the site mailroom will date stamp it using the actual date received by the VPDCB.

e. Transmittal Letters with Supporting Documents – Use the site mailroom date stamp for the receipt date of the TL as the date received in the VPDCB, sign and return a copy of the TL to the originator as acknowledgment of receipt.  
f. Date Stamping the Receiving Report - Perforated stamping machines are preferred since the date and DFAS office information will penetrate all documents included in a hardcopy receiving report.     

All receiving reports and supporting documents received by the VPDCB will be date stamped on the day of receipt to substantiate the actual day they arrived in the site mailroom.  Mailroom personnel will take care not to obliterate or stamp over any information contained on the receiving report.  The receiving report should be submitted in one original copy.  VPDCB personnel will make copies when needed.

g. Review the Receiving Report to Determine if it is Proper and Correct - The document control technician will verify that a proper receiving report was received.  Receiving reports must meet the definitions of a proper receiving report in accordance with the CFR and FAR. 

h. Review the Receiving Report to Detect Alteration - Documents that appear to be altered should be further examined for possible fraudulent intent.  The VPDCB technician will seek the advice of the Vendor Pay Team Lead or Supervisor when doubt occurs on whether the receiving report should be investigated further.   

i. Examples Of Improper Alterations Include, But Are Not Limited To -There is white-out on amounts, the vendor name and/or the vendor address, dark straight lines from correction tape (usually visible on copied documents, while dark lines on a copied document may indicate a cut and paste technique).  Facsimile documents are acceptable, but care must be taken to ensure the FAX has not been altered, some indicators are, inconsistent spacing, and unmatched font size.  

j. Suspected Fraud - When fraud is suspected, the technician will hand-deliver the receiving report to the vendor pay supervisor within four hours.  The vendor pay supervisor must determine within 24 hours of receiving the receiving report if fraudulent intent exists.  

1) If no fraud is suspected, but the receiving report has been altered inappropriately, the document will be returned to the receiving activity with an explanation of the return.  When fraud is suspected, the supervisor will take the document to the Vendor Pay Site Manager for review and elevation of the suspicion of fraud to the appropriate Vendor Pay Support Director.  

2) The questionable document will be retained and stored in a secured container.  The Vendor Pay Site Manager (or his delegate) will prepare and submit a Situation Report (SITREP) to the appropriate Vendor Pay Support Director for appropriate action.  These procedures must be followed before any referral to the Defense Criminal Investigative Service.

3) For miscellaneous payments, refer to Miscellaneous and Other Payments SOP and Matrix to ensure the required documents were submitted to support the payment request.  If the type of payment request received is not listed, contact the Vendor Pay Policy and Procedures office for guidance.

k. Proper Revision to Documents – When authorized, the proper way to change information on a hard copy document is accomplished by drawing one line through the incorrect information, then adding the correct information.  The drawn line should not obliterate the original data.  The individual making the change must legibly initial the revision(s), and write the date the action was taken.  Vendor Pay Services Site personnel are not authorized to make changes to any document.  Documents requiring changes must be returned to the receiving activity IAW subparagraph 4 of this SOP.  

l. Verifying Signatures - Government employees can be appointed as certifying officials for certain types of payment requests.  These officials approve and certify entitlement to the payment office that payment for goods or services is authorized.  When processing payments that require a signature of a certifying official, the VPDCB technician must compare the signature on the payment entitlement document (SF 44, SF 270, SF 1034, SF 1156, SF 1164, and DD 1556) to a DD Form 577 (Signature Card).  

The DD 577 may be visible for review using the Electronic Document Access (EDA) file or in hardcopy form.  The appointment letter and DD 577 are proof that a person has authority to sign documents submitted for payment.  Review the letter and verify block 6 of the DD 577 as to the types of documents or purposes the official can sign as the certifying official.  Should an entitlement document 

have to be returned, a form letter with the appropriate explanation will be used to make the return.  For additional information or explanation of the DD form 577 refer to DFAS Indianapolis, DCD Procedures Manual, Chapter 2 and the DFAS Arlington SOP for DD form 577 processes.

4. RETURNING AN IMPROPER RECEIVING REPORT:
When a receiving report is missing information and is considered improper, the receiving report must be returned immediately, with explanation to preclude/reduce interest penalties from accruing (the PPA clock continues).  Sites will return improper receiving reports via FAX to the responsible receiver.  If the responsible receiver cannot be readily determined or the FAX number is not known, the Vendor Pay Site Manager or Chief of Vendor Pay will contact the Senior Site Representative for assistance.  Should circumstances prevent return of improper receiving report by fax the alternative method will be via FEDEX.  Regular first class mail will only be used when FAX or FEDEX is not available for return of the receiving report to the receiver.  Ensure both the receiving report and form letter are FAXed together.

The form letter at Figure 1 will be utilized for returning improper receiving reports.  The receiving report will be stamped or “marked” in some manner to specifically show it was returned, (i.e., date and the word “Returned”).  The return date stamp should be placed over the original date received by the VPDCB so it will not be erroneously used should the receiver/acceptor resubmit the receiving report.  Retain a copy of the returned receiving report and form letter in the payment folder file.  Use an automated tracking device to provide an audit trail for returned receiving reports.  

Note: If an invoice has been received the PPA clock is ticking.  Prompt resolution of the improper RR will ensure mission dollars are not spent paying interest penalties.  Affect on Discounts lost would be minimal.

5. CONTRACT FOLDERS AND RECORDS MANAGEMENT:

The VPDCB has overall control and responsibility for contract payment documents.  VPDCB personnel will prepare file folders for all payment documents, identifying each folder by the Procurement Instrument Identification Numbers (PIIN) assigned by the Contracting Officer to all contracts.  All contractual receiving reports and supporting documents received will be maintained in the VPDCB.  Sites may have the capacity to store/retain these documents in computer files, compact disk, or microfilm (when authorized).

Record management requirements must be followed, regardless of the type of storage utilized.  Retain all records of OPEN-ACTIVE procurement files until closed.  They cannot be disposed of until the statute of limitations (six years and three months from the date the final payment is made) has expired.  The instructions contained in DFAS Regulation 5102-R must be followed for numbering, labeling, filing, and retaining/securing all payment documents.
Figure 1

Sample Form Letter for Return of Receiving Report

(Insert
DFAS Seal)
Defense Finance and Accounting Service

Vendor Pay

DFAS-XX/XXXX



            



Date:


Memorandum for ______________________



       ______________________



       ______________________

Subject:  Improper Receiving Report/Certified Invoice  (Your immediate attention is required to minimize Prompt Pay Act interest and penalties, and the effect it has on the DoD or Military Service Component’s operating budget.)

The attached receiving report/certified invoice for purchase order number ________________ is returned due to lack of one or more of the following items required by the FAR at 32.905(F). 

______ a.  Contract number/purchase order number/call number is missing or invalid.

______ b.  Description of goods received or services performed is inadequate or

                  missing.  (For services the description must include the period the services

                  were rendered)

______ c.  Quantities of goods received or services performed are missing or 

                  inadequate. 

______ d.  Date goods received or services performed is missing or invalid.

______ e.  Date of acceptance of goods or services by the designated Government 

       official is missing or invalid. 

______ f.   Signature or approved electronic equivalent of the accepting Government 

                  official is missing.

______ g.  Printed name, mailing address, and telephone number of accepting 

       Government official is missing. 

______ h.  The contract provides for the use of Government certified invoices in lieu

                  of a separate receiving report, the Government certified invoice must contain 

       all or some of the information described a through g above.

______ i.  Statement or check-mark to indicated acceptance of goods or services is

                 missing.

______ j.  Dollar value of goods or services accepted is missing.  

______ k.  Improper alteration of documents is affecting the required information.

______ l.  Other: ________________________________________________________

Please FAX (preferred) or mail a corrected receiving report, prominently marked “CORRECTED COPY” to this office, as indicated below.

FAX Number:

Mailing Address:

POC:

Name:

Phone Number:                                                    








Signature and Signature Block of the 

Vendor Pay Site Manager
ATTACHMENTS
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