DD 250 (Material Inspection & Receiving Report)


Background: The DD Form 250 is a Government multipurpose report used as:
1.      Acceptance of equipment/data by the Government (i.e. title transferred to the Government). 
2.      The Contractor's invoice for payment. 
3.      A packing list for shipping and receiving. 
4.      Evidence of Government Quality inspection. 
 

DD 250 acceptance authority (signer) is designated in Contract Section E - Inspection and Acceptance. 
 

Only the PCO/ACO can authorize QARs to accept 
non-compliant (deficient) items.
 

Signing the DD 250 is Government ACCEPTANCE of the items listed thereon.  That means the Government will own and will be responsible for those items, except as specified in the applicable Standard Inspection Clause.  Hence, it is important that items listed meet ALL their acceptance criteria before the DD 250 is signed.
 

Situations arise when a product is to be accepted, (i.e. to meet a ship deployment), with known deficiencies (deficiencies may be: missing assets (hardware/software, unperformed tests, etc)) that the Contractor will correct within a specific time frame.  In these cases, Block 16 of the DD 250 shall be annotated with the deficiencies:  listing the deficiencies, and when/how the Contractor will make the corrections. 
 

Prior to submitting products with deficiencies,
contact the PCO/ACO for guidance.
 

On completion of any corrective actions, the Contractor shall submit a revised DD 250.
 

The Contractor prepares the DD 250 ( except for entries that the Government representative may add ) and is responsible for distribution. Distribution is made no later than close of business the day following:
a. signing (Block 21A) by the Government. 
b. shipment, if CQA/Acceptance (Block 21 B) are at destination. 
 

The DD 250 is used for delivery of:
1. Contract Line Items (CLINs), and 
2. CDRL data exhibits requiring acceptance via SS, DD, SD in Block 7. ( DD 250s shall not be used for acceptance of exhibits when SS, SD, DD is not specified in Block 7.) 
 
 
 
Block-by-Block Helpful Hints: 
 
DFARS Appendix F is the governing document for preparing each block of the DD Form 250.  Below is some supplemental information that tells where much of the information that goes into these blocks can usually be found.  However, if the applicable information cannot be found in the places indicated, you may need to search in other parts of your contract.  
 
Block 1- Use the number from the block on the face page of the contract labeled “Contract Number” (not Solicitation Number).  If an order number is applicable (the letters, A, D, or G in the ninth position of the contract number) include it as well.  
 
Block 8- If there is one acceptance point for all items on the contract, it may be found in Part E of the contract.  If different line items have different acceptance requirements, this information may be found in Part B of the contract with other line item information, or if the product is data, in Block 7 of the DD Form 1423.  
 
Block 10- Use the code, name, and address information in the “Administered By” block on the face page of the contract, but check for any modifications that change this information.  
 
Block 12- Use the code, name, and address information in the “Payment Will Be Made by” block on the face page of the contract, but check for any modifications that change this information.  
 
Blocks 13 and 14- Information to populate these blocks may be found in the “Ship to, Mark for” block on the face page of the contract, in Part B (the Schedule), or in Part F (Deliveries or Performance).  
 
Block 15- Use the numbers identifying the items being delivered from Part B, the Schedule, as modified.  
 
Block 16- Most information for this block will be contained in the Schedule of the contract.  However, DFARS Appendix F contains requirements for a considerable amount of information if certain conditions are applicable.  It is recommended that you read the DFARS  instructions for Block 16 thoroughly.  
 
Blocks 18 and 19- copy the information from the contract schedule, as modified,  for the items you are shipping.  
 
Block 23- This is your block to be used for whatever purpose your company wishes.  It is good practice to include a company point of contact here in the event any of the Government activities receiving the DD Form 250 has questions.  
