














HQ0034-07-A-1019
P00004
Page 2 of 3

SECTION SF 30 BLOCK 14 CONTINUATION PAGE

SUMMARY OF CHANGES

SECTION H - SPECIAL CONTRACT REQUIREMENTS

The following have been modified:

INVOICING INSTRUCTIONS (WHS, A&PO Mar 2007)

In compliance with DFARS 252.232-7003, "Electronic Submission of Payment Request (March 2003)", Washington
Headquarters Services, Acquisition & Procurement Office (WHS, A&PO) utilizes WAWF-RA to electronically
process vendor request for payment. The web based system is located at https://wawf.eb.mil, which provides the
technology for government contractors and authorized Department of Defense (DOD) personnel to generate, capture
and process receipt and payment-related documentation in a paperless environment. The contractor is required to
utilize this system when submitting invoices and receiving reports under this contract. Submission of hard copy
DD250/Invoice/Public Vouchers (SF1034) will no longer be accepted for payment.

The contractor shall (i) ensure an Electronic Business Point of Contract is designated in Central Contractor
Registration at http://www.ccr.gov/ and (ii) register to use WAWEF-RA at https://wawf.eb.mil

within ten (10) days after award of the contract or modification incorporating WAWEF-RA into the contract. The
designated CCR EB point of contact is responsible for activating the company’s CAGE code on WAWF by calling
1-866-618-5988. Once the company CCR EB is activated, the CCR EB will self-register on the WAWF and follow
the instructions for a group administrator. Step by step instructions to register are available at http://wawf.eb.mil.

The OSD Policy WAWF-RA point of contact is Mr. Randy Roark and can be reached at 703-697-2525 or email at
randy.roark@osd.mil The contractor is directed to select either “Invoice as 2-in-1” format when submitting

“Invoices and Receiving Reports.”

Back up documentation may be attached to the invoice in WAWF under the “Misc Info” tab. Fill in all applicable
information under each tab.

The following required information should automatically pre-populate in WAWF; if it does not populate, or does not
nopulate correctly, enter the following information:

“Issue by DoDAAC” field enter HQ0034

“Admin DoDAAC” field enter HQU034

“Payment DoDAAC” field enter HQ0338

“Service Acceptor/Extension” or “Ship to/ Extension” field enter HQ0034 and OSDTMS in the extension field
“Inspect By DoDAAC/ EX'T” fields HQUO157

“LPO DoDAAC/ EXT” fields - Leave blank

Contractor shall verify that the DoDAACs automatically populated by the WAWF-RA system match the above
information. If these DoDAACs do not match then the contractor shall correct the field(s) and notify the contracting

officer of the discrepancy {(1es).
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Take special care when entering Line Item information . The Line Item tab is where vou will detail your request for
payment and material/services that were provided based upon the contract. Be sure to fill in the following items

exactly as they appear in the contract:

Item Number: If the contract schedule has more than one ACRN listed as sub items under the applicable
Contract Line Item Number (CLIN), use the 6 character, separately identified Sub Line Item Number
(SLIN) (e.g. —~ 0001 AA) or Informational SLIN (e.g. — 000101), otherwise use the 4 character CLIN {e.g. —

0001).

ACRN: Fill-in the applicable 2 alpha character ACRN that is associated with the CLIN or SLIN.

Note — DO NOT INVOICE FOR MORE THAN IS STILL AVAILABLE UNDER ANY CLIN/SLIN/ ACRN.

aaaaa

" Unit Price

Unit of Measure

LSRR 4

Shipment numbers must be formatted as follows:

Three (3) alpha characters followed by four (4) numeric characters.

For Services, enter ‘SER’ followed by the last 4 digits of the invoice number.
For Construction, enter ‘CON’ followed by the last 4 digits of the invoice number.
For Supplies, enter ‘SUP’ followed by the last 4 digits of the invoice number.

If the invoice number is less than 4 digits, enter leading zeros.

Before closing out of an invoice session in WAWF-RA but after submitting your document or documents, the
contractor will be prompted to send additional email notifications. Contractors shall click on “Send More Emaitl
Notification” on the page that appears. Add the following email address birgit.tilley.ctri@whs.mil in the first email
address block and add kim.fernandez@whs.mil in the following block. This additional notification to the
covernment is important to ensure that the appropriate persons are aware that the invoice documents have been

submitted into the WAWEF-RA system.

If you have any questions regarding WAWF, please contact the WAWF Help Desk at 1-866-618-5988.

(End of Summary of Changes)
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SECTION SF 30 BLOCK 14 CONTINUATION PAGE

SUMMARY OF CHANGES

SECTION H - SPECIAL CONTRACT REQUIREMENTS

The following have been modified:

INVOICING INSTRUCTIONS (WHS, A&PO Mar 2007)

In compliance with DFARS 252.232-7003, "Electronic Submission of Payment Request (March 2003)", Washington
Headquarters Services, Acquisition & Procurement Office (WHS, A&PO) utilizes WAWF-RA to electronically
process vendor request for payment. The web based system is located at https://wawf.eb.mil, which provides the
technology for government contractors and authorized Department of Defense (DOD) personnel to generate, capture
and process receipt and payment-related documentation in a paperless environment. The contractor is required to
utilize this system when submitting invoices and receiving reports under this contract. Submission of hard Copy

DD250/Invoice/Public Vouchers (SF1034) will no longer be accepted for payment.

The contractor shall (i) ensure an Electronic Business Point of Contract is designated in Central Contractor
Registration at http://www.ccr.gov/ and (ii) register to use WAWF-RA at https://wawf.eb.mil

within ten (10) days after award of the contract or modification incorporating WAWF-RA into the contract. The
designated CCR EB point of contact is responsible for activating the company’s CAGE code on WAWF by calling
1-866-618-5988. Once the company CCR EB is activated, the CCR EB will self-register on the WAWF and follow
the instructions for a group administrator. Step by step instructions to register are available at http://wawf.eb.mil.

The OSD Policy WAWF-RA point of contact is Mr. Randy Roark and can be reached at 703-697-2525 or email at
randy roark(@osd.mil The contractor is directed to select either “Invoice as 2-in-1” format when submitting

“Invoices and Receiving Reports.”

Back up documentation may be attached to the invoice in WAWF under the “Misc Info” tab. Fill in all applicable
information under each tab.

The following required information should automatically pre-populate in WAWF; if it does not populate, or does not
populate correctly, enter the following information;

“Issue by DODAAC” field enter HQ0034
“Admin DoDAAC” field enter HQ0034

“Payment DoDAAC” field enter HQ0338

“Service Acceptor/Extension” or “Ship to/ Extension” field enter HQO1587
Only For Task Order 2 enter H91317

“Inspect By DoDAAC/ EXT” fields Leave blank
“LPO DoDAAC/ EXT” fields - Leave blank

Contractor shall verify that the DoODAACs automatically populated by the WAWF-RA system match the above
information. If these DoDAACs do not match then the contractor shall correct the field(s) and notify the contracting

officer of the discrepancy (ies).
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Take special care when entering Line Item information . The Line Item tab is where you will detail your request for
payment and material/services that were provided based upon the contract. Be sure to fill in the following items

exactly as they appear in the contract:

ltem Number: If the contract schedule has more than one ACRN listed as sub items under the applicable
Contract Line Item Number (CLIN), use the 6 character, separately identified Sub Line Item Number
(SLIN) (e.g. — 0001AA) or Informational SLIN (e.g. - 000101), otherwise use the 4 character CLIN (e.g. —

0001).

ACRN: Fill-in the applicable 2 alpha character ACRN that is associated with the CLIN or SLIN.

-
fffff

Note — DO NOT INVOICE FOR MORE THAN IS STILL AVAILABLE UNDER ANY CLIN/SLIN/ ACRN

. Unit Price

Unit of Measure

Shipment numbers must be formatted as follows:

Three (3) alpha characters followed by four (4) numeric characters.

For Services, enter ‘SER’ followed by the last 4 digits of the invoice number.

For Construction, enter ‘CON’ followed by the last 4 digits of the invoice number.
For Supplies, enter ‘SUP’ followed by the last 4 digits of the invoice number.

It the invoice number is less than 4 digits, enter leading zeros.

Betore closing out of an invoice session in WAWF-RA but after submitting your document or documents, the
contractor will be prompted to send additional email notifications. Contractors shall click on “Send More Email
Notification” on the page that appears. Add the following email addresses gene.covey@osd.mil (for task order 2)
and malone.lalputan@osd.mil (for all other task orders). This additional notification to the government 1S important
to ensure that the appropriate persons are aware that the invoice documents have been submitted into the WA WE-

RA system.

It you have any questions regarding WAWF, please contact the WAWF Help Desk at 1-866-618-5988.

(End of Summary of Changes)
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