
DRAFT


(Installation) WAWF-RA Implementation 

Plan of Action & Milestones (POA&M) Template

(Note:  This template is recommended for use by each reporting site.  Italicized information needs to be replaced by factual data.  Please complete this template and forward as directed below no later than 3 May 04 along with your first status 

report, also found below.)

From:  (Installation) Implementation POC:

Ms. Gerri M. Sloan

Regional Contracting Office-NE

(215) 494-2268

GSloan@usmc.mil
To:  Mr. Pearse A. McDade, HQMC WAWF-RA Functional Manager (McDadePA@hqmc.usmc.mil) 

Cc:  Ms. Marian Balsley, USMC WAWF-RA Program Manager (Balsleymc@mcsc.usmc.mil); Ms. Cathey Cravens, USMC WAWF-RA Contractor Support Team Functional Lead (ccravens@caci.com); Any others within installation as directed by the Chain of Command.
Subj:  (Installation) WAWF-RA Implementation POA&M

General Preparation 

Installation Implementation POC

· Establish Resource Library (To Be Completed by 1 Apr 04/Completed 29 Mar 04)
· Letter of Instruction for WAWF-RA dtd 1 Oct 03

· 
[image: image1.wmf]"LOI ZIP.zip"


· MARADMIN 510/03
· 
[image: image2.wmf]"IMPLEMENTATION 

OF WIDE-AREA WORKFLOW-RECEIPT AND ACCEPTANCE (WAWF-RA).htm"


· White Letter XX/04
· 
[image: image3.wmf]"CMC WAWF White 

ltr.doc"


· Installation Commander Letter dtd 19 Mar 04 
· 
[image: image4.wmf]"Draft Installation 

CO ltr (05 Mar 04).doc"


· Government User Smart Sheet

· 
[image: image5.wmf]"Govt User Smart 

Sheet.doc"


· Vendor Smart Sheet

· 
[image: image6.wmf]"Vendor Smart 

Sheet.doc"


· Bookmark Websites (1 Apr 04/Completed 29 Mar 04)
· Web Based Training (WBT): http://www.wawftraining.com.  This web site will provide you the required training for the WAWF system. The government staff may focus only on the course introduction, WAWF-RA Overview, or inspection/acceptance functions. It is anticipated that review of this information will take approximately 1-2 hour(s).
· WAWF Test Site: https://wawftraining.eb.mil.  You will be able to practice WAWF business functions at this test site. Click on the “Training Instructions” link on the left side of the page to get the User IDs and Passwords to use in the training database.
· WAWF Production Site: https://wawf.eb.mil.  You will be working on this web site for production receipt and acceptance processes.
· USMC Paperless Acquisition Website: http://www.marcorsyscom.usmc.mil/sites/pa/Receipts.asp.  This site contains all the relevant training documents and other good to have items that will assist you in implementing WAWF. 
· Complete WBT (1 Apr 04/Completed 1 Apr 04) (http://www.wawftraining.com) if have not already done so or have been through WAWF training during your implementation visit. 

· Self Register & Seek Activation (1 Apr 04/Completed 12 Dec 03) Following the directions found in the Government User Smart Sheet above, self register and obtain activation in WAWF if you have not already done so.  Pay particular attention to the roles listed in the Smart Sheet.  Chances are, you are either a Group Administrator (GAM) or Acceptor View Only to view your folder.  During the registration process, you will be asked for your DoDAAC (UIC).  You may register for as many DoDAACs and roles as required. 

· Establish Organizational Mailboxes by DoDAAC (1 Apr 04)
· WAWF-RA generates automatic email notifications as a backup reminder that there has been a change in status in the workflow of R&A documents.  

· Organizational mailboxes need to be established for each DoDAAC.  If your DoDAAC is already using WAWF, then you just need to familiarize yourself with it.  If you are establishing a new DoDAAC in WAWF, you need to follow these steps:

· Touch bases with your G6.  They need to help you establish an email address that contains your DoDAAC with extension (if applicable) and then the domain.  For example, I&L has an address of M000880000@hqmc.usmc.mil.  The first six characters are the DoDAAC, the next four are either zeros if there is no extension or the four characters of your extension.  MCSC PG10 would have the following then: M67854pg10@mcsc.usmc.mil.  The domain is your regular email domain.

· Mailboxes need to be established in shared folders so that no outgoing messages can be sent from that address.  

· Implementation POCs should control access to those shared folders and however your workflow dictates, those emails that come in can be sent to the appropriate person who needs to act on them.  Again, this is a backup system.  Ideally, all users will continually check their WAWF folder in the application to see if new work has come in or to check updates to existing documents.

· Quick summation:  A Vendor submits a “2-in-1” document (RPR & Invoice) to the Government acceptor for services delivered in the month of May.  That document resides then in WAWF and the Government Acceptor works that document as appropriate.  When the Vendor submits that document, an email notification is also sent to the organizational email address reminding the organization that an action has occurred.  Depending on how your organization is set up, perhaps a supervisor looks in that email box on a regular basis, sees an action has come in for Acceptor X and the supervisor then forwards that email reminding Acceptor X that he/she has an action in WAWF.  Acceptor X should also be regularly checking the WAWF folder so they should know that work has come in before the supervisor forwards them the reminder email notification from the system.
Contract Review

· Contract Checklist Review (1 Jun 04) 
· If you are not in the Contracting Office, make contact with them and provide them the checklist below.  This checklist will assist in writing new or modifying existing contracts so that they can be used with WAWF.  If this applies to you, a thorough review is needed.  When getting vendors to participate, start with the contracts that are already “WAWFable”.  In other words, work the easiest ones first and save the most difficult for when you have more experience to deal with them.  In either case, WAWF forces the contract writers to follow correct contracting procedures, therefore assisting in standardization. 
· 
[image: image7.wmf]"WAWF contracting 

checklistrev.xls"


Training

· Training (1 Jul 04)

· Government Training
· Many of your personnel have been trained and are already experts in using WAWF.  They can be your trainers utilizing the training material found on the MCSC web page (www.marcorsyscom.usmc.mil/sites/pa/Receipts.asp).  Personnel you need to train are receipts and acceptance personnel and their supervisors.  Financial personnel obviously have a vested interest too.  Your Contracting Office can help you identify these personnel and their vendors.  
· Training needs to be conducted in classrooms that allow each student to have access to the Internet. 
· Vendor Training
· As mentioned above, the contracting office can provide you local vendors who need to be trained.  Again, many have already been involved in training but maybe they have more people in their office that would like the formal training.  Invitations should be extended to all as space and time allows. A sample vendor letter is provided that you may customize for your location.
· 
[image: image8.wmf]"Sample Vendor 

Letter (26 Aug 03).DOC"


· Both Government and Vendor training needs to be continuous throughout the next several months in order to reach all applicable personnel.  Use the train the trainer approach and start to make each shop or organization responsible for their own training. 

Tenant Command Outreach

SIMULTANEOUS TO INTERNAL IMPLEMENTATION

· Getting the Word Out (1 Jul 04)

· In order for your command to meet its goals, it is necessary that you get all R&A organizations up and running utilizing the same steps as listed above.  Key things to keep in mind: 

· Verify Tenant Commands Notified of Implementation

· Conduct Executive Overview Briefing if necessary

· GAM Preparation

· ID Primary & Alternate GAMs (All Levels)

· Verify Organizational Mailbox Procedures 

· Determine User Role Requirements by DoDAAC/Activity

· Determine Site Processes for Acceptance of Purchased Goods & Services
· Answer PKI Concerns/Requirements

· Coordinate Training Logistics 

· Offer CBT/WBT for All Prospective Users

· Coordinate Vendor notification and training

· Obtain contract information for tenants 

· Supervise, provide support and assistance when needed

Statistics

· Statistical Data (1 May 04/Then monthly)
· Previous quarterly data will be used as a monitoring tool by HQMC to track USMC progress.  Each Installation will be provided that data as soon as it is received from DFAS.  This data will track only those transactions that have actually been paid.  The number of transactions you have completed will always be higher and HQMC will track those also but the numbers HQMC has to report at Joint meetings are those that have cleared Vendor Pay at DFAS.  
· Monthly data collected by the Installations and submitted via the monthly status report will also be used to track progress by HQMC.  
Reporting

· Status Reports (10 May 04/Then monthly)

· Next under is the sample monthly report that needs to be submitted to HQMC and MCSC for status tracking.  The reports are due no later than the 10th of each month and should cover the previous calendar month.  
Status Report Guidance and Template
Guidance:  

Installation WAWF-RA POCs are requested to provide monthly status reports to the MCSC PA Project Office.  Reports are due no later than the 10th of each month and should cover the previous calendar month.  Italicized information needs to be replaced by factual data. The template below is provided for your use.  It is recommended that the report be provided via email to the addresses in the “To” line.

Template:

10 XXX 04

From:  (Installation) Implementation POC:

Ms. Gerri M. Sloan

Regional Contracting Office-NE

(215) 494-2268

GSloan@usmc.mil
To:  Mr. Pearse A. McDade, HQMC WAWF-RA Functional Manager (McDadePA@hqmc.usmc.mil) 

Cc:  Ms. Marian Balsley, USMC WAWF-RA Program Manager (Balsleymc@mcsc.usmc.mil); Ms. Cathey Cravens, USMC WAWF-RA Contractor Support Team Functional Lead (ccravens@caci.com); Any others within installation as directed by the Chain of Command.
Subj:  (Installation) WAWF-RA Monthly Status Report

PERIOD COVERED:  (Previous calendar month, report due to MCSC PA Project Officer NLT the 10th of the following month).
STATUS OF IMPLEMENTATION:

A.  STATUS:  (Report on overall implementation progress).

B.  CHALLENGES: (Give a brief description of challenge(s) and cause(s)).

IMPACT:  (Report impact on implementation).

SOLUTION:  (Give brief description of what needs to be done).

POINT OF CONTACT:  (List the POC who is working the issue to include email address and phone number).

ESTIMATED COMPLETION DATE (ECD):  (Provide ECD).

C.  SUCCESSES:  (Provide brief description of all successes and whether, in your opinion, these successes may be applicable to other installations).

D.  OTHER COMMENTS:  (Identify any other items here; e.g., change point of contact (POC) phone number to XXXX).

E.  MONTHLY STATISTICS:  (Fill in as applicable).

1.  Previous Quarter’s Statistics: (To be provided by HQMC for each previous quarter).
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2.  Installation Goals:  (As determined by Installation).

Installation Goals by 3rd Quarter FY04
	Source Indicator
	Projected # of Invoices
	Current Percentage
	USMC Goal (%)
	USMC Stretch 

Goal (%)

	Manual*
	x
	x
	32%
	25%

	Manual/WAWF**
	X
	X
	3%
	0%

	WAWF***
	x
	x
	65%
	75%


Installation Goals by 4th Quarter FY04
	Source Indicator
	Projected # of Invoices
	Current Percentage
	USMC Goal (%)
	USMC Stretch 

Goal (%)

	Manual*
	x
	x
	7%
	0%

	Manual/WAWF**
	X
	X
	3%
	0%

	WAWF***
	x
	x
	90%
	100%


3.  Current Site Status: (Derived from viewing WAWF folders by DoDAAC). 


[image: image11.wmf]7

Site Report:

1 Apr 

-

1 May 04

# of

Total

DoDAACs               # of                $ Value 

WAWF            $ Value 

DoDAACs

Reporting             

RPRs              

of  

RPRs

Invoices           of Invoices

TOTALS              10 

5                  16             $670,015.77          12     

$561,055.77

MCLB

Barstow

10

5

M93636              2                     $49,100.00            

0             $.00

M93728              4                 $471,650.00              4

$ 471,650.00 

M93820              6                

$84,695.77             6             $ 84,695.77 

M93845              2                     $59,860.00            

0             $.00

M95000              2                     $4,710.00             

2             $4,9710.00


4. WAWF vs. Manual Comparisons: (As determined by Installation).
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E.  POC FOR THE REPORT:  (Grade / Rank, Name, position title, commercial and DSN telephone numbers, email address).

Signature block

Installation WAWF-RA POC Signs

10

Enclosure (4)


_1139220365.doc
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Dear Sir or Madam:


Section 1008 of the National Defense Authorization Act for Fiscal Year 2001 (Public Law 106-398) requires contractors to submit electronically, and the Department of Defense (DoD) to process electronically, requests for payment under DoD contracts.  DoD has added Subpart 232.70 – Electronic Submission and Processing of Payment Requests to the Defense Federal Acquisition Regulation Supplement (DFARS) to implement this law.  The new DFARS changes require electronic invoicing for all new DoD contracts as of 1 March 2003.  Marine Corps contracting offices will also be converting as many existing contracts as possible to electronic invoicing.  The Marine Corps is implementing Wide Area Workflow – Receipt and Acceptance (WAWF-RA) to meet this electronic payment request-processing requirement.  Those vendors currently using the Defense Finance and Accounting Service (DFAS) Web Invoicing System (WInS) do not need to switch to WAWF-RA immediately and may continue using WInS until it is discontinued.  However, WInS will be discontinued in the near future when all of its functionalities have been incorporated into a later version of WAWF-RA.


WAWF-RA is a web-based workflow management software application that enables vendors to submit and track their invoices and receipt / acceptance documents electronically via the Internet.  The application also enables the Government to electronically view this data and perform the Government receipt and acceptance processes normally captured on a paper DD Form 250, Material Inspection Receiving Report.  WAWF-RA is a key component of DoD Paperless Contracting and of the Marine Corps End-to-End Procurement / Financial Process being implemented under the Paperless Acquisition Initiative.


Attached is a WAWF-RA brochure that provides additional information and a training and installation CD.  Please have your invoicing / accounts receivable personnel familiarize themselves with the contents of the CD soonest.  If you do not have an Electronic Business Point-of-Contact (EB POC) identified in the Central Contractor Registration (CCR) database, please update your CCR file to include an EB POC.  For additional information on WAWF-RA, you may go to https://wawf.eb.mil (production site) or http://www.wawftraining.com (WAWF-RA web-based training site).  Our WAWF-RA implementation points of contact are (insert installation primary and alternate points of contact information).


The successful implementation of WAWF-RA and the realization of its corresponding benefits depend on using a team approach that includes commitment by the private sector contractor base to use WAWF-RA.  The Marine Corps will shortly be using WAWF-RA as its primary method to accomplish receipt and acceptance.  To advance that forthcoming end state, a WAWF-RA vendor presentation and hands-on demonstration is scheduled for (insert in time, date and location information).  We strongly recommend that our vendors within reasonable commuting distance take advantage of this opportunity.  In order to ensure a place at one of these sessions, please send your e-mail request for training, including the name and contact information for your attendees and your company to (insert POC email information).  Seats will be allocated on a first come, first served basis.  If you choose to attend, please bring the following:


· Contractor and Government Entity (CAGE) Code


· EB POC contact information


· Copy of your current contract


· Copy of a recent invoice


This information will be used to for the hands-on training activity to better demonstrate how to use this application.  Attendance will be at your own expense.


Sincerely,



Contracting Officer
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19 Mar 2004


From:  Deputy Commandant, Installation and Logistics


       Deputy Commandant, Programs and Resources


To:    Installation Commanders


Subj:
Wide Area Workflow-Receipt and Acceptance (WAWF-RA) 


Ref:
(a) CMC White Letter X-04


Encl:
(1) USMC WAWF-RA Implementation Goals



(2) 1st Quarter FY04 Marine Corps Invoice Metrics  



(3) Installation Implementation Plan of Action and 




Milestones (POA&M) Template


1.  The Department of Defense has embarked on a new eBusiness application called Wide Area Workflow-Receipt and Acceptance (WAWF-RA).  WAWF-RA has been designed to, among other things, reduce interest penalties being paid to our vendors as a result of late payments.  As you know, when vendors don’t get paid in a timely manner, the Marine Corps incurs interest penalties.  Interest penalties are an unbudgeted expense that is paid directly from your Operations & Maintenance (O&M) funds.  


2.  WAWF-RA permits vendors and authorized DoD personnel to generate and process receipt and payment-related documentation, via an interactive Web-based application.  By utilizing this web-based technology, not only do we save time and resources, but we also process vendor invoices and receiving reports faster, thus greatly reducing problems in getting vendors paid through DFAS.  This application and its benefits are of such importance that the Commandant recently released White Letter X-04 requesting support for its implementation.


3.  MARCORSYSCOM has recently completed the fielding of WAWF-RA at your installation, including the training of key Government personnel and many of your local vendors.  We are writing you this letter to solicit your personal involvement in ensuring that we do not lose the momentum that was created during the implementation.  Only through senior level vigilance will we be able to reduce unbudgeted interest penalties from our O&M appropriations.


4.  Enclosure (1) lists the USMC goals and stretch goals for increasing the utilization of WAWF-RA throughout the Marine Corps.  These goals signify where we need to be by the end of this FY04.  Enclosure (2) is a metric of last quarter’s invoice information by USMC buying activity.  By reviewing this enclosure, you can see what type of transactions your Installation is using.  Enclosure (3) is a sample installation WAWF-RA implementation POA&M.  WE ARE ASKING YOUR SUPPORT IN HAVING YOUR IMPLEMENTATION POC TAKE THIS TEMPLATE, ADAPT IT FOR YOUR INSTALLATION’S USE AND SEND US A COPY SO THAT WE MAY TRACK ALL MARINE CORPS EFFORTS SIMULTANEOUSLY.  


5.  Please, periodically check with your implementation points of contact (INSERT NAME AND EMAIL ADDRESS) to make sure that they remain energized and determined to do all that is possible.  


6.  Thank you for your support of this important project.  Should you desire more details, our POC at I&L is Mr. Pearse A. McDade, the WAWF-RA Functional Manager.  You can reach Mr. McDade at (703) 695-6225/6228 X: 2513, DSN 224-6225/6228 X: 2513 or via email at mcdadepa@hqmc.usmc.mil.  The MARCORSYSCOM POC is Ms. Marian Balsley, Paperless Acquisition Project Officer, MCSC/IS&I @ (703) 784-0981, DSN 278-0981, or via email at balsleymc@mcsc.usmc.mil.  



Richard L. Kelly


Robert Magnus


Lieutenant General 


Lieutenant General 


Deputy Commandant, 

     Deputy Commandant,


Installations and Logistics 
Programs and Resources


DISTRIBUTION:



MCLB Albany



Col Joseph R. Wingard, Commanding Officer



Marine Corps Logistics Base



814 Radford Boulevard, Suite 20302



Albany, GA  31704-0302



(229) 639-5202 / FAX (229) 639-6563



Implementation POC:  Mr. Steve Butt (229) 639-7210



Alternate:  Mr. James (Sonny) Brothers (229) 639-6770



MCLB Barstow


Col Ingrid E. Bergman, Commanding Officer



Box 110100



Barstow, CA  92311-5050



(760) 577-6555 / FAX (760) 577-6058



Implementation POC:  Mr. David Reeves (760) 577-6931



Alternates:  Ms. Barbara Rodriguez (760) 577-6247



MCAS Cherry Point


MajGen Robert M. Flanagan, Commander COMCABEAST



PSC Box 8003



MCAS Cherry Point, NC  28533-0003



(252) 466-2847 / FAX (252) 466-3635



Implementation POC:  Ms. Kathy Rogers (252) 466-3446


Alternate:  Ms. Pamela Malozi (252) 466-3874



MCB Hawaii


BGen Jerry C. McAbee, Commanding General



Marine Corps Base, Hawaii



Building 216



Box 63002



Kanoehe Bay, HI  96863-3002



(808) 257-2378 / FAX (808) 257-1076



Implementation POC:  Lt Michelle Williams  (808) 257-3531



HQMC (Henderson Hall)


Col Daniel Cushing, Commanding Officer



Headquarters Battalion



Headquarters, United States Marine Corps



Henderson Hall



1555 South Southgate Road



Arlington, VA  22214-5000



(703) 614-1625 / FAX: (703) 693-3111



Implementation POC:
Pearse McDade (703) 695-6225      Ext 2507

MCB Camp Lejeune


BGen Robert C. Dickerson, Jr., Commanding General



Marine Corps Base



PSC Box 20004



Building 1, Room 203



Camp Lejeune, NC  28542-0004



FAX (910) 451-5088



Implementation POC: Ms. Stella Butler (910) 451-1242



Alternate: Ms. Tracy Fulks  (910) 451-5520


MCAS Miramar


MajGen Jon Gallinetti, Commanding General



Marine Corps Air Station Miramar



PO Box 452001



San Diego, CA  92145-2000



(858) 577-4831 / FAX (858) 577-1272



Implementation POC: GySgt Maricela Lerma  (858) 577-1922



MCB Camp Pendleton


MajGen William G. Bowdon III, Commanding General



Marine Corps Base



Building 1160



Box 555010



Camp Pendleton, CA  92055-5020



(760) 725-5012 / FAX (760) 725-5776



Implementation POC:  Capt Rey Estrada (760) 725-3233


Alternates:  CWO3 William Hepler (760) 725-3418


 Mr. John Miller (760) 725-3112



MCB Quantico


Col J. M. Lowe, Commanding Officer



Marine Corps Base, Quantico



3250 Catlin Avenue



Quantico, VA  22134-5000



(703) 784-5901 / FAX (703) 784-5906



Implementation POC: MSgt Laury Hargrett (703)784-1912


Alternate:  Wanda D. Cooper (703) 784-2807 

MCRD San Diego


BGen John M. Paxton, Jr., Commanding General



Marine Corps Recruit Depot



Western Recruiting Region



1600 Henderson Avenue, Suite 238



Building 31



San Diego, CA  92140-5001



FAX (619) 524-8058



Implementation POC: Jose Cuello  (619) 524-4287



Alternates:  Terri Crook (619) 524-8781





   Pedro Quidachay (619) 524-8786



MCRD Parris Island


BGen Joseph J. McMenamin, Commanding General



Marine Corps Recruit Depot



Eastern Recruiting Region



Building 202



PO Box 5100



Parris Island, SC  29905-5003



(843) 525-3301 / FAX (843) 228-2872



Implementation POC: Julia DeLoach (843) 228-2129



Alternate: P. Bonincontri (843) 228-2857



MCSA Kansas City


Col Eugene Payne, Commanding Officer



15303 Andrews Road



Kansas City, MO  64147



Implementation POC: Andre Vasseur (816) 843-3705


MCAS Beaufort


Col H. A. Stockwell, Commanding Officer



Marine Corps Air Station



PO Box 55001



Building 601



Beaufort, SC  29904-5001



(843) 228-7158 / FAX:  (843) 228-7158



Implementation POC:  K. Coley  (843) 228-7845



Alternate:  Wayne Donaldson  (843) 228-7428


MAGTFTC Twentynine Palms


BGen C. B.Cowdrey, Commanding General



Marine Corps Air Ground Task Force Training Command



Marine Corps Air Ground Combat Center



Box 788100



Building 1554



Twentynine Palms, CA  92278-8100



(760) 830-7070 / FAX (760) 830-6060



Implementation POC: Mr. Kihn  (760) 830-5336



Alternate: Ms. Benita Kitchen  (760) 830-5115



MCAS Yuma


Col James J. Cooney, Commanding Officer



Marine Corps Air Station



Box 99100



Building 980



Yuma, AZ  85369-9100



(928) 269-2224 / FAX (928) 269-2812



Implementation POC: Ms. Lydia Rowland  (928) 269-2632



Alternate: Ms. Kathy Perrone  (928) 269-2725



Blount Island Command


Col Carl D. Matter, Commanding Officer



Blount Island Command



5880 Channel View Boulevard



Jacksonville, FL  32226



Implementation POC: Mr. Jim Hunt (904) 696-5170



MARCORSYSCOM


BGen William D. Catto, Commanding General



2200 Lester Street



Code CTQ



Quantico, VA  22134-6050



(703) 432-1800



Implementation POC: Mr. Jeff Akers (703) 432-3010



Alternate: Ms. Peggy Hake (703) 432-3693



COMMARFORRES


LtGen D. M. McCarthy, Commander



Marine Corps Forces Reserve



4400 Dauphine Street



New Orleans, LA  70146-5400



(504) 678-1580 / FAX (504) 678-1583



Implementation POC: Mr. Steven O’Connor (504) 678-8167



Alternate: Mr. Terry Austin (504) 678-0347


USMC WAWF-RA Implementation Goals


Goals found underneath are based on paid invoices via the Defense Finance and Accounting Service (DFAS).  In order to pay a Vendor, DFAS must have an invoice, receiving report, active contract, and a funding source.  Therefore, we are measuring the invoices paid as that best represents the finality of the receipts and acceptance process.  


1st Quarter FY04 USMC Usage Rates:
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2nd Quarter FY04 WAWF Implementation Goals:


		Source Indicator

		Projected # of Invoices

		Current Percentage

		USMC Goal (%)

		USMC Stretch Goal (%)



		Manual*

		x

		

		72%

		60%



		Manual/WAWF**

		x

		

		3%

		0%



		WAWF***

		x

		

		25%

		40%





3rd Quarter FY04 WAWF Implementation Goals:


		Source Indicator

		Projected # of Invoices

		Current Percentage

		USMC Goal (%)

		USMC Stretch Goal (%)



		Manual*

		x

		

		32%

		25%



		Manual/WAWF**

		x

		

		3%

		0%



		WAWF***

		x

		

		65%

		75%





USMC WAWF-RA Implementation Goals

4th Quarter FY04 WAWF Implementation Goals:


		Source Indicator

		Projected # of Invoices

		Current Percentage

		USMC Goal (%)

		USMC Stretch Goal (%)



		Manual*

		x

		

		7%

		0%



		Manual/WAWF**

		X

		

		3%

		0%



		WAWF***

		x

		

		90%

		100%





*Manual indicates that either the invoice and/or receiving report were submitted to and received by DFAS through the mail or fax.


**Manual/WAWF indicates that both the invoice and receiving report were submitted via WAWF but were manually manipulated for payment by DFAS because of some sort of conflict/rejection.


***WAWF indicates a complete electronic process.


Enclosure (2)



DRAFT
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WIDE AREA WORKFLOW-RECEIPT & ACCEPTANCE (WAWF-RA)


GOVERNMENT USER SMART SHEET

Key Sites:


Web Based Training (WBT):


http://www.wawftraining.com.  This web site will provide you the required training for the WAWF system. The government staff may focus only on the course introduction, WAWF-RA Overview, or inspection/acceptance functions. It is anticipated that review of this information will take approximately 1-2 hour(s).


WAWF Test Site:


https://wawftraining.eb.mil.  You will be able to practice WAWF business functions at this test site. Click on the “Training Instructions” link on the left side of the page to get the User IDs and Passwords to use in the training database.


WAWF Production Site:


https://wawf.eb.mil.  You will be working on this web site for production receipt and acceptance processes.

User Roles & Responsibilities:


During the registration process, you will be asked to register for a specific role (you may register for more than one role).  Your current billet title may describe what your role is within your organization, but that may or may not match WAWF-RA user roles.  Remember WAWF-RA is a DoD application and not Marine Corps specific.  The following user roles with corresponding definitions are the most common roles for which you may register in this application.  Examples and suggested roles are also provided, but you should check with your supervisor if you are unsure or if local procedures differ from these recommendations.


Acceptor:   Responsible for the government acceptance of goods and/or services.  

The acceptor electronically processes the receiving report to indicate the goods or services have been accepted.  This is the person who agrees to pay on behalf of the government and is the heart of the WAWF-RA process within the Marine Corps.  The acceptor may also create a receiving report.  A COR who signs acceptance for purchased services is an example of a USMC Acceptor.

Acceptor View Only: Responsible for viewing/monitoring documents processed by the Acceptor; can view all documents submitted with an Acceptor DoDAAC as soon as they have been submitted.  Financial personnel who need information on acceptances for expensing purposes would use this role.

Admin By View Only: Administrative Contracting Officer (ACO) may use this role to view document status on contracts that they administer for the government.  For example, DCMA field office administers many contracts for many Procurement Contracting Offices (PCO).  This capability allows them to view documents based on the fact that they have been appointed as the contract ACO. 

Group Administrator or Group Administration Manager (GAM): 

Has administrative abilities for his or her group, as well as any groups that are one sub-level beneath that group.  Activates/deactivates users as required.  Assists with users’ passwords.  There are several levels of GAM.  The current USMC policy dictates that, in general, the RCOs are the Level II GAMs, Comptrollers are the Level III GAMs, and Fund Administrators are the Level IV GAMs.


Inspector/DCAA Auditor: Responsible for the inspection of goods when a separate inspection activity is specified.  The Marine Corps typically does not have inspectors separate from acceptor role.  However, inspectors may be used for example, when DCMA representatives in contractors’ plants inspect goods at the source for the government. 

Inspector/DCAA Auditor View Only: Responsible for viewing/ monitoring documents processed by the Inspector/DCAA Auditor; can view all documents submitted with an Inspector/DCAA DoDAAC as soon as they have been submitted. 

Issue By View Only: Used by Procurement Contracting Office (PCO) personnel to view all documents in WAWF-RA for contracts issued by their office.  Typically all buyers/contracting officers should utilize this role.

Local Processing Official (LPO): 

Reviews the electronic versions of the contract, invoice and receiving report and electronically certifies the invoice for payment.  LPO function is utilized only for invoices paid by STARS One Bill Pay (Navy) DFAS activities.  In CONUS, this is for blue dollars only.  

Local Processing Official (LPO) View Only: Responsible for viewing/ monitoring documents processed by the Local Processing Official; can view all documents submitted with a Local Processing Official DoDAAC as soon as they have been submitted.

Pay Official: Responsible for paying the vendor (compares the contract, the vendor’s invoice, and the government acceptance). This is a DFAS personnel role only.

Pay Official View Only: Responsible for viewing/monitoring documents processed by the Payment Official; can view all documents submitted with a Pay Office DoDAAC as soon as they have been submitted. This is a DFAS personnel role only.

Vendor:  Responsible for providing goods and/or services to the government.  

Begins the WAWF-RA process by submitting receiving reports and invoices.


Vendor View Only:  Responsible for viewing/ monitoring documents submitted by the Vendor, can view all documents submitted by the Vendor as soon as they have been submitted.

Registration & Activation Process:


1. Connect to Wide Area Work Flow Version 3.0.


2. Follow “Setting Up Your Machine” instructions on left under “About WAWF-RA” 


3. Follow “Self Register” instruction on center of screen.
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4. Once your machine has been set-up and you have self-registered, you will receive a confirmation email stating you have self-registered.


5. Complete DISA Form 41 (http://disa.dtic.mil/disnvtc/Form41.pdf), have Supervisor sign, and forward to your Group Administrator.


6. Group Administrator will activate you.  At that time, you will receive an Activation email that includes your UserID and one-time password.  Use this information to “Logon” to the Production Site (https://wawf.eb.mil/).  Once logged on, you will be guided through the steps necessary to change your password and then allowed to proceed to work in the production site.


Document Definitions:


Within WAWF-RA, there are several documents that you can create and route through the workflow.  However, the majority of Marine Corps invoices are paid via Computerized Accounts Payable System for Windows (CAPS/W), which limits the CONUS user to only four possible documents.  They are:


Invoice:
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Invoice as 2-in1:
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Receiving Report:
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Invoice & Receiving Report (Combination):
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USMC POCs:


· CMC (LBP) WAWF-RA Functional Manager – Pearse A. McDade, DSN 224-6225/6228 x: 2513 or Coml (703) 695-622/6228 x: 2513, email mcdadepa@hqmc.usmc.mil. 


· MARCORSYSCOM, (IS&I) WAWF-RA Program Manager - Marian Balsley, DSN 278-0981 or Coml (703) 784-0981, email balsleymc@mcsc.usmc.mil.

· CMC (LPC) Logistics Capability Center – Capt Kipp Wahlgren DSN 224-8926 or Coml (703) 695-8926, email wahlgrenka@hqmc.usmc.mil.

· CMC (RFL) Financial Management Process and Policies - Maj Jacqueline Melton DSN 224-2577/2640 or Coml (703) 614-2577/2640, email meltonjr@hqmc.usmc.mil.


· WAWF-RA Contractor Support Team – Ms. Cathey Cravens (ccravens@caci.com) or Mr. John Beiswanger (jbeiswanger@unitech1.com), (703) 221-6911. 
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   WIDE AREA WORKFLOW-RECEIPT & ACCEPTANCE (WAWF-RA)


VENDOR SMART SHEET

Key Sites:


Web Based Training (WBT):


http://www.wawftraining.com.  This web site will provide you the required training for the WAWF system. Vendors may focus on the course introduction, WAWF-RA Overview, and Vendor Overview courses or complete as many of the Government User courses as they desire.  It is anticipated that review of the Vendor information will take approximately 1-2 hour(s).


WAWF Test Site:


https://wawftraining.eb.mil.  You will be able to practice WAWF business functions at this test site. Click on the “Training Instructions” link on the left side of the page to get the User ID and Passwords to use in the training database.  Vendors can also sign in for the various Government roles.


WAWF Production Site:


https://wawf.eb.mil.  You will be working on this web site for production receipt and acceptance processes.

User Roles & Responsibilities:


During the registration process, you will be asked to register for a specific role.  For Vendors, you have the following two options:  

Vendor:  Responsible for providing goods and/or services to the government.  

Begins process by submitting receiving reports and invoices.


Vendor View Only:  Responsible for viewing/monitoring documents submitted by the Vendor; can view all documents submitted by the Vendor as soon as they have been submitted.

Registration & Activation Process:


1. Connect to Wide Area Work Flow Production Site (https://wawf.eb.mil/).


2. Follow “Setting Up Your Machine” instructions on left under “About WAWF-RA” 


3. Follow “Self Register” instruction on center of screen.  Note:  You will need to know your company’s CAGE Code to register.  If you do not know it, follow the instructions in step 6, below.  Additionally, if you get an error message when you try to self-register, it probably indicates that your company’s CAGE Code has not yet been loaded into WAWF.  In order to accomplish this and complete the self-registration process, your Electronic Business Point of Contact (EBPOC) will have to contact DISA (see step 8).  
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4. Once your machine has been set-up and you have self-registered, you will receive a confirmation email stating you have self-registered.


5. Self-registration does not grant you access to the application.  For Access, your company’s Electronic Business Point of Contact (EBPOC) must activate you.   This person can be found in the Central Contractor Registration site (http://www.ccr.gov/).   Log on to the site and click on the “Search CCR” tab on the left of the screen.   
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6. The next screen that will appear is the Search screen.  Either enter you company’s CAGE Code or type in your company’s name and click on the corresponding search button.
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7. Once your company’s information has been located, scroll down to the bottom of the page and on the left, you will find your EBPOC (CAGE Code is located at the top of this screen).  If there is no EBPOC listed, go back to the main CCR page, click “Update or Renew Registration Using TPIN” tab on left and rectify the situation.
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8. Your EBPOC must send an email to DISA (cscassig@ogden.disa.mil) to request that you be activated.  Note the email address for DISA can be found on the left on the home page for both the Training Site and the Production Site.  The email must contain the EBPOC information shown in the CCR and state that he/she is the EBPOC for your CAGE Code and that they request you be activated.  The email must include your full name as you entered it when you registered, and the CAGE Code for which you are being activated.
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From:  Meth, Ron [RNeth@unitechi. com] Sent; Wed 8127/2003 4:03 PM
Toi  'lohnBelswanger'
o

Sublect:FW: WAWF-RA Activation

From: Neth, Ron [mailt RNet@urnitech com]
Sent: Wednesday, August 27, 2003 12:07

Ge: 'lohn Beiswanger'; Waller, Bob
Subject: WAWF-RA Activation

Good afternoon SiMa'am,

My narme is Ron Neth and | am the eBusiness POC for Universal Systers and Technology Inc. Our Cage code, as listed in the CCR is OMIDS. My
information is as follows:

Electronic Business POC Primary

Narne: RON NETH

E-mail Address: meth@unitech1 com
Address Line 1: 5370 TRINITY PARKWAY
Address Line 2: SUITE 400

City: CENTREVILLE

State: VA

Zip/Postal Code: 20120

Country: USA

US. Phone: (703) 667-3249

Fax: (703) 6673242

I request that you activate Mr. John Beiswanger as a Vendor in the WAWF-RA database under Cage code DMDS. Thank you for attention to this matter.
Sincerely,

Ron Neth

Director of Contracts

Universal Systems & Technology, Inc. (UNITECH)

5670 Trinity Parkway, Suite 400

Centrevile, VA 20120

(703) 667-3249 ||
FAX (703) 667-3242

meth@uritech1 cor =l







If in step 3, above, you received an error message stating that your CAGE Code has not been loaded, have your EBPOC request it be accomplished in the same email that he/she requests your activation.  The EBPOC merely states that in addition to activating you, they want their CAGE Code loaded into a “group” for your specific CAGE Code.


9. Once the email has been received by DISA, you will receive an Activation email (usually within 24 hours/often a lot quicker) that includes your UserID and one time password.  Use this information to “Logon” to the Production Site (https://wawf.eb.mil/).  Once logged on, you will be guided through the steps necessary to change your password and then allowed to proceed to work in the production site.


Document Definitions:


Within WAWF-RA, there are several documents that you can create and route through the workflow.  However, the majority of Marine Corps invoices are paid via Computerized Accounts Payable System for Windows (CAPS/W), which limits the CONUS user to only four possible documents.  They are:


Invoice:
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Invoice as 2-in1:
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assistance.

Please verify the requirements in your contract and if a 2-IN-1 is
required for payment and you need help please click to see how to
create a 2-IN-1
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Receiving Report:
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Invoice & Receiving Report (Combination):
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Commercial Invoice and Receiving Report

The Commercial Invoice and Receiving Report (CIRR) is a combination
document and is used when your contract's Invoicing procedures direct
you to submit your invoice to the Defense Finance and Accounting
Service (DFAS) and to also obtain a receiving report from the government
‘acceptor as named in your contract. (note some contracts require
certification from the Local Processing Office prior submission to DFAS).
Click to see & CIRR flow or a Source Acceptance CIRR flow.

NOTE: CIRR submission requires your government acceptor/LPO office to
have an active WAWF-RA account prior to submission of the CIRR
documents. If you do not know who government acceptor is please.
contact the Contracting office listed on the contract for assistance.

Please verify the requirements in your contract and if a CIRR is required
for payment and you need help please click to view how to create a CIRR
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USMC POCs:


· CMC (LBP) WAWF-RA Functional Manager – Pearse A. McDade, DSN 224-6225/6228 x: 2513 or Coml (703) 695-622/6228 x: 2513, email mcdadepa@hqmc.usmc.mil. 


· MARCORSYSCOM, (IS&I) WAWF-RA Program Manager - Marian Balsley, DSN 278-0981 or Coml (703) 784-0981, email balsleymc@mcsc.usmc.mil.

· CMC (LPC) Logistics Capability Center – Capt Kipp Wahlgren DSN 224-8926 or Coml (703) 695-8926, email wahlgrenka@hqmc.usmc.mil.

· CMC (RFL) Financial Management Process and Policies - Maj Jacqueline Melton DSN 224-2577/2640 or Coml (703) 614-2577/2640, email meltonjr@hqmc.usmc.mil.


· WAWF-RA Contractor Support Team – Ms. Cathey Cravens (ccravens@caci.com) or Mr. John Beiswanger (jbeiswanger@unitech1.com), (703) 221-6911. 
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Invoices Paid (EC vs. Manual)

Month of Apr 04

Invoices Paid (By Source Indicator)

Month of Apr 04

		MCLB Barstow

		Electronic		871

		Manual		11,556



		Source Indicator		MCLB Barstow

		WAWF		239

		Manual		11,466

		Manual/WAWF		90

		WinS		531

		EDI		101
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		WAWF-RA Contract Specialist Checklist for New Awards

		Task number		Action		Remarks

		1		Ensure current electronic invoice clause (DFARS 252.232-7003 Dec 2003) and either the USMC or a local mandatory WAWF-RA clause are included in contract.		Many contracting office have a local clause requiring the use of WAWF-RA.  USMC Clause is provided on USMC paperless site (http://www.marcorsyscom.usmc.mil/sites/pa/).

		2		Ensure "Ship To" DoDAAC is the Accepting activity and shown in the "Ship To" block on the contract.  If multiple "Ship To" then proceed to task number 3 otherwise proceed to task number 4. Use valid Ship To/Acceptance DoDAAC on Shipping tab within Line Item Detail.		WAWF-RA uses ship to DoDAAC to route receiving reports. The requesting activity should provide the accepting/ship to DoDAAC.  If ship to and Accepting activity have a different DoDAAC then the invoice instruction must provide and specify the DoDAAC that the contractor enters in the accepting field in WAWF-RA.

		3		Two options for multiple ship to addresses . One option is a central acceptor who will verify and coordinate all the receipts of the various ship to locations. One receiving report can be submitted to the central acceptor DoDAAC. The second option is require the contractor to submit a separate invoice and receiving report for each ship to address.  Include invoice and shipping instructions for the option chosen.  The ship to address on the award form should say "see schedule".		Invoice and receiving instructions clause for both choices provided on USMC paperless site.  Also instructions for the site SPS system administrator on how to install these local clauses into SPS which allows a contracting specialist to select clause preventing the need to retype the clause each time.  The invoicing instructions must include DoDAAC(s) for the accepting activity or activities.

		4		Verify that Ship To and Accepting activity(s) DoDAAC’s are valid IAW DAAS website.		Can be verified by conducting DoDAAC search in DAAS DoDAAC Query web-site https://day2k1.daas.dla.mil/dodaac/dodaac.asp.  If DODAAC is not on the web-site then notify the requestor to contact ------- at ------who maintains the USMC DoDAACs list.  Sometimes an extension is added to the DoDAAC which is not part of the official DoDAAC but identifies certain acceptors within the activities in WAWF-RA.

		5		Verify Accepting activity has its accepting active users registered in WAWF.		In WAWF click on Active DoDAAC’s and Roles from the logon screen and check the accepting activity DoDAAC plus extension (if one) for users.  If no accepting user is listed then notify the requestor to contact the site WAWF GAM to help the user to register.  Note an invoice can not be processed via WAWF-RA without a register acceptor for the DoDAAC.

		6		Use valid Unit of Issue/Quantity.		The unit of issue must be listed in the official list which is available in WAWF-RA.  Also "lot" should not be used when multiple deliveries/payments are authorized.  No further payments can be made after the first invoice because the "1 lot will be used up after first invoice.

		7		If the contract is Navy funded then include the LPO invoicing instruction specifing the LPO's DoDAAC and proceed to step 8.  Otherwise skip to step 9.		The invoicing instructions must include DoDAAC for the LPO activity .   Invoicing instructions sample for LPO is provided on the USMC Paperless website.

		8		Confirm  LPO DoDAAC is valid and has active users register in WAWF-RA.		Validate the LPO DoDAAC by conducting a DoDAAC search in DAAS DoDAAC Query web-site https://day2k1.daas.dla.mil/dodaac/dodaac.asp.  If DODAAC is not on the web-site  then notify the LPO usually the activity providing the funds to contact their person who maintains their DoDAACs list. To verify if active users go to WAWF and click on the Active DoDAAC’s and Roles from the logon screen and check the LPO's activity DoDAAC plus extension (if one) for users.  If no active users notify the LPO the need to register and active an user.  Navy WAWF-RA program office can assist the LPO in registering and can be contacting at .

		9		Do not use Government Purchase Card as a method of Payment.		WAWF-RA is replacing the need to use the Purchase Card as a method of payment.  Purchase Card as method of payment increases overall workload for DFAS, often accrues interest and has 3 % surcharge which is passed on to the government in overhead charges.  When all costs are considered the purchase card as method of payment is the most expansive invoice/payment method for the government.

		10		Ensure each CLIN  or subCLIN has a single LOA/ACRN.		DFARS requirement so WAWF-RA does not allow it in the current version

		11		Include invoicing instructions to reject and resubmit invoices if deductions might be used on invoices.		WAWF-RA can not process deductions therefore establish policies and procedures for rejection and resubmission of corrected invoices. These procedues should be outlined in the contract invoice instructions and reviewed with the contractor during the kick-off meeting.

		12		Determine whether the Contractor is registered in WAWF and assist the vendor in this process if not registered.		Ask contractor whether they are registered or not in WAWF-RA.  If a contractor is not registered have their POC contact the command WAWF-RA POC to help them to become registered.  Additionally, registering information can be obtained form the WAWF-RA website which should also be provided to the Contractor
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Site Report:


1 Apr - 1 May 04


				    	              # of	   


Total	    DoDAACs               # of                $ Value 	           WAWF            $ Value 


DoDAACs	    Reporting             RPRs              of  RPRs	          Invoices           of Invoices


TOTALS              10 	  5                  16             $670,015.77          12         $561,055.77


MCLB


Barstow             10	   5


M93636              2                     $49,100.00            0             $.00


M93728              4                 $471,650.00              4             $ 471,650.00 


M93820              6                    $84,695.77             6             $ 84,695.77 


M93845              2                     $59,860.00            0             $.00


M95000              2                     $4,710.00              2             $4,9710.00
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Site Report:
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-


1 May 04


# of
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DoDAACs               # of                $ Value 


WAWF            $ Value 
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Reporting             


RPRs              
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TOTALS              10 


5                  16             $670,015.77          12     


$561,055.77


MCLB


Barstow


10


5


M93636              2                     $49,100.00            


0             $.00


M93728              4                 $471,650.00              4


$ 471,650.00 


M93820              6                


$84,695.77             6             $ 84,695.77 


M93845              2                     $59,860.00            


0             $.00


M95000              2                     $4,710.00             


2             $4,9710.00
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MARADMIN 

510/03
««-----------------------------------------------------»»


Date 

signed: 11/04/2003 MARADMIN Number: 510/03 



  

  

    		R 040156Z NOV 03
FM CMC WASHINGTON 

      DC(uc)
TO AL 

      MARADMIN(uc)
MARADMIN
BT
UNCLASSIFIED
MARADMIN 

      510/03
MSGID/GENADMIN/CMC WASHINGTON 

      DC/LPC-3//
SUBJ/IMPLEMENTATION OF WIDE-AREA WORKFLOW-RECEIPT 

      AND ACCEPTANCE
/(WAWF-RA)//
POC/MICHAEL E. 

      CORDERO/MAJ/RFA/-/TEL:DSN 

      224-2577
/EMAIL:CORDEROME@HQMC.USMC.MIL//
POC/MACON 

      R. ROBINSON/MAJ/LPC-3/-/TEL:DSN 

      225-8926
/EMAIL:ROBINSONMR@HQMC.USMC.MIL//
POC/KIPP 

      A. WAHLGREN/CAPT/LPC-3/-/TEL:DSN 

      225-8926
/EMAIL:WAHLGRENKA@HQMC.USMC.MIL//
GENTEXT/REMARKS/1. 

       SITUATION.  THIS JOINT MARADMIN RELEASED BY 

      DC
I&L AND DC P&R OUTLINES THE IMPLEMENTATION PLAN FOR 

      WAWF-RA.
   A.  SECTION 1008 OF THE NATIONAL 

      DEFENSE AUTHORIZATION ACT 
(PUBLIC LAW 106-398) REQUIRES THE 

      ELECTRONIC SUBMISSION AND 
PROCESSING OF CLAIMS FOR PAYMENTS 

      UNDER DOD CONTRACTS.  DOD HAS
IDENTIFIED WIDE AREA 

      WORKFLOW-RECEIPT AND ACCEPTANCE (WAWF-RA) AS A
KEY SYSTEM IN 

      IMPLEMENTING THIS STATUTORY REQUIREMENT. 
   B. 

       WAWF-RA IS A WORKFLOW MANAGED SOFTWARE APPLICATION THAT 

      
ENABLES VENDORS TO SUBMIT AND TRACK THEIR INVOICES AND 

      
RECEIPT/ACCEPTANCE DOCUMENTS ELECTRONICALLY VIA THE WEB. 

       THE 
APPLICATION ALSO ENABLES THE GOVERNMENT TO 

      ELECTRONICALLY VIEW AND
PROCESS THIS DATA AND PERFORM THE 

      GOVERNMENT RECEIPT AND ACCEPTANCE
PROCESS NORMALLY CAPTURED BY 

      THE DD FORM 250, MATERIAL INSPECTION 
RECEIVING REPORTS. 

       WAWF-RA IS ONE OF THE KEY COMPONENTS OF THE 
MARINE 

      CORPS END-TO-END PROCUREMENT/FINANCIAL PROCESS BEING 

      
IMPLEMENTED UNDER THE PAPERLESS ACQUISITION INITIATIVE. 

       THE GOAL 
OF THIS INITIATIVE IS TO REDUCE PROBLEM 

      DISBURSEMENTS AND INTEREST
PENALTIES.  THIS TOOL ENABLES 

      ELECTRONIC INVOICING AND INVOICE 
PROCESSING, INCLUDING 

      ELECTRONIC RECEIPT AND ACCEPTANCE, AND 
ELIMINATES THE 

      REQUIREMENT TO MAIL OR FAX A HARD COPY REPORT OF 
PROPERTY 

      RECEIVED (RPR) TO DFAS.
   C.  THE MARINE CORPS 

      DOES NOT BUDGET FOR INTEREST PENALTIES; 
THEREFORE, INTEREST 

      PAYMENTS MUST BE ABSORBED FROM OUR SCARCE 
OPERATIONS AND 

      MAINTENANCE FUNDING.   FAILING TO COMPLY WITH THE
PROMPT 

      PAYMENT ACT (PPA) COST THE MARINE CORPS OVER $1.3M IN FY03 

      
DUE TO INTEREST PENALTIES TO VENDORS WHO DID NOT RECEIVE 

      TIMELY 
REIMBURSEMENT FOR GOODS AND SERVICES PROVIDED TO THE 

      MARINE CORPS.  
   D.  INTEREST PENALTIES 

      INCURRED DUE TO MISSING RECEIVING REPORTS
(RPR'S) ACCOUNTED 

      FOR ONE-THIRD OF THE $1.3M TOTAL, AND HALF OF ALL 
MARINE 

      CORPS (I.E. NOT CHARGEABLE TO DFAS) ATTRIBUTABLE INTEREST 

      
PENALTIES.  BECAUSE INVOICES FOR PAYMENT MUST BE MATCHED 

      TO AN RPR
ACKNOWLEDGING RECEIPT OF GOODS AND SERVICES BEFORE 

      PAYMENT CAN BE 
MADE, IT IS ESSENTIAL THAT ACTIONS BE TAKEN TO 

      CORRECT THIS CAUSE 
OF HIGH INTEREST PENALTIES. 

       
2.  MISSION.  SUCCESSFULLY IMPLEMENT WAWF-RA 

      THROUGHOUT THE MARINE 
CORPS BY USING A TEAM APPROACH THAT 

      SPANS NUMEROUS FUNCTIONAL AREAS 
OF FINANCE, CONTRACTING, AND 

      SUPPLY. 
3.  EXECUTION.  ORGANIZATIONAL 

      RESPONSIBILITIES ARE SET FORTH BELOW: 
   A. 

       HQMC, I&L DEPARTMENT, CONTRACTS DIVISION (CODE LB), 

      HAS
OVERALL RESPONSIBILITY FOR FUNCTIONAL MANAGEMENT OF THE 

      PROGRAM, TO
INCLUDE CONTRACTUAL PROCESSES, ISSUES, AND 

      POLICIES.  
   B.  HQMC, I&L 

      DEPARTMENT, LOGISTICS PLANS, POLICIES, AND 
STRATEGIC MOBILITY 

      DIVISION (CODE LP), HAS FULL RESPONSIBILITY FOR
SUPPLY POLICY 

      CONCERNING RECEIVING, RECEIPTING, AND ACCEPTANCE OF 

      
CONTRACTED MATERIAL AND SERVICES, PROCESSES AND 

      PROCEDURES.
   C.  HQMC, PROGRAMS & 

      RESOURCES DEPARTMENT, FISCAL DIVISION 
(CODE RF) HAS OVERALL 

      RESPONSIBILITY FOR THE FINANCIAL MANAGEMENT 
PROCESS AND 

      POLICIES.
   D.  MARCORSYSCOM, IS&I, IS 

      RESPONSIBLE FOR PROGRAM MANAGEMENT 
AND IMPLEMENTATION OF THE 

      WAWF-RA PROGRAM.
   E.  DFAS KANSAS CITY WILL 

      PROVIDE IMPLEMENTATION/DEPLOYMENT 
SUPPORT. 

      
   F.  INSTALLATIONS COMMANDERS DESIGNATE 

      PRIMARY AND ALTERNATE 
POINTS OF CONTACT FOR THEIR 

      INSTALLATIONS IN SUPPORT OF THIS 
INITIATIVE.  DESIGNATED 

      POCS WILL BE RESPONSIBLE FOR ASSEMBLING A 
CROSS-FUNCTIONAL 

      IMPLEMENTATION WORKING GROUP CONSISTING OF 
REPRESENTATIVES 

      FROM THE FINANCIAL, INFORMATION SYSTEM, SUPPLY, 
AND 

      CONTRACTING COMMUNITIES.  MARCORSYSCOM WILL FOLLOW UP WITH 

      
SPECIFIC IMPLEMENTATION DETAILS TO YOUR DESIGNATED POCS. 

      
4.  ADMIN AND LOGISTICS. 
   A. 

       THE 2003 WAWF-RA IMPLEMENTATION TEAM SITE VISITS ARE 

      AS
FOLLOWS:   
        

                          

                SITE           

      IMPLEMENTATION
            

                          

            SURVEY           

       VISIT
SITES:
   *MCLB ALBANY 

                          

        7/7-11           

       8/4-15
   *MCB CAMP LEJEUNE     

                   7/7-11     

             8/4-15
   *MARINE CORPS 

      SYSTEMS COMMAND      7/28-8/1         

       8/25-9/12
   *MCB QUANTICO     

                       7/28-8/1 

               8/18-29
   *HQMC 

                          

               7/28-8/1         

       8/18/29
   *MCAS CHERRY POINT     

                  7/14-18       

          9/8-19 
   *MCSA KANSAS CITY   

                     7/28-8/1   

             8/18-9/26
   MCB HAWAII 

                          

          9/2-19 (COMBINED VISIT)
   MARFORRES 

                          

           10/6-10           

      11/10-11/21
   BLOUNT ISLAND COMMAND     

               10/6-10         

        11/3-7
   MAGTFTC 29 PALMS     

                    10/13-17     

           12/1-12
   MCAS BEAUFORT   

                        

       10/20-24         

       12/8-12
   MCB CAMP PENDLETON     

                  10/6-10       

          11/3-21
   MCRD PARRIS ISLAND   

                    10/20-24     

           12/1-5
   MCAS MIRAMAR   

                          

      10/20-24          12/1-5
  

       MCRD SAN DIEGO               

            10/20-24         

       11/17-21
   MCLB BARSTOW       

                      11/20-24   

             12/1-12
   MCAS YUMA 

                          

           10/27-31         

       12/15-19
   *THESE SITES HAVE ALREADY OR ARE 

      IN THE PROCESS OF IMPLEMENTING
WAWF-RA VERSION 

      3.0.
   B.  SPECIFIC IMPLEMENTATION 

      REQUIREMENTS/INSTRUCTIONS WILL BE 
FORTHCOMING VIA A LETTER OF 

      INSTRUCTION (LOI).
   C.  ADDITIONAL 

      INFORMATION CAN BE OBTAINED VIA THE WAWF 

      WEBSITE:
WWW.MARCORSYSCOM.USMC.MIL/SITES/PA/. 
5. 

       COMMAND AND SIGNAL.  THE
CONTACT WITHIN THEIR 

      RESPECTIVE FUNCTIONS:   
   A.  CMC (LBP) 

      WAWF-RA FUNCTIONAL MANAGER - PEARSE A. MCDADE, 
DSN 

      225-6225/6228 X: 2513 OR COML (703) 695-6225/6228 X: 2513, 

      
EMAIL:  MCDADEPA@HQMC.USMC.MIL.
  

       B.  CMC (LPC) LOGISTICS CAPABILITY CENTER - MAJ MACON R. 

      
ROBINSON DSN 225-8926 OR COML (703) 695-8926, EMAIL: 

       
ROBINSONMR@HQMC.USMC.MIL OR CAPT KIPP A. WAHLGREN DSN 

      225-8926, 
EMAIL: 

       WAHLGRENKA@HQMC.USMC.MIL.
   C.  CMC 

      (RFA) FINANCIAL MANAGEMENT PROCESS AND POLICIES - MAJ 
MICHAEL 

      E. CORDERO DSN 224-2577/7519 OR COML (703) 614-2577/7519, 

      
EMAIL:  CORDEROME@HQMC.USMC.MIL.
  

       D.  MARCORSYSCOM, (IS&I) WAWF-RA PROGRAM MANAGER - MARIAN 

      
BALSLEY, DSN 278-0910 OR COML (703) 784-0981, EMAIL: 

       
BALSLEYMC@MCSC.USMC.MIL.  
  

       E.  DFAS - FRANCINE LIGGINS, DSN 465-5178 OR COML (816) 

      
926-5178, EMAIL:  FRANCINE.LIGGINS@DFAS.MIL.  THE 

      VENDOR PAYMENT
PROCESS/DFAS-COLUMBUS POCS 

      ARE:
       (1) CAROL SMITH, COML (614) 

      693-6868 OR DSN 869-6868, 
EMAIL: 

       CAROL.SMITH@DFAS.MIL.
       (2) 

      JAMES HUNTER, COML (614) 693-8732, FAX (614) 693-2421 OR
DSN 

      869-8732, EMAIL:  JAMES.HUNTER@DFAS.MIL.//
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  XXX XX 2004


WHITE LETTER NO. XX-04


From:  Commandant of the Marine Corps


To:      All General Officers 


           All Commanding Officers


           All Officers in Charge 


Subj:  THE TIMELY SUBMISSION OF RECEIVING REPORTS


1.   Each day, the Marine Corps loses the use of thousands of scarce operating dollars because we must compensate vendors for late payments.  This same statement was made in White Letter No. 09-97 dated, September 22 1997.  The Marine Corps continues to incur interest penalties. The funds to pay this interest come directly from our Operations & Maintenance appropriations and could be better spent purchasing equipment or maintaining our facilities.  In FY02 alone, the Marine Corps paid over $1.5M in interest as a result of payment delays.  FY03 saw a reduction in that number and to date, FY04 looks a little better.  Still, any money paid in interest is unacceptable.  


2.  The main reason for interest penalties, as it was in 1997, continues to be the untimely submission of Reports of Property Received (RPRs) to the Defense Finance and Accounting Service (DFAS).  DFAS relies on our timely and accurate submission of all procurement and receiving documentation to make payment when due.  Vendor invoices for payment must be matched to an RPR acknowledging receipt of goods and services before a payment can be made.  RPRs are a critical step in the vendor payment process.  Without them, the process stops, vendors go unpaid and consequently interest accrues.  The DoN has mandated the use of Wide Area Work Flow–Receipt and Acceptance (WAWF-RA) as a key component to submitting and tracking vendor invoices and Government RPRs electronically to DFAS. 


3.   WAWF-RA is an E-Government initiative within the Department of the Defense to electronically invoice and receipt for goods and services procured from vendors.  WAWF-RA is one of the key components of the Marine Corps end-to-end procurement/financial process being implemented under the paperless Acquisition Initiative, with the goal of reducing problem disbursements and interest penalties.  WAWF-RA will increase our ability to pay vendors but the benefits can only be realized by its use.  Therefore, we must move forward with implementation of WAWF-RA. 


4. Reducing the interest penalty is a Corps-wide problem that needs our personal attention.  We must conduct a review of the processes (financial, contracting and supply) associated with the receipt and acceptance processes of contracted supplies and services.  It is imperative that we team with DFAS and assign cross-functional teams at each base, installation, and station to ensure WAWF-RA efforts are a success.  I strongly urge you to take an active role in guarding against this inefficient use of our scare resources.  With your personal involvement and our teamwork with DFAS, we can correct a problem that reduces our operating funds.







         M.W. Hagee
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Inspector’s Roles and Responsibilities



1. Introduction.  The inspector performs the second step in the WAWF-RA process.  The inspector electronically processes the receiving report to indicate the goods or services have been inspected.  The inspector may also create a receiving report (if not already submitted by the vendor) using Web-based interactive forms.  In some cases, the inspector may also serve as the acceptor and indicate the goods or services have been accepted.  For contracts managed by DCMA, the inspector is a DCMA Source Quality Assurance Representative (QAR). 



2. Roles and Responsibilities.  As an Inspector, you can perform many processes in WAWF-RA.  You can:


a. Inspect documents.



b. Place documents on hold.



c. View documents and check their status.



d. Create receiving reports.*



e. Correct and resubmit receiving reports you have submitted that have been rejected.*



f. Void receiving reports you have submitted (in some cases).*



g. Recall documents you have submitted or processed (if they have not been processed further), make changes and resubmit them.




* These processes apply only to inspectors who are authorized to create receiving reports.



3. Resources.



WAWF-RA Production Web Site:  https://wawf.eb.mil



WAWF-RA Training Web Site:      https://skyraider.slidell.disa.mil


WAWF-RA WBT Web Site:           http://www.wawfratraining.com


4. Training.



a. WAWF-RA v3.0:  The WAWF-RA Web Based Training (WBT) site at http://www.wawftraining.com is operational.  


b. Initial on-site training will be offered during implementation.  Each site will also be qualified to provide training from a train-the-trainer approach.  Contact your local WAWF-RA POC for further information.
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Acceptor’s Roles and Responsibilities



1. Introduction.  The acceptor performs the third step in the WAWF-RA process.  The acceptor electronically processes the receiving report to indicate the goods or services have been accepted.  The acceptor may also create a receiving report (if not already submitted by the vendor or an inspector) using Web-based interactive forms.  In some cases, the acceptor may also serve as the inspector and indicate the goods or services have been inspected.  



2. Roles and Responsibilities.  As an Acceptor, you can perform many processes in WAWF-RA.  You can:


a. Accept documents.



b. Place documents on hold.



c. View documents and check their status.



d. Create receiving reports.



e. Correct and resubmit receiving reports you have submitted that have been rejected.



f. Void receiving reports you have submitted (in some cases).



g. Recall documents you have submitted or processed (if they have not been processed further) make changes and resubmit them.



3. Resources.



WAWF-RA Production Web Site:  https://wawf.eb.mil



WAWF-RA Training Web Site:      https://skyraider.slidell.disa.mil


WAWF-RA WBT Web Site:           http://www.wawftraining.com



4. Training.


a. WAWF-RA v3.0:  The WAWF-RA Web Based Training (WBT) site at http://www.wawftraining.com is operational.  



b. Initial on-site training will be offered during implementation.  Each site will also be qualified to provide training from a train-the-trainer approach.  Contact your local WAWF-RA POC for further information.
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Local Processing Office’s (LPO) Roles and Responsibilities



1. Introduction.  The LPO may perform the fourth step in the WAWF-RA process.  The LPO reviews the electronic versions of the contract, invoice and receiving report.  The LPO then electronically certifies the invoice for payment.  The LPO function is not always involved in the WAWF-RA process.  The LPO function is utilized only for invoices paid by STARS One Bill Pay (Navy) DFAS activities.  Usually, STARS One Bill Pay DFAS activities only pay Marine Corps invoices for Marine Corps Air Stations Navy funding (Blue dollars) and for OCONUS Pacific activities.


2. Roles and Responsibilities.  As an LPO, you can perform many processes in WAWF-RA.  You can:


a. Certify documents.



b. Place documents on hold.



c. View documents and check their status.



d. Recall documents you have submitted or processed (if they have not been processed further) make changes and resubmit them.



2. Resources.



a. WAWF-RA Production Web Site:  https://wawf.eb.mil



b. WAWF-RA Training Web Site:      https://skyraider.slidell.disa.mil


c. WAWF-RA WBT Web Site:           http://www.wawfratraining.com


3. Training.


a. WAWF-RA v3.0:  The WAWF-RA Web Based Training (WBT) site at http://www.wawftraining.com is operational.  



b. Initial on-site training will be offered during implementation.  Each site will also be qualified to provide training from a train-the-trainer approach.  Contact your local WAWF-RA POC for further information.    
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Government Supervisor’s Roles and Responsibilities



1. Introduction.  The Supervisor / View Only role in WAWF-RA allows you to view documents in the system, but not process them.  For example, an employee in a contracting office can view the status of documents submitted under a particular contract.  Or, a supervisor can view the status of documents throughout the system, in order to manage workflow.  You do not have to be an actual supervisor to register to use the Supervisor / View Only role.  Personnel with other job functions may also need to use the role.


2. Roles and Responsibilities.  The type of View Only role and the DoDAAC(s) for which you registered determines the documents you can view.  Government users can register for one of more of the following View Only roles:  Pay, LPO, Inspect By, Issue By, Ship To or Admin.



3. Resources.



WAWF-RA Production Web Site:  https://wawf.eb.mil



WAWF-RA Training Web Site:      https://skyraider.slidell.disa.mil



WAWF-RA WBT Web Site:           http://www.wawfratraining.com



4. Training.


a. WAWF-RA v3.0:  The WAWF-RA Web Based Training (WBT) site at http://www.wawftraining.com is operational.  



b. Initial on-site training will be offered during implementation.  Each site will also be qualified to provide training from a train-the-trainer approach.  Contact your local WAWF-RA POC for further information.
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Vendor’s Roles and Responsibilities



1. Introduction.  The vendor begins the WAWF-RA process by submitting receiving reports and invoices electronically to WAWF-RA by one of the following methods:  Web-based interactive forms; File Transfer Protocol (FTP); and Electronic Data Interchange (EDI).  Vendors can submit invoices and receiving reports electronically using existing Electronic Commerce methods. Additional choices are now available: Web interactive forms and straight push from vendor automated systems (File Transfer Protocol (FTP)). These new choices do not result in significant cost or require changes to existing processes.  Additionally, the vendor will receive system-generated emails advising them of action taken by the Government Inspection and Acceptance Officials.  If a receiving report or invoice is rejected, the vendor will have the capability to correct the data and resubmit-thus, only the individual data elements need to be corrected, as opposed to retyping the entire document.  Finally, the vendor will be able to view previously submitted documents and determine the current status, review actions taken by Government officials and, as appropriate, initiate follow-on actions.


2. Roles and Responsibilities.  Submission of Receiving Reports and Invoices via WAWF-RA, as required and appropriate.



3. Resources.



a. WAWF-RA Production Web Site:  https://wawf.eb.mil



WAWF-RA Training Web Site:     https://skyraider.slidell.disa.mil



WAWF-RA WBT Web Site:          http://www.wawfratraining.com


4. Training.



a. WAWF-RA v3.0:  The WAWF-RA Web Based Training (WBT) site at http://www.wawftraining.com is operational.  



b. Initial on-site training will be offered during implementation.  Each site will also be qualified to provide training from a train-the-trainer approach.  Contact your local WAWF-RA POC for further information.
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IN REPLY REFER TO:




                                                                                                      4400



                                                                                                                                      PG10



                                                                                                                                          1 Oct 03


From:
Commanding General, Marine Corps Systems Command



To:
Distribution



Subj:
LETTER OF INSTRUCTION (LOI) FOR WIDE AREA WORKFLOW-RECEIPT AND ACCEPTANCE (WAWF-RA)



Ref:  (a)
USD (DDP) memo of 1 Apr 02



(b) OSD (C) memo of 10 Jul 02



(c) ASN (FM&C) memo of 12 Aug 02



(d) ASN (FM&C) and ASN (RD&A) memo of 27 Sep 02



(e) CMC Washington DC 271600Z Feb 03


Encl: (1)
WAWF-RA Process


(2) Implementation Schedule


(3) Status Report Guidance and Template 


(4) Group Administration Manager (GAMs) Roles and Responsibilities


(5) Site Implementation Point of Contact (POC) Roles and Responsibilities 


(6) Implementation Checklist



(7) Inspector Roles and Responsibilities



(8) Acceptor Roles and Responsibilities



(9) Local Processing Office Roles and Responsibilities


(10) Supervisor Roles and Responsibilities



(11) Vendor Roles and Responsibilities



1. Purpose.  Provide instructions for the Marine Corps-wide implementation of WAWF-RA.  WAWF-RA is applicable to the receipt and acceptance by the Government of supplies and services purchased from commercial sources.  This LOI impacts business processes involving the contracting, financial, information systems, and supply communities.



2. Situation.  Section 1008 of the National Defense Authorization Act for Fiscal Year 2001 (Public Law 106-398) requires the electronic submission and processing of claims for payments under DoD contracts. Reference (a) identified WAWF-RA as a key system in implementing this statutory requirement. Reference (b) directed DoD to reduce interest penalties in FY 2003 by 40% from FY 2001, and reference (c) acknowledged WAWF-RA as a key component of the Department of the Navy (DON) effort to reduce interest penalties to meet the FY 2003 goal.  Reference (d) requested detailed plans to support expedited deployment and directed aggressive implementation of WAWF-RA.  Reference (e) introduced WAWF-RA and announced its pending implementation to the Marine Corps.  WAWF-RA is a workflow software application that enables vendors to submit and track their invoices and receipt/acceptance documents electronically via the web. The application also enables the Government to electronically process this data and perform the Government receipt and acceptance process normally captured by the DD Form 250, Material Inspection and Receiving Report. WAWF-RA is applicable to the receipt and acceptance by the Government of supplies and services purchased from commercial sources.  WAWF-RA is one of the key components of the end-to-end procurement/financial process being implemented by the DON with the goal of reducing problem disbursements and interest penalties. This tool enables electronic invoicing and invoice processing, including electronic receipt and acceptance. The data processed electronically through WAWF-RA impacts many diverse communities within DoD whose jobs involve the delivery, receipt, acceptance, or payment for goods and services requested from Government contracting offices.  Enclosure (1) is a schematic of the DoD procurement cycle and its applicable WAWF-RA documents.  Also included in enclosure (1) is a schematic of the WAWF-RA process. 



3. Mission.  Successfully implement WAWF-RA throughout the Marine Corps by 31 Dec 2003.   The successful implementation of WAWF-RA is not only mandated, but will also benefit the Marine Corps by saving scarce dollars otherwise wasted on interest penalties for late payments.



4. Execution.



a. Concept of Operations. WAWF-RA implementation will consist of four parts.  They are an Outreach/Information Campaign, Government Implementation Strategy, Vendor Implementation Strategy and a MARCORSYSCOM (MCSC) PA Support Strategy.  Each phase is inextricably linked and many tasks and events will be accomplished simultaneously.



(1) Outreach and Information Campaign.



(a) The campaign will target both Government personnel and vendors.



(b) The campaign will introduce WAWF-RA and emphasize the benefits of using it.



(c) The campaign will emphasize the need to begin utilizing WAWF-RA. 



(2) Government Implementation Strategy.



(a) Implementation will occur on a site-by-site basis for all major Marine Corps continental United States (CONUS) bases, camps, and stations to include Hawaii.  At this time, outside continental Untied States (OCONUS) installations will not be targeted for implementation, because of restrictions within WAWF-RA.  Enclosure (2) is a detailed listing of the implementation dates by site.



(b) Implementation Support Teams consisting of (usually two) Government Support Contractors will be assigned to coordinate each site implementation.



(c) Pre-implementation site surveys lasting approximately three days, will be conducted approximately one month in advance of the actual implementation in order to accomplish the following:



· Verify site implementation primary and alternate Points of Contact (POCs) have been identified.



· Verify functional area primary and alternate POCs for Contracting, Financial, Information Systems, and Supply have been identified.


· Verify tenant commands have been contacted and have assigned primary and alternate POCs.


· Prepare Government users for implementation.


· Ensure hardware and software configuration meets requirements.


(d) Site implementation visits will last approximately two weeks per site and accomplish the following:



· Train all Government users.



· Train-the-trainers who will be responsible for further instructing any new personnel.   



· Verify any site survey configuration challenges have been rectified.


· Establish and train users in processes for implementation.


· Develop list of existing contracts to be processed in WAWF-RA and a schedule to modify these contracts with a cutover date for each one.


· Process at least one invoice.


· Verify reporting process in place.


(e) Several controls and monitoring steps will be established once the site implementation has been completed.  These processes will help to ensure sites remain fully functional after the team departs.  These processes include:



· One and two week telephonic follow up calls between the implementation team and site POCs.



· As needed conference calls.



· Monthly installation reporting.  Complete reporting requirements are listed in enclosure (3).



(3) Vendor Implementation Strategy.



(a) A USMC/DFAS coordinated strategy to include:


· Defense Finance and Accounting Service (DFAS) will provide vendor identification to include name, Contractor and Government Entity Code (CAGE) codes, active contract numbers, and vendor accounts receivable POC information. Additionally, DFAS when possible will develop a list of discrepancies between contract information in Electronic Document Access (EDA) and Computerized Accounts Payable System (CAPS). This information will be used to identify and contact those Vendor POCs who would most likely be familiar with their company’s ebusiness procedures or capabilities.  Additionally, the contract discrepancy listing would be used by contracting to resolve those differences.    


· The Implementation Support Team will take the information above and review contracts in the Standard Procurement System (SPS) database to develop a comprehensive list of modifications needed, by contract number.


· The Implementation Support Team will provide the list of modifications to the contracting office for action.  Some of these items will have to be corrected by DFAS.  The remaining issues that need to be corrected will be scheduled for modification by the contracting office. Note some modifications listed will not be accomplished due to time constraints or other factors. 


(b) Vendor outreach will include notifying vendors from the information collected from step (3) (a) above and coordinated letters will be sent to them both from DFAS and the assigned site Implementation Support Team.


(c) The Implementation Support Team will also ensure the vendor is registered in the Central Contractor Registration (CCR) and has established an Electronic Business Point of Contact (EB POC) in the CCR.


(d) Vendors will be notified as to when the Implementation Support Team will be in their area and during that time period, the vendors will be scheduled for training.


(4) Marine Corps Systems Command (MCSC) Support Strategy.  There are general preparation tasks that are required before the Implementation Support Teams conduct site surveys or implementation training visits.  There are also follow up actions required that are best done in a holistic manner vice independently by four different Implementation Support Teams.  Consequently, the MCSC PA Support Team will execute these tasks.   Actions include:


(a) Coordinate USMC efforts with Defense Information Systems Agency (DISA) and other DoD agencies/sister services.



(b) Coordinate with DFAS.



(c) Coordinate with the sites.



(d) Coordinate with the vendors.



(e) Train the Implementation Support Teams.



(f) Establish control and monitoring procedures.



(g) Provide supplemental help support.  Help support will be available during normal working hours.  After hours, a phone message can be left.  The help support phone number is the Paperless Acquisition Help Support number, (800) 331-6461.  Help support can also be obtained by calling DISA at (866) 618-5988.  


b. Policies and Procedures. There are several policies and procedures that have been established in order to make for a smooth transition for the utilization of WAWF-RA.  They include:


(1) Department of Defense Activity Address Code (DoDAAC) Extension Policies.  


(a) A DoDAAC extension is a four-character code that follows the DoDAAC.  Extensions would be used to subdivide a DoDAAC to provide a greater level of detail for workflow routing.  The policy will be to limit the use of extensions as much as possible.  Because of the rapid deployment of WAWF-RA and the additional work and time needed to establish extension codes for DoDAACs and to modify affected contracts, extensions will be avoided whenever possible, to prevent delaying implementation.  After initial deployment a site may develop and implement DoDAAC extension codes as necessary.  In most cases the receipt and acceptance (RA) personnel will use the unit’s DoDAAC.  The volume of WAWF-RA receiving document traffic and the locations of users will determine the need for extensions and their use will be decided on a case-by-case basis by the Site Implementation POCs or their chain of command.



(b) DoDAACs with their extensions will be ten (10) characters in length, with no dashes or spaces.  The first six characters will be the unit’s DoDAAC, followed by four alphabetic or numerical characters identifying a specific group.  Each extension must be unique (the system will prevent duplications).  Each installation shall establish a policy for determining the four-character extension code, for standardization and ease of use.  Enclosure (4) provides more information regarding DoDAACs.


(2) Organizational Mailboxes Procedures.  Organizational mailboxes will be established for each unique DoDAAC and extension combination, per local procedures, in order to route email to the appropriate RA personnel.  After establishment, organizational mailboxes will be managed in one of two ways.  



(a) Several users share a common mailbox and check for email notification from WAWF-RA.  The subject line provides the contract number so the appropriate user knows which emails to open.  Users should check the shared mailbox daily, or use another systematic method to ensure email is read in a timely manner.  Supervisors should also review the mailbox at least weekly to ensure action is being taken on WAWF-RA documents.  In most cases this shared mailbox approach will be the preferred method.  



(b) If the number of users and the volume of email traffic are large enough that it is burdensome for a user to find his or her emails in a shared mailbox, then one person can be designated to review the organizational mailbox and forward the emails to the appropriate personnel.  This method requires a person to have the list of contracts with their corresponding RA personnel email addresses.  Note, even if the email notification is forwarded, users still have to sift through the WAWF-RA documents awaiting processing for the DoDAAC, when he or she logs onto WAWF-RA to process documents.  



(3) Services Acceptance Procedures.  USMC policy will be to usually limit the number of RA personnel for service contracts to one person, typically the Contracting Officer’s Representative (COR) for the contract.  The COR will coordinate with end users and ensure that purchased services are received.  For example, on a janitorial services contract covering several facilities and customers, the COR would ensure services were provided and complete one RA form in WAWF-RA for these services, rather than each end user of these services completing a form.  This policy will greatly reduce delays in processing RA forms.



(4) Train-the-Trainer Policy and Procedures.  One of the functions of the Implementation Support Team is to provide instructions and materials to the site implementation POCs, who will be responsible for future training.  Once the Implementation Support Team departs the site, site personnel will be responsible for the continued training of their personnel.  MCSC Support Team will provide updated training materials to the sites when necessary, as new versions of WAWF-RA are fielded.  


(5) New Contracts Procedures.  


(a) For all new contracts, a local USMC clause on WAWF-RA will be added to encourage vendors to use WAWF-RA.  This clause is in addition to the Defense Federal Acquisition Regulation Supplement (DFARS) electronic invoicing clause.  The text of the local clause is as follows:   



"Electronic Invoicing Using Wide Area Work Flow - Receipt and Acceptance (WAWF-RA)" 



In compliance with DFARS 252.232-7003, "Electronic Submission of Payment Requests (March 2003)", the United States Marine Corps (USMC) utilizes WAWF-RA to electronically process vendor requests for payment. The contractor shall be required to utilize this system when processing invoices and receiving reports under this contract, unless the provision at DFARS 252.232-7003(c) apply. The contractor shall (i) register to use WAWF-RA at https://rmb.ogden.disa.mil, and (ii) ensure an Electronic Business Point of Contact is designated in the Central Contractor Registration at http://www.ccr.gov, within ten (10) days after award of this contract. The USMC WAWF-RA point of contact for this contract is (INSERT NAME) and can be reached by phone at (INSERT PHONE NUMBER) or via email at (INSERT EMAIL ADDRESS).


(b) Additionally, when the contracting office receives a new requirement, the contracting office will ensure that RA personnel are registered and active in WAWF-RA for that customer.  If the requestor has no RA personnel active in WAWF-RA, the requirement should be returned or RA personnel should be activated in WAWF-RA before issuing the solicitation / contract.  At least some contracting office personnel will have view-only rights to determine if the appropriate RA personnel are registered and active.



c. USMC WAWF-RA Implementation Team.  The WAWF-RA Implementation team will consist of four groups:


(1) HQMC WAWF-RA Oversight Team (One Team - Those currently serving on the WAWF-RA Implementation Working Group will make up the Oversight Team, once implementation commences). 


(2) Implementation Support Team (Four Teams) (Two Support Contractors per team).


(3) MCSC PA Support Team (One MCSC PA representative, Two Support Contractors).


(4) Installation Functional Working Group Team (One Team per installation as listed in the implementation schedule at enclosure (2).


d. Tasks.



(1) HQMC (RF).  The following is requested:


(a) Serve as the overall implementation champion.


(b) Establish and mentor the HQMC WAWF-RA Oversight Team.  The team should meet regularly to monitor implementation.


(2) HQMC (LB).  The following is requested:


(a) Register with DISA as the Service-level Primary and Alternate GAM and as the Service-level POC.  GAM roles and responsibilities are identified in enclosure (4).



(b) Develop and implement advertising campaign that focuses on Government personnel and vendors.  


· DoD websites should be targeted notifying current and future vendors of the implementation.   


· Establish a vendor notification letter template to be used by Marine Corps Contracting Offices.


· Campaign should include articles for inclusion in all bases, posts, and station newspapers as well as notices to post on local contracting office solicitation boards.  


(c) Draft and send a letter to installation commanders where implementation will take place.  The letter should stress the importance of successful implementation.  



(3) MCSC PA Project Officer.  The following is requested:


(a) Provide program management of the WAWF-RA initiative and as such, be ultimately responsible for the success of all four phases of the implementation plan.


(b) Provide a representative to the HQMC WAWF-RA Oversight Team to assist in the monitoring of the implementation and provide feedback on the progress of the plan.


(c) Publish a MARADMIN that spells out the implementation policy and procedures.


(d) Establish a contractor support team to:


· Establish a Plan of Action and Milestones (POA&M) for WAWF-RA implementation.


· Support all four phases of the implementation plans.  Develop all materials needed and provide those materials to the MCSC Project Officer for review in a timely manner.


· Establish and monitor a WAWF-RA implementation help support network.  This will include support to sites, Government users and vendors.  Ensure all users are notified of the proper procedures to obtain support.


· Establish and provide implementation training.


· Provide project administration to the MCSC Project Officer.  Administration also includes posting all materials to the Paperless Acquisition website.


· Establish implementation control and monitoring procedures.  At a minimum, include an overall status report, site survey report, site status report, and a comprehensive final after action report (AAR).


· Establish a WAWF-RA website link to post all relevant WAWF-RA information.  Once established, publish the website address.


(4) Installation Commanders. The following is requested:


(a) Designate a primary and alternate command functional implementation POC for each level of command that receipts for or accepts purchased goods or services.  Implementation POCs roles and responsibilities are identified in enclosure (5), but the following is an overview of their required responsibilities:



· Identify themselves to the MCSC PA Project Officer at least 30 days before the implementation team is due to arrive for the site survey.



· Review the implementation checklist as found in enclosure (6).



· Assemble a cross-functional implementation working group, consisting of representatives from financial, information systems, supply and contracting communities.  This working group will constitute the core of the Installation Functional Working Group Team, which will implement WAWF-RA for the installation and its tenant commands.  The Installation POC will lead this working group.



· Identify and notify key personnel for implementation training.  



· Assist in obtaining the use of site training facilities.



· Organize the Executive Overview briefing to be conducted during the initial site visit.



· Identify future site WAWF-RA trainers.



· Provide a monthly status report to the MCSC PA Project Office.  Reports are due NLT the 10th of each month and should cover the previous calendar month.  Enclosure (3) is provided as a template for this report.



(b) Designate a primary and alternate command GAM for each level of command that receipts for or accepts purchased goods or services.  GAM levels, roles, and responsibilities are identified in enclosure (4), but the following is an overview of their required responsibilities:



· Identify themselves to the MCSC PA Project Officer as soon as possible or, at a minimum, during the site survey visit.  



· Ensure each primary and alternate GAM registers with DISA at least two days before the site survey team arrives.  



· Be prepared to register all levels of receipt and acceptance personnel in WAWF-RA upon arrival of the implementation team.



(c) Notify tenant commands on the installation of the WAWF-RA implementation schedule, requirements and training.  



(5) Tenant Commanders.  The following is requested:


(a) Identify and make available key personnel for implementation training.



(b) Ensure all WAWF-RA users familiarize themselves with their roles and responsibilities as found in enclosures (4) and (7) through (11).  If possible, make available users for on-site training with the implementation team or, at a minimum, ensure they complete the appropriate training as listed in their respective enclosure(s).  



(c) Implement WAWF-RA for appropriate new goods and services contracts.



(6) Regional Contacting Officers (RCOs) / Installation Contracting Officers.  The following is requested:


(a) Provide primary and alternate representatives to be Level II GAMs.



(b) Ensure your GAMs are familiar with their roles and responsibilities as listed in enclosure (4).



(c) Ensure your GAMs are familiar with WAWF-RA user roles as found in enclosures (7) through (11).



(d) Assist in identifying and prioritizing existing contracts for conversion to WAWF-RA.



e. Coordinating Instructions.  Enclosure (1) depicts the WAWF-RA status graphically.  Enclosure (2) is the site implementation timeline and enclosure (3) details the reporting process.  Enclosure (4) lists the GAM roles and responsibilities and enclosure (5) lists the duties of the Site Implementation POCs.  Enclosure  (6) is an implementation checklist to be used by all key members as identified within this LOI, as a means to ensure a smooth transition to WAWF-RA.  Enclosures (7) through (11) detail the roles and responsibilities for WAWF-RA users at all levels.  Users should familiarize themselves with their corresponding roles and responsibilities as well as complete all training as outlined in their enclosures before any site visit.  


5. Administration and Logistics.  Contractor Support Team members Mr. Brian Haller and Mr. John Beiswanger are responsible for all administration and logistics.  All concerns in this area should be addressed to them via the POC information in paragraph 6, Command and Signal.


6. Command and Signal.  The following are the POCs for their respective areas:



a. HQMC (RF).  Major Michael Cordero, Code RFA, (703) 614-2577/2640, DSN: 224-2577/2640 (corderome@hqmc.usmc.mil).



b. HQMC (LB).  Mr. Pearse A. McDade, Code LBP, (703) 695-6225/6228 X: 2513, DSN 225-6225/6228 X: 2513 (mcdadepa@hqmc.usmc.mil). 



c. MCSC PA Project Office. Ms. Marian Balsley, Paperless Acquisition Project Officer, C4IIS, (703) 784-0981, DSN: 278-0981 (balsleymc@mcsc.usmc.mil) and Major Dave Diersen, Paperless Acquisition Office, (703) 784-0865, DSN: 278-0865, (diersendi@mcsc.usmc.mil).  



d. Contractor Support Team. Mr. Brian Haller, (703) 679-4632 (bhaller@caci.com) and Mr. John Beiswanger, (703) 221-6911(jbeiswanger@unitech1.com).
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Wide Area Workflow- Receipt and Acceptance (WAWF-RA) Process
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DoD Procurement Cycle























A Typical As-Is Business Process











Receiving Docks



Vendor



Code 5



Invoice



Voucher Examiner/Accounting Technician



Match Invoice, PO, and



Receipt



Check available



funds in STARS



Yes



Sign and date the



certification sheet



Certification & Invoice to DFAS



$



DFAS



Copies



$



$



Payment to Vendor



Back To Vendor



N



o



Supplies



Code 2



Proof of Delivery



Internet Confirmation via tracking #



or Receiving Report



End User



Receiving Report:



Email, Fax, or Mail



Invoice



Certifier



Inspector/



Acceptor



Govt



Govt



Services











Requiring 




Activity




Contracting




Requisition




Vendor




RFP




Proposal




Invoice




Contract




DFAS




$$




$




$$




$




Vendor’s 




Bank




EFT




DOCUMENTS AVAILABLE VIA WAWF




-




RA




Goods/




Services




Receiving




Report




Certifying




Report











_1117259363.ppt






WAWF-RA Workflow











$











Bank




Bank




Inspecting




Activity




Inspecting




Activity




Receiving




Activity




Receiving




Activity




Payment




Office




Payment




Office




Vendor




Vendor




Submits Shipping




Reports & Invoices




EDI




FTP Data Upload




Web Input using Web Forms




-




Receives email notification




of awaiting actions.




-




Inspects / rejects using Web




Forms online in 




WAWF




.




-




Receives email notification




of awaiting actions.




-




Accepts / rejects using Web




Forms online in 




WAWF




.




-




Receives email notification




of awaiting actions.




-




Pays or rejects invoices




using Web Forms online




in 




WAWF




.




DoD 




Pay




Systems




DoD 




Pay




Systems




WAWF




-




RA




Application




WAWF




-




RA




Application




WAWF 




transmits payment




actions EDI 810C, 856, & 861




via 




DEBX 




to 




DoD 




pay systems




Authorize transfer of funds




via 




EFT 




to Vendor’s bank.




EFT




EFT




Internet




Internet




Bank




Bank




Inspecting




Activity




Inspecting




Activity




Receiving




Activity




Receiving




Activity




Payment




Office




Payment




Office




Vendor




Vendor




Submits Shipping




Reports & Invoices




EDI




FTP Data Upload




Web Input using Web Forms




-




Receives email notification




of awaiting actions.




-




Inspects / rejects using Web




Forms online in 




WAWF




.




-




Receives email notification




of awaiting actions.




-




Accepts / rejects using Web




Forms online in 




WAWF




.




-




Receives email notification




of awaiting actions.




-




Pays or rejects invoices




using Web Forms online




in 




WAWF




.




DoD 




Pay




Systems




DoD 




Pay




Systems




WAWF




-




RA




Application




WAWF




-




RA




Application




actions EDI 810C, 856, & 861




via 




to




DoD




WAWF




transmits payment




DEBX




pay systems




WAWF




transmits payment




DEBX




pay systems




Authorize transfer of funds




via 




EFT 




to Vendor’s bank




.




EFT




EFT




Internet




Internet




Internet




Internet




Navy 




Certifying 




Activity




Navy 




Certifying 




Activity




Contracting 




Office




Contracting 




Office




Contracts in 




NAFI




Contracts in 




NAFI




View Transactions




CCR















WAWF-RA LOI Encl (2) Impl Sked (1 Oct 03).doc




Implementation Schedule
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    Sites                                                Site Survey                   Implementation Dates 




Camp Lejeune 			07 Jul – 11 Jul		04 Aug – 15 Aug




MCLB Albany			07 Jul – 11 Jul		04 Aug – 15 Aug 




HQMC/Quantico (NCR)		28 Jul – 01 Aug		18 Aug – 29 Aug




MCSA Kansas City		28 Jul – 01 Aug		18 Aug – 26 Sep




MCAS Cherry Point		14 Jul – 18 Jul		08 Sep – 19 Sep




MARCORSYSCOM		28 Jul – 01 Aug		25 Aug – 12 Sep




Hawaii (Kbay/Camp Smith)	02 Sep – 19 Sep		02 Sep – 19 Sep




MARFORRES			29 Sep – 03 Oct		10 Nov – 21 Nov




Camp Pendleton			06 Oct – 10 Oct		03 Nov – 21 Nov




Blount Island Command		06 Oct – 10 Oct		03 Nov – 07 Nov




MCRD Parris Island		20 Oct – 24 Oct		01 Dec – 05 Dec




MCAS Beaufort			20 Oct – 24 Oct		08 Dec – 12 Dec




MAGTCTC 29 Palms		13 Oct – 17 Oct		01 Dec – 12 Dec




MCAS Miramar			20 Oct – 24 Oct		01 Dec – 05 Dec




MCRD San Diego			20 Oct – 24 Oct		17 Nov – 21 Nov




MCAS Yuma			27 Oct – 31 Oct		15 Dec – 19 Dec




MCLB Barstow			20 Oct – 24 Oct		01 Dec – 12 Dec
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Status Report Guidance and Template


Guidance:  



Installation WAWF-RA POCs are requested to provide monthly status reports to the MCSC PA Project Office commencing after the implementation team departs their site.  Reports are due no later than the 10th of each month and should cover the previous calendar month.  The template below is provided for your use.  It is recommended that the report be provided via email to the addresses in the “To” line.



Template:



10 XXX 03



From:  (Installation XYZ) WAWF-RA POC



To:      MCSC PA Project Officer  (Balsleymc@mcsc.usmc.mil)



(Copy to:  bhaller@caci.com; jbeiswanger@unitech1.com)



Subj:  Status Report for (Installation XYZ) WAWF-RA Implementation



PERIOD COVERED:  (Previous calendar month, report due to MCSC PA Project Officer NLT the 10th of the following month).


STATUS OF IMPLEMENTATION:



A.  STATUS:  (Report on overall implementation progress).



B.  CHALLENGES: (Give a brief description of challenge(s) and cause(s)).



IMPACT:  (Report impact on implementation).



SOLUTION:  (Give brief description of what needs to be done).



POINT OF CONTACT:  (List the POC who is working the issue to include email address and phone number).



ESTIMATED COMPLETION DATE (ECD):  (Provide ECD).



C.  SUCCESSES:  (Provide brief description of all successes and whether, in your opinion, these successes may be applicable to other installations).



D.  OTHER COMMENTS:  (Identify any other items here; e.g., change point of contact (POC) phone number to XXXX).



E.  POC FOR THE REPORT:  (Grade / Rank, Name, position title, commercial and DSN telephone numbers, email address).



Signature block



Installation WAWF-RA POC Signs


1
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Group Administration Manager’s (GAM) Roles and Responsibilities



1. Introduction.  A Group Administration Manager (Group Administrator) (GAM) has administrative abilities for his or her group, as well as any groups that are one sub-level beneath that group.  The successful implementation of WAWF-RA is dependent upon aggressive support by GAMs.


2. GAMs and Department of Defense Activity Address Code (DoDAACs).  Each GAM may be a GAM for multiple DoDAACs.  Each DoDAAC must have a GAM.  The DoDAAC is a six-position code that uniquely identifies a unit, activity or organization that has the authority to requisition and/or receive materiel. The first position designates the particular Service/Agency element of ownership.  There may be up to three distinct addresses contained in the Department of Defense Activity Address Directory (DoDAAD) for each DoDAAC, as follows: 



TAC2 - Identifies the 'ship to' (freight) address for the activity


TAC1 - Identifies the mailing address for the activity (mandatory)



TAC3 - Identifies the billing address (The activity responsible for payment of bills).



3. Roles and Responsibilities.



a. GAM Structure.  As the GAM, you are responsible for your Group and one sub-level beneath that group.  You may administrate over more than two levels by registering as a GAM for additional levels.  The chart below depicts the Marine Corps’ GAM Structure.






[image: image1.wmf]GAM Structure



USMC



Level 1:  HQMC (LB)



Level 2:  



RCOs



Level 3:  Comptrollers



Level 4:  Fund Administrators



(Supply, Logistics, etc.)






b. GAM Administrative Responsibilities.  As a GAM, your span of control includes all the DoDAAC codes that you have registered for.  As such, you have the following administrative responsibilities:


1. Establish hierarchical sub-groups for managing user accounts, as necessary.



2. Establish organizational e-mail for each DoDAAC and submit these to the Ogden Customer Service Center at 1-800-392-1798, option 8; or via e-mail (cscassig@ogden.disa.mil, include WAWF in subject line).



3. Instruct registrants within your span of control to register.



4. Activate and update users in your group within one business day of request.



5. Ensure that requests for user access are valid and assign access at the appropriate authorization and privilege level.


6. Ensure that subordinate group administrators and alternates are created, as necessary.


c. GAM Security Responsibilities.  GAMs are also a critical component of maintaining system security.  As such, GAMS have:



1 The ability to grant access to group administrators and users.



2 The responsibility for validating the “need to know” of the Group Administrators and users that you activate, and would be responsible for de-activating an invalid user.


3 The responsibility to ensure that users are who they say they are and that only the privileges necessary to accomplish their job duties are associated with this activated user account.



4 De-Activating Group Administrator’s account by following the procedure in the Software User’s Manual (located via links on either production or training site, under the Group Administrator Manual (GAM).








3. Resources.



WAWF-RA Production Web Site:  https://wawf.eb.mil



WAWF-RA Training Web Site:      https://skyraider.slidell.disa.mil


WAWF-RA WBT Web Site:           http://www.wawftraining.com



4. Training.


a. WAWF-RA v3.0:  The WAWF-RA Web Based Training (WBT) site at http://www.wawftraining.com is operational.  


b. Initial on-site training will be offered during implementation.  Each site will also be qualified to provide training from a train-the-trainer approach.  Contact your local WAWF-RA POC for further information.
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GAM Roles & Responsibilities



				Site Administrator/Point of Contact 







Span of control includes own DoDAAC and the DoDAACs listed on the next lower sub-level, e.g., for a Level II GAM, span includes all Level III DoDAACs under his Level II DoDAAC



Responsible for the following activities:



Establish hierarchical sub-groups for managing user accounts, as necessary



Establish organizational e-mail for each DODAAC and submit these to the Ogden Customer Service Center at 1-800-392-1798, option 8; or via e-mail (cscassig@ogden.disa.mil, include WAWF in subject line)



Instruct registrants within your span of control to register



Activate and update users in your group within one    business day of request



Ensure that requests for user access are valid and assign access at the appropriate authorization and privilege level



Ensure that subordinate group administrators and alternates are created, as necessary  















GAM Roles & Responsibilities



				Site Administrator/Point of Contact (continued)







Critical part of maintaining system security 



Ability to grant access to group administrators and users  



Responsible for validating the “need to know” of the Group Administrators and users that you activate, and would be responsible for de-activating an invalid user



Ensure that users are who they say they are and that only the privileges necessary to accomplish their job duties are associated with this activated user account















GAM Roles & Responsibilities



				Site Administrator/Point of Contact (continued)







De-Activating Group Administrator’s account



Responsible for de-activating that account by following the procedure in the Group Administrator Manual (GAM).



EP POC Signature Block



Email Address



Phone Number 















GAM Roles & Responsibilities



				Administrative Abilities







Responsible for your Group and one sub-level beneath that group



May administrate over more than two levels by registering as a GAM for additional levels



Four major administrative abilities



Administer Location Codes by adding extensions & assigning organizational emails



View User information



Activates, deactivates, and reactivates users in the GAM groups



Set in motion the “Reset Password” function
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GAM Structure
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GAM Roles & Responsibilities



				Site Administrator/Point of Contact (continued)







De-Activating Group Administrator’s account



Responsible for de-activating that account by following the procedure in the Group Administrator Manual (GAM).



EP POC Signature Block



Email Address



Phone Number 
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GAM Roles & Responsibilities



				Administrative Abilities







Responsible for your Group and one sub-level beneath that group



May administrate over more than two levels by registering as a GAM for additional levels



Four major administrative abilities



Administer Location Codes by adding extensions & assigning organizational emails



View User information



Activates, deactivates, and reactivates users in the GAM groups



Set in motion the “Reset Password” function
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GAM Roles & Responsibilities



				Site Administrator/Point of Contact (continued)







Critical part of maintaining system security 



Ability to grant access to group administrators and users  



Responsible for validating the “need to know” of the Group Administrators and users that you activate, and would be responsible for de-activating an invalid user



Ensure that users are who they say they are and that only the privileges necessary to accomplish their job duties are associated with this activated user account
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Site Implementation Points of Contact (POCs) (Primary & Alternate)



Roles and Responsibilities


1. Introduction.  Site Implementation POCs will be the persons through whom WAWF-RA implementation for the installation and its tenant commands will be accomplished.  These persons will be the focal point for most communication to and from the installation regarding WAWF-RA implementation.


2. Roles and Responsibilities.  Primary and alternate points of contact at each installation for all receipt/acceptance issues, to include funds administration related to future deployment of WAWF-RA USMC-wide.  Designated POCs will be the focal point for the successful implementation of WAWF-RA at the installation and its tenant commands.  POC responsibilities include, but are not limited to: functioning as the conduit for WAWF-RA-related communications to and from the installation and its tenant commands; assembling a cross-functional implementation-working group for WAWF-RA, consisting of representatives from financial, information systems, supply and contracting communities, at a minimum; leading this Installation Functional Working Group Team; ensuring that action items resultant from the site survey visit are resolved prior to the implementation site visit; and submitting the installation’s monthly WAWF-RA Implementation Status Report (found at enclosure (3)).  Site Implementation POCs are also responsible for follow-on training at their sites.  This means that the primary and alternate Site Implementation POCs either are, or must designate, those responsible for the train-the-trainer approach being executed within this implementation. 



3. Resources.  None.


4. Training.  Training will be conducted during site survey and site implementation visits.
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Implementation Checklist



Note:  This checklist is to be used as a guide.  Some actions may require a different sequence or occur at different times in order to accommodate the various sites, time schedules, etc.
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Wide Area Workflow
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Receipt & Acceptance 



(WAWF
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RA)



Implementation Checklist
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Implementation Stages



•



General Preparation



•



Site Survey



•



Site Survey Analysis & Preparation



•



Site Implementation



•



Follow



-



up
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General Preparation
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General Preparation 



q



HQMC/MCSC Emphasis



q



Outreach



q



Request Navy Assistance 



–



Vendor Outreach / Marketing / 



Training (MCSC 



–



Initial contact made)



q



Notify Sites



q



Letter to Installation Commander or P4 



q



Contact Installation POCs 



q



Establish Organizational Mailboxes by DoDAAC (Site POCs)
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Site Survey
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Site Survey 



q



Verify Implementation POC & Alt POC Identified



q



Verify Functional Area POCs for Contracting, Financial, 



Information Systems, and Supply Identified  



q



Verify Tenant Commands Notified of Implementation



q



Conduct Executive Overview Briefing 



q



GAM Preparation



q



ID Site Primary & Alternate GAMs (All Levels)



q



DISA Form 41, GAM Letter, Register, Activate



q



Verify Organizational Mailbox Procedures 



q



Determine User Role Requirements by DoDAAC/Activity
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Site Survey 
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Determine Site Processes for Acceptance of Purchased Goods & 



Services
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Answer PKI Concerns/Requirements



q
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Coordinate Training Logistics 
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Offer CBT/WBT for All Prospective Users
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Complete Site Survey Report/Establish Action Items



q



Obtain Contract Information from Site



q



CLINs
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, Ship To, etc.



q



Developed Script to Run Against SPS Databases (Currently Testing



)
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Site Survey Analysis & 



Preparation
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Analysis & Preparation
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Complete Site Survey Action Items
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GAM Coordination
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Contract Modification List
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Target 2
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3 Vendors for Implementation
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Vendor Information
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Ensure Vendors’ CCR Registration Includes EB POC
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Determine if Vendor Already Active in WAWF



-



RA
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Site Implementation
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Site Implementation 
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Register & Activate GAMs & User Role Requirements by 



DoDAAC/Activity
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Train all users



q



GAMs



q



Government Personnel



q



Vendors
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Supervisors
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Train
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the
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trainers
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Verify All Site Survey Configuration Challenges Rectified
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Site Implementation 
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Establish and Train in Processes for Implementation
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Organizational mailboxes
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Modification Package for Existing Contracts
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New Contracts



q



Help procedures
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Develop Schedule of Modifications With Move Over Dates



q



Process at Least 1 Invoice in e2e



q



Verify Reporting Process in Place
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Follow
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Provide Metrics to HQMC/BIC/Navy 
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