INVOICING PROCEDURES ELECTRONIC (USMC May 2004) 

In compliance with DFARS 252.232-7003, "Electronic Submission of Payment Request (March 2003)", the United States Marine Corps (USMC) utilizes WAWF-RA to electronically process vendor request for payment.  The contractor is required to utilize this system when processing invoices and receiving reports under this contract.  

The contractor shall (i) ensure an Electronic Business Point of Contract is designated in Central Contractor Registration at http://www.ccr.gov and (ii) register to use WAWF-RA at the https://wawf.eb.mil, within ten (10) days after award of the contract or modification incorporating WAWF-RA into the contract.  Step by step procedures to register are available at the https://wawf.eb.mil
The USMC WAWF-RA point of contact for this contract is --------- and can be reached at ------- or email: -------------.  The contractor is directed to use the "Combo" or “2-in-1”  (Chose the appropriate format based on the following: Combo is used for goods or any combination of goods and services.  2-in-1 is used for services only contracts. In most cases these formats are the appropriate choices and the USMC recommended method. However, particular situations may require different WAWF-RA document types.  When this occurs, the contracting officer should replace “Combo” or “2-in-1” with the correct format in the space above) format when processing invoices and receiving reports.  When entering the invoice into WAWF-RA enter in the following fields these DoDAAC or DoDAAC extensions:

“Issue by DoDAAC” field enter ---------- (Issuing Contracting Office DoDAAC) 

“Admin DoDAAC” field enter------ (Usually the same as the Issued By DoDAAC)

“Payment DoDAAC” field enter-----------

“Ship to Code/ EXT” field enter in---------- and ------ in the extension field (The acceptor’s DoDAAC and if applicable provide the extension). 

“Inspect By DoDAAC/ EXT” fields “Leave blank” (Instruct the contractor to leave blank unless inspected at Source then the source inspection DoDAAC is entered which is normally a DCMA DoDAAC.)

“LPO DoDAAC/ EXT” fields enter “Leave blank”- (Instruct the contractor to leave blank unless Navy funded contracts which normally requires a LPO.)  

In some situations WAWF-RA system will pre-populate the “Issue By DoDAAC”, “Admin DoDAAC” and “Payment DoDAAC”.  Contractor shall verify these DoDAACs automatically entered by the WAWF-RA system match the above information. If these DoDAACs did not match then the contractor shall correct the field(s) and notify the contracting officer of the discrepancy (ies).  Step by step WAWF-RA invoicing procedures for “Combo” or  “2-in-1” are available at USMC paperless site http://www.marcorsyscom.usmc.mil/sites/pa/ under “Vendor Interface” section. On the Vendor interface page click on “WAWF-RA” header at the top of the page.  Under downloads on the WAWF-RA page that appears click the appropriate document either “Combo” or “2in 1” to download the instructions.  
Before closing out of an invoice session in WAWF-RA but after submitting your document or documents, the contractor will be prompted to send additional email notifications.  Contractor shall click on “ Send More Email Notification” on the page that appears.  Add the acceptor’s/receiver’s email address -------(Note this address is their work email address not their WAWF-RA organizational email address) in the first email address block and add any other additional email addresses desired in the following blocks.  This additional notification to the government is important to ensure the acceptor/receiver is aware that the invoice documents have been submitted into the WAWF-RA system.  

