252.232-9012 WIDE AREA WORK FLOW (WAWF) - RECEIPT AND ACCEPTANCE (RA)
INSTRUCTIONS (November 2011)

(@) As prescribed in DFARS clause 252.232-7003 Electronic Submission of Payment Requests (Jan 2004),
Contractors must submit payment requests in electronic form. Paper copies will no longer be accepted or
processed for payment unless the conditions of DFARS clause 252.232-7003(c) apply. To facilitate this
electronic submission, the Defense Threat Reduction Agency (DTRA) has implemented the DoD
sanctioned Wide Area Workflow-Receipt and Acceptance (WAWF-RA) for contractors to submit
electronic payment requests and receiving reports. The contractor shall submit electronic payment requests
and receiving reports via WAWF-RA. Vendors shall send an email notification to the Contracting
Officer Representative (COR), Program/Project Manager or other government acceptance official
identified in the contract by clicking on the Send Additional Email Notifications link upon every
submission of an invoice/cost voucher in WAWF-RA. To access WAWF, go to https://wawf.eb.mil.

** For questions, contact the DTRA WAWF Team at wawfhelp@dtra.mil **

(b) Definitions:

Acceptor: Contracting Officer’s Representative, Program/Project Manager, or other government
acceptance official as identified in the contract/order.

Pay Official: Defense Finance and Accounting Service (DFAS) payment office identified in the
contract/order.

SHIP To/Service Acceptor DoODAAC: Acceptor DODAAC or DCMA DoDAAC (as specified in the
contract/order).

DCAA Auditor DoODAAC: Needed when invoicing on cost-reimbursable contracts. (Go to www.dcaa.mil
and click on the appropriate link under the Audit Office Locator to search for your DCAA DoDAAC.)

>>>>> For contracts that are administered by the Office of Naval Research (ONR): <<
Enter the ONR DoDAAC in the DCAA Auditor DoDAAC field in WAWEF.

(c) WAWEF Contractor Input Information:
The contractor shall use the following information in creating electronic payment requests in WAWF:

Invoice Type in WAWEF:

If billing for Cost Type/Reimbursable contracts (including T&M and LH), select “Cost Voucher”
If billing for Firm-Fixed Price (FFP) Materials Only, select “Combo”

If billing for FFP Materials and Service, select “Combo”

If billing for FFP Services Only, select “2-n-1 (Services Only)”

** |f the contract contains both FFP and Cost Type (including T&M and LH) line items, they must
be invoiced separately on appropriate types mentioned above. Upon the written approval of the
Project Manager or Contracting Officer’s Representative, the contractor may invoice both line
items in one type of invoice.

For WAWE Routing Information, See Table Below:

o SF 26 SF 33 SF1449 DD 1155
Description n -
Located in Block/Section
Contract Number 2 |2 2 1
Delivery Order See Individual Order 4 2
CAGE Code 7 15a 17a 9
Pay DoDAAC 12 25 18a 15
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http://www.dcaa.mil/

Inspection Section E (except SF 1449, See Entitled):
INSPECTION AND ACCEPTANCE

Acceptance Section E (except SF 1449, See Entitled):
INSPECTION AND ACCEPTANCE

Issue Date 3 5 3 3

Issue By DoDAAC 5 7 9 6

Admin DoDAAC 6 24 16 7

Ship To / Service

Acceptor DODAAC 6 24 16 7

Ship to Extension Do Not Fill In

Services or Supplies Based on majority of requirement as determined by
monetary value

Final Invoice? Do not change “N” (no) to “Y” (yes) unless this is the last
invoice and the contract is ready for closeout.

(d) Final Invoices/Vouchers -Final Payment shall be made in accordance with the Federal Acquisition
Regulation (FAR) 52.216-7, entitled “Allowable Cost and Payment.”

Invoices - Invoice 2-n-1 (Services Only) and Invoice and Receiving Report (Combo)

Select the “Y” selection from the “Einal Invoice?” drop-down box when submitting the final invoice for
payment for a contract. Upon successful submission of the final invoice, click on the Send Additional
Email Notifications link to send an additional email notification to the Contracting Officer Representative
(COR), Program/Project Manager or other government acceptance official identified in the contract.

Cost Vouchers - Once the final DCAA audit is complete for cost reimbursable contracts and authorization
is received to submit the final cost voucher, select the “¥” selection from the “Einal Voucher” drop-down
box when submitting the final cost voucher. Upon successful submission of the final cost voucher, click on
the Send Additional Email Notifications link to send an additional email notification to the following
email address: finalcostvouchers@dtra.mil

(e) WAWEF Training may be accessed online at http://www.wawftraining.com. To practice creating
documents in WAWF, visit the practice site at https://wawftraining.eb.mil. General DFAS information
may be accessed using the DFAS website at http://www.dfas.mil/. Payment status information may be
accessed using the mylnvoice system at https://myinvoice.csd.disa.mil. Your contract number and
shipment/invoice number will be required to check status of your payment.

Note: For specific invoice related inquiries email: vendorpay@dtra.mil. Vendors shall forward any
additional DTRA related WAWF questions to wawfhelp@dtra.mil.
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