December 4,  2012 (Revisions in bold purple with revision mark on left column)

[image: image1.wmf]
WIDE AREA WORKFLOW 

(WAWF) INVOICE REVIEW
Contracting Officers Representative (COR) – WAWF Invoice Review and Acceptance or Rejection of Goods or Services.
1.    PURPOSE

The purpose of this document is to provide the SPAWAR claimancy policy and guidance regarding the COR’s  responsibility in reviewing contractor submitted invoices to the Wide Area Workflow (WAWF).  

2.   POLICY

a. SPAWAR Contracts use the WAWF to electronically receive, accept, and certify invoices and receiving reports.  Use of the WAWF was mandated via OUSD Memorandum of 14 Jul 2004, ASN (RD&A) Memo of 25 Jan 2006, and ASN (RD&A) Memo of 16 Mar 2007 which called for full deployment of WAWF by the end of FY 2008.

b. Based on your Program Office Nomination and the Contracting Officer Letter of Designation as a COR, one of your primary duties is to review and validate the contractor submitted invoices against products or services to ensure the invoiced amount for labor, materials and travel are consistent and reasonable for the work performed during that billing cycle.
3.   RESPONSIBILITIES

a. Generally, the COR is authorized by the Contracting Officer to perform inspection and acceptance of contract deliverables, verify the accuracy of contract vouchers/invoices, and monitor contract expenditures. The COR shall review and validate the contractor submitted invoices against the provided goods or services received by the Government during that billing cycle. NOTE: All voucher/invoice reviews/validations must be conducted by a Government employee only, never by a contractor.
b. The COR is no longer responsible for invoice certifications/approval for payment for those contracts administered by SPAWAR or DCMA.

1. For non DCMA administered contracts, SPAWAR HQ Comptroller has established a team to perform the Local Processing Official (LPO) invoice approval function in WAWF. 
2. For DCMA administered contracts, DCMA will perform the invoice approval function. 
4.    PROCEDURES

a. Currently Section G Invoicing Instructions of the Contract or Delivery Order do not include contractor WAWF invoice notification to the COR. The Invoicing Clause G has been revised to include mandatory e-mail notification to the COR when the contractors submits the invoices to WAWF. It is important to ensure the contractor provides the COR notification, a soft copy of the invoice and any requested back-up data to assist the COR with the Invoice review/validation process. 
b. For all cost-type, Time and Material (T&M), and Labor-Hour services contracts and task orders, the COR will perform Labor Rate and ODC reviews by comparing and documenting each Invoice submitted by the contractor. 
c. For Firm Fixed Price Invoices/Receiving Reports in WAWF, the COR shall add Comments and/or upload any supporting documents under the Misc Info tab in WAWF to support any Partial acceptances or any rejected items. Also, upload any documentation used to validate Receipt and Acceptance into WAWF under the Misc Info tab in WAWF.
d.  To determine what activity is responsible for the administration of the Contract or Delivery Order see the front page of the contract or delivery order. For a Contract, the SF30, Block 7, titled ADMINISTERED BY: or a Delivery Order DD1155, Block 7, titled ADMINISTERED BY:, will identify the administering activity by UIC/DODAAC. See the following three scenarios to identify your COR roles for invoice reviews, acceptance and/or rejection of Goods and Services based on the administering activity. 
1. If SPAWAR HQ is administering the contract, and you and/or your code are receiving goods and services, you as the designated Acceptor, will need to go into WAWF and accept or reject the Goods and Services. You need to review the invoice to ensure the invoiced amount correlates to the Goods as documented in the WAWF Shipment folder, or services provided during that billing cycle. You will not be certifying the invoice or approving payments. Since SPAWAR HQ certifies the invoice, you will need to send an e-mail to SPAWAR_1.0_LPO@navy.mil and notify them that you have accepted or rejected the goods or services in WAWF, and the LPO will go in and certify the invoice. In the case of rejection, the LPO will hold off certifying the invoice until the PCO provides resolution of the issue. This is an important step, as the LPO will not get automatic routing of invoices to certify. 

2. If DCMA is administering the contract, and you and/or your code are receiving goods and services, you as the designated Acceptor, will need to go into WAWF and accept or reject the Goods and Services. You need to review the invoice to ensure the invoiced amount correlates to the Goods as documented in the WAWF Shipment folder, or services provided during that billing cycle. You will not be certifying the invoice or approving payments. If you accept the Goods and Services no further action is required on your part.  If you reject the Goods and Services, you will need to contact your PCO and DCMA for resolution of the issue. It is important to note that the invoice in question will still be paid and resolution may not occur until contract close out. 
3. If DCMA is administering the contract and is designated as the Acceptor for the Goods and Services, you have no action in WAWF. 

5. MISCELLANEOUS

WAWF Tool Box
The main WAWF link is the WAWF Production Site which will provide step by step instructions for establishing a log-on and password and the required WAWF Roles of both “Acceptor” and “Acceptor View Only.”

WAWF Production Site:

https://wawf.eb.mil
Web-Based Training Site:

 http://www.wawftraining.com
WAWF Practice Site:

 https://wawftraining.eb.mil
Navy WAWF Assistance Line:

1 (800) 559-9293

Navy WAWF Quick References:

 http://acquisition.navy.mil/content/view/full/99
DISA Ogden Help Desk: 

1 (800) 618-5988

cscassig@csd.disa.mil
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INVOICE REVIEW REPORT FORMAT

From:
(Applicable COR)

To:
(Applicable PCO and Contract Specialist)

Subj:
INVOICE REVIEW 

CONTRACT NUMBER:     ___________________________________                                                   
DELIVERY ORDER/ TASK ORDER #:      ______________________ 

COMPANY NAME:   _______________________________________

INVOICED PERIOD OF PERFORMANCE: FROM   MMDDYY    TO   MMDDYY
Encl:
(l) Invoice Number ___________________
Check Appropriate Space:

_______1.
Enclosure (l) submitted under the subject contract/DO/TO  has been reviewed and the labor hours, labor  rates , material (if any) and travel/ODC’s  identified therein appear consistent and reasonable for the effort performed during this billing period.

_______2.
Enclosure (l) submitted under the subject contract (delivery order) has been reviewed and the following deficiencies are noted:

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________
_______3.   Direct Labor – Post Award of Contract or Task Order Tripwire Monitoring:  For all Cost-Type, Time and Material (T&M), and Labor-Hour services contracts and task orders whose PSC is listed in the ASN RDA memo dated 20 Nov 2012, Taxonomy for the Acquisition of Services and Supplies & Equipment, the COR will perform an Actual Labor Rate review and shall report any tripwire metrics identified during the review through the use of the TripWire On-line Reporting Tool.  

a.  Monitor monthly all fully burdened labor charges in ANY labor category in excess of $250K per year ($120.19/hour) which were not originally specified in the contractor’s proposal at award.  

i) ________ (Y/N)  Did any fully burdened actual rates (per person) in any labor category exceed $250K per year ($120.19/hour) which were not originally specified in the contractor’s proposal.   If no, go to paragraph (3)(b).



(1)  How many rates exceeded $250K during this reporting month? _________

ii) ________(Y/N)  If any fully burdened actual rates (per person) in any labor category exceed $250K per year ($120.19/hour), were these actual rates recorded in the TripWire On-line Reporting Tool at: https://e-commerce.sscno.nmci.navy.mil/tripwire.nsf/HomePage?openform
b.  Monitor monthly average actual labor rates compared to average negotiated labor rates and shall report any tripwire metrics identified during the review through the use of the TripWire On-line Reporting Tool.  
i) __________(Y/N)  Did the variation of actual-to-negotiated labor rate averages exceed 15% for this reporting month.  If no, go to paragraph (4).



(1)  What is the variance?  ________%

ii)__________(Y/N)  Did variation of actual-to-negotiated labor rates exceed 20% for more than three consecutive months and, if so, was this elevated to SPAWAR 2.0 or the Field Activity Director of Contracts where applicable? 

iii)_________(Y/N)  If the variation of actual-to-negotiated labor rate averages exceeded 15%, was this recorded in the TripWire On-line Reporting Tool at:

https://e-commerce.sscno.nmci.navy.mil/tripwire.nsf/HomePage?openform
_______4)  ODC Post-Award Tripwire Monitoring -  Monitor on a monthly basis the use of ODCs. If the COR requests that ODCs be increased more than 10% of original ODC total (cumulative per given period of performance), then the rationale shall be documented in this report, signed by the Program Manager (or equivalent), and shall report any tripwire metrics identified during the review through the use of the TripWire On-line Reporting Tool.  

_________(Y/N)  Will ODCs be increased more than 10% of original ODC total (cumulative per given period of performance)?  If no, sign and date memo.  Provide to PM and PCO, as required.

a) What is the percentage increase? ________%

b)  Rationale for the increase in ODCs:  

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

c)_________(Y/N)  If the ODC be increased more than 10% of original ODC total (cumulative per given period of performance), was this recorded in the TripWire On-line Reporting Tool at:

https://e-commerce.sscno.nmci.navy.mil/tripwire.nsf/HomePage?openform






____________________________







Signature of COR and Date

Concurrence, when Required:







_________________________________







Program Manager or equivalent and  Date
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