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The Contractor is responsible for promptly providing written notification to the Contracting Officer it it believes the
COR has regnesiced or direcled any change to the existing contract (or task/delivery order). No aclion shall be taken
by the Contractor for any proposed change to the contract unil the Centracting Officer has issued a written directive
or wrillen inodificalion 1o the contract {or task/delivery order). The Governmient will not accept and is not liable for
any aljeged change to the contract unless the change is included in a written contract modification or directive signed
by the Contracting Officer.

II' the Contracting Officer has designated an Alternate COR (ACOR), the ACOR may act valy in the absence of the
COR (due to such reasons as leave, official travel, or other reasons for which the COR is expected to be gone and not
readity accesstble for the day).

COR authority IS NOT delegable.

H-1 Security Requirements
a, Security Classification Guidance

All Security Classification Guidance is provided on DI2 Form 254, Department of Defense Contract
Securily Classification Specificatiou (hereafier referred to as the DD 254) al Attachment 4 Any changes or additional
security classification guidance shall be provided to the Contractor in writing, through updates and moditications to
the DD 254, At no lime will the Government issue classification guidance in any other form (verbal, e-mail, ete.}.

b. Facility Sceurity Clearance {(FCL)

1. The Government shall, upon award, forward 1o the Defense Security Service (DSS), a request to inttiate
a FCL. for the Contractor if the Contractor is not already a cleared facility. The request shall be submitted at the
level {Conflidential. Secret, Top Secret) idendified in block 1 a, and if ctassified storage is required. block b of the
DD Form 254. It is the responsibility nf the Contractor tn coordinate with DSS to ensure that the FCL. (interiin is
acceptable) is in place not later than 30 days afler award, with verification in wriling to the Contracting Officer or
Contracting Officer’s Representative (COR).

2. The Contractor’s Faciiity Security Officer (FSQO) shall report, in writing, to the Centracting Officer any
changes in the Contractor’s securily status throughout the contract pertod of performauce.

¢. Persouncl Security Clearauce {PCL)

1. Contracior employees assigned 10 this project require a PCL at the level (Conlidential, Secret or Top
Secret) identified in block 1.a of the DD Form 254. Prior to assigninent of Contractor emnployees to this project, the
Contractor’s FSO sha!l submit PCL validation through use of a Visit Autherization Request (VAR} for each
employee, in accordance with DoD 5220.22-M, National Industrial Secunity Program Operating Manual (NISPOM)
Lo the designated securily representative.

2. Changes in PCL status of Contractor employees shali be forwarded in writing o the Contracling Officer
and the designated security representative.

d. Sub-Contractors

Subcontractors shall comply with the same security requirements as the Contracior. The Contractor shall
issue DD 2545 10 cach subcontractor rellecling the same security requirements applicable to the prime contract. The
contractor shall also sponsor subcontractor(s) for an FCL and associated PCL{s) required in accordance with the DD
254,
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Clause usage: All WHS contracls when performance will be on the Pentagon Reservation or other DoD [acilities.
Check paragraph 4 only when a Pentagon badge is not required for contract performance,
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WAWF INSTRUCTIONS

WHS A&PO WAWTF INVOICING INSTRUCTIONS (Apr 2010)

To implement DFARS 252.232-7003, "Eicctronic Submission of Payment Requests and Receiving Reports (March
2008)", Washington Headquarters Services, Acquisition Directorate (Wl F to electronically
process vendor requests lor payment. The web based system is located a and aliows
government contractors and austhorized Department of Defense (DOD) personnel 1o generate, capture, process and
track invoice and acceplance documentation electronically. The contractor is required 1o utilize this system when
subrmitting invoices and receiving reporis under this contract. Submission of hard copy DD250/Inveice/Public
Vouchers (SF1034) is no longer permitted.

™ wre an Electronic Business ™ © * signated in Central Contractor Registration
ind register to use WAWF ; vithin ten (10} days after award of the

L incorporating WAWF inte we counac. oawp vy slep instructions to register are available at

The contractor is directed to submit the following inveice type:
Combo - combhination of Supplies and Services
Back up documentation may be altached (o the invoice in WAWTF under the “Misc Info™ tab.

Fill i all applicable information under each tab,

With the exception of extensions, the following required inforination shouid automatically populate in WAWE; if it
does not populate, or does not populate completely or cosrectly. enter the following information as noted:

Conlract Number HQO034-09-A-3015
Delivery Order 0011
Pay DoDAAC HQ0347
Issue By DoDAAC HQO034
Admin By DoDAAC HQO00344
Inspect By DoDAAC/Exiension HQO152
Service Acceptor DODAAC/Extension
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