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INVOICE SUBMISSION INSTRUCTIONS

The Contractor may submit invoices in either electronic or paper format. Electronic submission is
preferred.

(1) Electronic invoices shall be address to MARADinvoices@faa.gov, with copy to
MARADSARInvoices@dot.gov

Electronic invoices shall conform to the following criteria, or be subject to rejection:

a. Invoice and supporting documentation shall be in Adobe Acrobat (pdf) format.
b. The e mail subject shall include the following information: Name of Contractor; Invoice date and

number; Invoice amount; Contract number and, if applicable, the order or modification number;
Terms of any discount for prompt payment offered; Payment instructions (i.e, financial
institution, ABA routing#, account #)

(2) Paper invoices shall be submitted to one of the following addresses. Multiple copies are not
required.

MARAD A/P CR Invoices Branch
AMZ 160
PO Box 25710
Oklahoma City, OK 73125

If a street address is required for delivery (i.e., Federal Express), the following address may be
used in lieu of the post office box:

MARAD A/P CR Invoices Branch
AMZ 160
6500 S. MacArthur Blvd.
Oklahoma City, OK 73169


