HOW TO ESTABLISH SERVICE?

In order to provide service to any customer, a job order number must be established with the Norfolk PWC comptroller.

To establish a job order number the customer must provide a Funding Document (NAVCOMPT form 2275) or a Requisition & Invoice  (form DD-1149).  The funding document should state under the description of work “PWC ENVIRONMENTAL SERVICES CODE 991” at minimum and should list the type of work requested.  Forms may be obtained at the comptrollers’ office for each command.

Copy of the completed funding document must be sent to PWC Comptroller Code 151.3 (Accounts Receivable), FAX # (757) 445-9828. The PWC Comptroller can assign a job order as soon as the funding document is received.  Work may be sent as soon as the job number is established.

