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Dear Sir or Madam:

Please submit all invoices the following address:  

COMMANDING OFFICER (4108)
U.S. COAST GUARD FINANCE CENTER
1430 KRISTINA WAY
CHESAPEAKE, VA 23327-4108
Email:  FIN-SMB-Invoices@uscg.mil (only invoices & SF182)
Invoices may also be faxed to (757) 523-6906, attention TEAM 4B/MR3

Invoices submitted to any address other than the addresses indicated above will be considered an improper invoice under the terms of the Prompt Payment Act.  Proper invoices must contain the complete business name, remittance address, invoice number, *document number, invoice date and DUNS number.  DUNS numbers may be obtain by visiting the following link:  www.ccr.gov  and/or customer service (866) 606-8220.  Once DUNS number has been obtain, please go to SAM.gov and set up an account.  Any invoices with multiple document numbers must be separated into individual invoices and attachments.

Payment will generally be made within 30 days after a proper invoice is received by the U.S. Coast Guard Finance Center.  Please direct all payment inquiries to the Finance Center at (800) 564-5504; reference document number when you contact us.

Thank you for your attention in this matter.

* In order to receive prompt payment, you must include the Coast Guard assigned document number on your invoice; the assigned document number is located in block 23 of the Standard Form 182 - Request Authorization Agreement and Certification of Training.  The assigned purchase number begins with “30” and is followed by a string of alphanumeric characters.  

Sincerely, 
Ann Marie Duncan 
Ms. Ann Marie Duncan	
Program Analyst, Advanced Education
Education and Professional Development Branch (FC-Tepd)
Force Readiness Command
U.S. Coast Guard
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