
Maintenance/Oil Change (under $500 per occurrence, $1000 per month. Tires $200 per tire, $800 per set):
1. Have work done using WEX Card
2. Scan the invoice into a file. Using the maintenance section, fill out all fields and upload this file into ORMS.
3. Upload the invoice file (maintenance screen bottom) using browse; locate file, and then submit.  
[bookmark: _GoBack]Maintenance/Repair work (over WEX Card limits):
1. Upload the scanned estimate(s) files in the documents section of ORMS (bottom of screen).
2. Fill out a CAPF 70, scan and attach the estimate(s) and send to Wing Transportation Officer.
Wing Transportation Officer reviews and submits to National Headquarters’ transportation for a control number. If there are issues, the Wing Transportation Officer will return CAPF70 and request clarification as needed. Upon receiving a control number the Wing Transportation Officer send you a document which will include the control number.
3. When you receive the control number for the maintenance/repair works, have the work/job done.
4. Scan the invoice into a file. Using the maintenance section, fill out all fields and upload this file into ORMS.
5. Prepare an ORWG Form 33 along with the approved CAPF70 and Invoice submitting them to Wing Administration (orwghq@yahoo.com) as you would for oil change service.
6. Wing will submit a reimbursement check to you within two weeks. 
