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Use this guide to prepare your documentation required for a successful SUI.

This guide is “squadron specific”.  See separate guide for a Group inspection.

	TAB D-3:  FINANCE

	1.
	Copy of the CAPF2a, duty assignment email from NHQ or duty assignment section from e-Services appointing the Finance Officer.
	 FORMCHECKBOX 


	
	a.
	Copy of the CAPF2a, e-mail of duty assignment from NHQ, or copy of duty assignments from e-Services.
	 FORMCHECKBOX 


	
	b.
	Verification that the Finance Officer appointment was proved in writing to the Wing Director of Finance.
	 FORMCHECKBOX 


	
	c.
	Copy of CAPR 35-1 and duty assignment as in “a.”
	 FORMCHECKBOX 


	2.
	Copy of the unit’s quarterly financial reconciliation report.
	 FORMCHECKBOX 


	3.
	a.
	Copy of the letter from the current CC appointing a finance committee.
	 FORMCHECKBOX 


	
	b.
	(1)
	Copy of the Finance Committee appointment roster
	 FORMCHECKBOX 


	
	
	(2)
	Same as above
	 FORMCHECKBOX 


	
	
	(3)
	Same as above
	 FORMCHECKBOX 



	3.
	c.
	Copy of the unit’s current annual budget.
	 FORMCHECKBOX 


	
	
	(
	Documentation showing when the budget was transmitted to the Wing Director of Finance.
	 FORMCHECKBOX 


	
	d.
	Copy of the Finance Committee appointment roster
	 FORMCHECKBOX 


	
	
	(
	Verification of annual updates to the roster.
	 FORMCHECKBOX 


	
	e.
	Copy of the unit’s list of authorized approvers and their signatures with verification of submission to the Wings Director of Finance.
	 FORMCHECKBOX 


	
	f.
	Written approval from the Wing Director of Finance of all transactions in excess of $500.
	 FORMCHECKBOX 


	
	g.
	Copy of unit’s Financial Management Procedure for recurring expenses
	 FORMCHECKBOX 


	
	h.
	Copy of the Finance Committee’s meeting calendar.
	 FORMCHECKBOX 


	
	
	(1)
	Copy of the minutes of all finance committee meetings for the past year
	 FORMCHECKBOX 


	
	
	(2)
	Copy of the finance committee records with a list of attendees and the date of the meetings
	 FORMCHECKBOX 


	
	
	(3)
	Copy of CAPR 10-2 para 6 and Table 1, Rule 3
	 FORMCHECKBOX 


	4.
	a.
	If the unit has any debit cards, copy of the bank statements for the past 12 months.
	 FORMCHECKBOX 


	
	b.
	Photocopy of any credit cards, credit accounts or prepaid credit card accounts
	 FORMCHECKBOX 


	
	
	(1)
	Copy of the unit’s Financial Management Procedures
	 FORMCHECKBOX 


	
	
	(2)
	No document required for this line.
	 FORMCHECKBOX 


	
	c.
	Copy of the wing’s written policy for bank transfers, including any limits
	 FORMCHECKBOX 


	5.
	a.
	Documentation of any certificates of deposit or other investment instruments
	 FORMCHECKBOX 


	
	
	(1)
	Copy of bank’s rules for withdrawing funds for any of the above
	 FORMCHECKBOX 
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