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Financial Management

NC WING FINANCIAL MANAGEMENT PROCEDURES

This instruction prescribes the financial management procedures of the NC Wing. 

This instruction supplements the requirements listed in CAPR 173-1thru 4 concerning management of NC wing funds and supersedes prior issued supplements, instructions, and procedures.  

The effective date of this procedure is 1 Dec 2012

 173-1(sec 7) - Wing Director of Finance

a. Director and Assistant Director of Finance

The Wing Commander will appoint the Director and Assistant Director of Finance in accordance with CAPR 35-1
The Assistant Director of Finance will serve as Director of Finance whenever the Director is unable to perform the duties of the office.

The Dir. of Finance is authorized to approve Fund Raising requests

173-1 (Sec 9) Wing Finance Committee
b.The Wing Commander, will appoint members to the NC Wing Finance Committee

Finance committee will be composed of the following:

Wing Commander, Chairman

Vice Commander

Chief of Staff

Director of Finance

Assistant Director of Finance

             Members at large

Advisory members

CAP USAF/MER Assist DO 

Wing Administrator- Recording Secretary

             Members at Large

173-1 (Sec 6). Wing Accounting Procedures and Policies

I. Expenditures. (Wing Purchasing and Invoice Approvals)

1. Staff Requests for purchase of materials/services will be documented on NCWF 100 and submitted with applicable supporting documentation to the Chief of Staff.  Upon approval, NCWF 100 will be returned to requesting officer for purchasing.  Upon receipt of services/ materials ordered, NCWF100 with receiving ticket/invoice will be submitted to wing administrator within days for payment. Receiving tickets/reports will indicate date received/ qty of materials / services received and receiving party’s name. 

2. NC Wing checks or EFTs will bear the approval of 2 finance committee members.

Director of Finance may waive the requirement for 2 signatures on checks or EFT’s less than $500.00 in extenuating circumstances.  Waiver of 2 signature requirement will be documented and filed with applicable check documentation.

3. Aircraft “B” and “C” flying hours will be invoiced to PIC in accordance with approved rates as listed in CAPR 173-1 plus applicable wing rate additions and collection fees. 

 Wing Administrator will identify past due accounts to Director of Finance. Collection of accounts determined to be non collectable will be referred to the wing commander.

Dir. of Finance will notify Wing Commander of past due accounts.

173-1 (Sec 20) Credit Cards

 NC Wing credit cards will be controlled by the command staff and released upon proper authorization on an “as needed” basis to activity Finance Officers.

 Use of the NC Wing credit card will be authorized by the command staff and documented on NCWF 100.  Activities desiring to use wing credit card will appoint an Activity Finance Officer. Activity Finance Officer will submit detailed written request for use of wing credit card to Wing Administrator who will forward request to command staff. 

Upon completion of activity, a complete accounting of credit card use with original receipts must be submitted to Director of Finance no later than 10 days following activity completion. Credit card will be returned to wing administrator no later than 10 days following activity completion. Final accounting report with original receipts will show expenditure purpose to facilitate posting to the correct accounts. Information necessary to facilitate the categorization of these expenditures is required.  The date, vendor name, items purchased and amount will be documented for all expenditures.

No personal use of wing credit card is permitted.

Credit cards will not be used for cash advances

Improper usage and accounting of credit cards will be reported to the Wing Commander for disciplinary actions as appropriate. Personnel improperly using wing credit card(s) assume full financial responsibility and liability for incurred credit card debts.

Lost or stolen credit cards will be reported immediately to Wing Administrator, Wing Commander, and Director of Finance.

173-1 (Sec 19) Debit Cards

 Debit cards are not authorized by the NC Wing 

173-1 (Sec 24) Travel 

NC Wing personnel travel will be approved by the command staff and documented on a travel expense report. Travel expense report will include purpose of travel and original receipts for all expenditures.  

Wing credit cards may be used to pay for expenditures directly related to approved travel activities within the user’s scope of duty. 

Travel expense report must be submitted no later than end of month following completion of travel. Receipts must show expenditure purpose to facilitate posting to the correct accounts.  Vehicle identification numbers, aircraft N numbers, mission numbers, the purpose of the expense and any other identifying information necessary to facilitate the categorization of these expenditures is required.  The date, vendor name, items purchased and amount will be included on any e-mail notification in addition to the above information.
Failure to submit proper accounting of travel expenses within 30 days of travel completion will be reported to the command staff for appropriate disciplinary action.

173-1(Sec 9) b (4) Annual Operating Budget

1. NC Wing Director of Finance will submit a budget to the Finance Committee for approval prior to start of each fiscal year.  Budget will identify non appropriated revenue and expense accounts and wing directorate responsible for the budget accounts.  

Budget will be reviewed quarterly by the Finance Committee

2.  Activity Budgets

Wing activities involving income and expenses shall have an approved budget prior to activity occurrence and expenditure of wing funds.  Activity Commander will be responsible for proper use and accounting of funds. Activity commander will submit a detailed budget request nlt 30 days prior to the activity occurrence to the Director of Finance for approval and will submit a detailed final budget report of actual income and expenses to Director of Finance for each approved activity within 30 days of activity completion.

173-1 (Sec 16) Investments

Certificates of Deposits (CD’s) will be completed by Dir. of Finance. Upon maturity or “cashing out”, Dir of finance will transfer the funds to the Consolidated Unit account and assign to the applicable unit.

173-1 (Sec 26) Fund Raising/ Donations/ Grants

 Request for Fund Raising Approval, NCWF 173-4, will be forwarded to wing Director of Finance no less than 30 days prior to conducting such activity. An “Activity” is defined as any event in which funds are collected and/or expenses incurred. 
OIC of activity will submit Report of Fund Raising Activities, NCWF173-4R, within 30 days of completion of such activity.

Fund deposit records of Fund Raising Activities will include the Fund Raising Approval Number.

Fund Raising Approvals expire at the end of the fiscal year in which approved. A Final Report (NCWGF173-4R) must be submitted within 30 days of the end of the FY.

3. Units below Wing Level
A. Accounts Payable

Units below wing level will furnish Wing Administrator a list of personnel authorized to approve unit expenditures via Consolidated Finance Authorization, CAPF 172.

Units below wing level will submit Unit Check Request Form, NCWG Form 35 and applicable documentation to NC Wing Hq for payment no later than 30 days from date of invoice or expenditure.  NCWG Form 35 requires signatures of 2 authorized unit personnel. Email/fax copies of NCWGF 35 are authorized.

G. Reports/Forms

Financial reports/forms are required from all units below wing level as listed in attachment 1.

Failure to submit required reports/forms will be considered a violation of Financial Mgmt Procedures. Failure to submit required reports will be reported to the command staff for appropriate disclipininary action.

H. Violation of NC Wing Financial Management Procedures

The Dir. of finance will notify the Wing Commander of violation(s) of the financial management procedures. The Wing Commander may impose the following restrictions on the unit:

1. Submission of Report(s) by not received by deadline:
     Email notice to unit CC of pending 







    suspension

2. Submission of Report(s) 10 days late:      30 day suspension of unit activities from date of email                           

                                                                      Notice.

3. Submission of Report(s) 30 days late:      Suspension of unit activities until released by wing 




                 commander. 

4. Improper use and reporting – Wing Credit Card:  Dir of Finance will report violations of wing credit card procedures to wing commander for appropriate disciplinary actions.

/s/ Eric B. Grant, Lt Col                  __________
Director of Finance                             date

Approved:

/s/ David E. Crawford                      ___________                                 
 Dave E Crawford, Col, CC                       date

  Attachment 1
REQUIRED REPORT/ FORMS
1. NCWGF 39/CAPF 171 Unit Commander Financial Disclosure Statements

2. NCWGF 40/CAPF174     Unit Contributed Facilities and Utilities for FY
                                                                

3. Unit Budget

     Unit balanced budget for the FY (Special format not required)

4. IRS W-9                           Vendor Identification Number- Required FOR INVOICE PAYMENT                 
                                (unless to a CAP member)

5. CAPF 172                          Consolidated Financial authorization (required annually/ changes of       command/appointment of Finance Committee

Reports/forms are required NLT 1 Oct of each FY unless otherwise started. 

Submit reports/ forms to wing hq.

DO NOT SUBMIT REPORTS TO NAT HQ


