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FINANCIAL PROCEDURES AND ACCOUNTING REPORT FOR UNITS BELOW WING LEVEL

CAPR 173-1, 17 August 2002 is supplemented as follows : 

1.
Para 1(d)  (Add)  In addition to a minimum of two authorized signers from the unit, the signatures of the Wing commander and at least one (1) other member of the Wing Finance Committee must be authorized signers on ALL ACCOUNTS held by any and ALL UNITS.  This action is being taken so that, in circumstances where the Wing commander must take control of a unit's finances, the financial institution will provide information and permit any action requested without delay.

Before opening a new account, ALL UNITS are directed to forward the following information to the Wing Finance Committee, in care of the Wing Headquarters : 

1)  A complete description of the account to be established, including the full account number, the type of account (checking, savings, CD, etc), the full name on the account, and the complete name, address, and telephone number of the branch office of the institution.

2)  A completed and signed bank signature card (or the equivalent) for each such account to be opened.  The signature card must provide space for two additional signatures.  Two cards may be used if necessary to provide adequate space for all required unit/wing signatures.

2.    Para 2(c)    Finance Officer  

             10)  (Add)  In the event that  a Unit Commander is also performing the functions of the Finance 

                    Officer, a letter so stating shall be sent immediately to the Wing Finance Committee.  The 

                    letter shall contain the names, addresses and phone numbers of the Unit Finance Committee 

                    members.  The Finance Committee members of the unit wherein the Commander is also the 

                    Finance Officer, shall audit the books and the bank statement(s) monthly, and shall forward a 

                    copy of the most current bank statement to the Wing Finance Committee along with a 

                    statement signed by all the Committee members that the books appear to be in order as of 

                    that audit, or a report of any discrepancies.

3.
Para 3  Reports 

            (Add)  c.   Each unit is required to forward a legible copy of the unit's AWF 173-2 to the wing 
            finance Officer on a quarterly basis.  The Wing Office must receive this copy on or before the 15th 
            day of January, April, July, and October.  Concurrently with, and in addition to the AWF 173-2, 
            each unit shall forward a copy of the most recent bank statement for each account maintained by 
            the unit and a reconciliation of any differences.

            (Add)  d.  The Annual Finance Report  (CAPF 173 dated Mar 86)  is due on the 15th of October 
            each year.  All receipts records (CAPF 173-1), expenditures records (CAPF 173-1a) and a copy of 
            the most recent reconciled bank statement will accompany the Annual Report.
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Commander
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