ARIZONA WING SUPPLEMENT 1
CAP REGULATION 173-1
23 June 2026

APPROVED/J. MISTICH/CAP/FM
Finance

FINANCIAL PROCEDURES AND ACCOUNTING

CAP Regulation 173-1 dated 15 November 2012 (Includes ICL 17-02 dated 15 March 2017), is
supplemented as follows:

Paragraph 9. b. (12) Added. Meet on a monthly basis to review the status of the state appropriated funds
account and review and approve all CASH requests for use of state funds. CASH requests are submitted
by a member of Wing Headquarters, command groups, support groups, and units below wing. An email
will be sent to the submitter of the request to inform them of the decision of the Committee, the amount
of approved funds that have been allocated, or the need for additional information before a decision can
be made.

Paragraph 11.r. (1) Added. Units will make all deposits directly at a PNC Bank branch location. An AZWG
Form 5 Deposit Advice will be filled out and submitted, along with the bank deposit receipt and any
required documentation, via email to UNITDEPOSITS@AZWG.ORG within seven days of making the
deposit. This email address will be monitored by the Wing Bookkeeper and Wing Director of Finance.

Paragraph 11. r. (2) Added. The unit specific AZWG Form 5 Deposit Advice is located in EWing, accessed
through the Arizona Wing website at https://azwg.cap.gov, under Computer Library of Important Papers
(CLIP), in the Finance section. Units will use their unit specific AZWG Form 5.

Paragraph 18. a. Added. Reimbursement requests will be submitted via the PAYER application, located
in Ewing, accessed through the Arizona Wing website at https://azwg.cap.gov. An AZWG Form 9
Disbursement Request will be filled out and uploaded along with all invoices and/or receipts to the PAYER
application. This application will be monitored by the Wing Bookkeeper, Wing Director of Finance, and
other members of the wing staff.

Paragraph 18. a. (1) Added. The AZWG Form 9 Disbursement Request is located in EWing, accessed
through the Arizona Wing website at https://azwg.cap.gov, under Computer Library of Important Papers
(CLIP), in the Finance section.

Paragraph 24. a. Added. Non-official travel by Arizona Wing (AZWG) CAP members is at the member’s
expense and is not reimbursable by AZWG. Non-official travel includes transportation to and from CAP
meetings and similar activities, and is always at the risk of the individual CAP members and their
passengers.

Paragraph 24. b. Added. Official travel may be authorized and funded by AZWG, SWR, CAP NHQ, USAF,
or another Wing, Region, or Agency.

Supersedes: AZWG Supplement 1 to CAPR 173-1, 6 June 2024 OPR: FM
Distribution: 1 each squadron, 1 each finance committee, Wing Bookkeeper Pages: 3



2 CAPR 173-1 SUPPLEMENT 1 23 June 2026

Paragraph 24. b. (1) Added. Funded travel for AZWG members, reimbursed directly by any agency aside
from AZWG, must have approval of the AZWG Commander and the agency requesting the travel. This
travel will comply with all CAP regulations and applicable travel policies and procedures of agencies
providing funding for the travel.

Paragraph 24. b. (2) Added. AZWG funded travel applies to AZWG members traveling in support of AZWG
missions.

Paragraph 24. b. (3) Added. Members shall provide unimpeachable stewardship of the public funds
available for our use as reimbursement of travel expenses.

Paragraph 24. b. (4) Added. Members shall make every reasonable effort to make the most economical
travel choices available, in every instance of expense.

Paragraph 24. c. Added. Member reimbursement for travel requires specific approval by the AZWG
Commander, who will ensure that funds are available for this purpose. Requests must be made via email
at least 7 days in advance of the planned travel to the AZWG Commander, with a cc email to the unit
commander, AZWG Director of Finance, and AZWG Chief of Staff, with the following information (keep
the travel authorization to include with filing of the AZWG Form 11 Travel Expense Report at completion
of travel).

Paragraph 24. c. (1) Added. Who — Provide the Grade, Last name, First name, and CAPID of all members
who are traveling. Itinerary must be exact same for each person travelling. If itinerary is different, send
separate email messages.

Paragraph 24. c. (2) Added. Why — Designated Purpose.

Paragraph 24. c. (3) Added. Where — Full Name of Location (Not Airport Code).

Paragraph 24. c. (4) Added. When — Date(s) of travel, one way or round trip.

Paragraph 24. c. (5) Added. Expenses — Estimated cost of each member's ticket for travel AND estimated
total cost of other "Reimbursable travel expenses". See paragraph 24. d. and 24. e. for details.

Paragraph 24. d. Added. Reimbursable travel expenses include airfare, vehicle fuel, rental car, parking
fees, taxi and similar ground travel services, meals, lodging, etc.

Paragraph 24. e. Added. Non-reimbursable travel expenses include per diem, alcohol and tobacco
expenses, medication and medical care expenses, and incidental expenses.

Paragraph 24. f. Added. Members must submit for travel reimbursement within 10 days of returning
home from the travel. The member must provide as much detail as possible when filing receipts, to ensure
adequate understanding of type and amount of expenses.

Paragraph 24. f. (1) Added. Members will itemize all expenses on the AZWG Form 11 Travel Expense
Report and submit the form, along with the AZWG Commander’s approval email (see Paragraph 24. c.),
and legible copies of all receipts to the PAYER application on the AZWG EWing website. This form will be
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used in lieu of the AZWG Form 9 Disbursement Request for all travel expenses.

Paragraph 24. f. (2) Added. The AZWG Director of Finance, or designee, must immediately notify the
member of incomplete or questionable expenses on the PAYER submission, so the member to correct or
provide additional details or explanations. Significant variances to initially approved funding will require
review and approval by the AZWG Finance Committee.

Paragraph 24. f. (3) Added. The AZWG Form 11 Travel Expense Report is located in EWing, accessed
through the Arizona Wing website at https://azwg.cap.gov, under Computer Library of Important Papers
(CLIP), in the Finance section.

Lnde Z y(u‘cyczz

LINDA L YAEGER, Colonel, CAP
Commander
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Attachment 1
COMPLIANCE ELEMENTS

There are no additional compliance elements for this supplement.
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