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Finance 

FINANCIAL MANAGEMENT PROCEDURES 

 
CAP Regulation 173-1 dated 15 November 2012 (Includes ICL 17-02 dated 15 March 2017), is 
supplemented as follows:  
  
9.b.(12) Added:  
  
(a) Special activities such as cadet encampment, ALS etc. shall submit a budget to the wing 
finance committee at least 30 days prior to commencement of the activity.  
  
24. Travel. Added:  
  

a. Ordinary travel by Texas Wing CAP members is at the member's expense. TX Wing 
recognizes that members may incur travel expenses that are over and above a 
reasonable amount expected. Official travel includes direct and indirect support of 
CAP programs and missions, and is generally reimbursable or paid directly by CAP. 
Non-official travel includes transportation to and from CAP meetings, encampments 
and other activities. Non-official travel is solely at the risk of the individual CAP 
members and their passengers. Non-official travel is generally not reimbursable.  

  
b. Air Force, CAP NHQ or other agency funded travel. TXWG CAP members will comply 

with all applicable travel policies and procedures of agencies providing funding for 
CAP travel.  

 
(1) Funded travel may be authorized by CAP NOC on approved missions.  
(2) Authorized hotel and per diem expenses are entered as a Remain Over Night 

(RON) Expense in WMIRS. The request is made and approved by the NOC prior to 
leaving home. Under limit circumstances, if a hotel is needed, the NOC must be 
notified as soon as possible. 

(3) Funded travel may be authorized by CAP NOC on approved missions.  
(4) Hotel receipts must list occupants name for reimbursement  
(5) Member must scan and upload receipts in the WMIRS mission number under 

member name on the RON screen  
(6) Wing finance staff reviews and submits the reimbursement e108 to NHQ.  

 
NOTE: Members will have CAPF 179 (direct pay authorization) on file at NHQ 
to receive reimbursement. 
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c. TX Wing funded travel. No Wing funded travel will be authorized for FY26  

 
(1) A request for travel reimbursement authorization from TX Wing funds shall be 

submitted to the wing finance committee via email to "TX-001 Finance 
Committee" financecmte@txwg.cap.gov no less than two weeks prior to the 
anticipated travel dates. A maximum requested reimbursement amount shall be 
specified. There is no guarantee of approval. Wing finance committee approval of 
a budget item does not automatically constitute approval of expenses.  

  
(2) All reimbursable travel must be approved prior to event. Email is to be sent to "TX-

001 Finance Committee" financecmte@txwg.cap.gov. All pre-approved travel 
expenses, except for fuel on the WEX card,  shall be reported to wing finance 
within 14 days after return, using bill pay bill request document. All receipts shall 
be included, marked with members name and event name and emailed to "Texas 
Wing Bill Pay Requests" billpayrequests@txwg.cap.gov  

  
(3) The bill pay request document will be used to list travel expenses and to obtain 

reimbursement of personal expenses, i.e., items paid by personal credit card, cash 
or check. Only reasonable and preauthorized wing-related expenses will be 
reimbursed. Receipts for claimed expenses must be attached to the email. This 
includes documents showing details of the charges and not merely a copy of a 
credit card charge slip showing only a total amount. The Wing Finance Committee 
must authorize reimbursement via DocuSign. A copy of the Finance Committee 
minutes, DocuSign, or email chain reflecting the advanced approval of the travel 
and including all detailed receipts not to exceed amount, or other authorization 
must be attached.  

  
(4) The wing commander may authorize reimbursement, consistent with adopted 

budgets, for non-official use of a POV for participation in CAP activities when 
ground travel in excess of 50 miles is required.  

  
d. Corporate Travel Missions Prior approval by the Wing Commander or the Wing 

Finance Committee must be obtained.  
 

(1) Texas Wing leadership understands the importance of Group Commanders or 
Wing Directors visiting their local units and taking part in Cadet/Senior activities. 
It will help maintain esprit de corps and allow the unit commander to feel the 
value we place on the toughest job in Civil Air Patrol. We also need mileage on 
the COVs assigned to the wing.  

  
(2) To that end we will establish a mission number, in WIMRS for each fiscal year, 

for all nonoperational travel to and from these kinds of activities. Activities will 
establish a mission number for use when the activity is covering the vehicle 
costs.  

mailto:financecmte@txwg.cap.gov
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(3) The corporate travel mission can be used by anyone authorized to or from 
activities or visits to units outside of their own unit. It should not be used by 
members travelling to their unit meeting. ALL the sorties used under the travel 
mission are self-funded (i.e.  funded through the local unit).   

  
(4) Members may use the WEX credit cards to pay for fuel, but the driver or the 

driver’s UNIT will be invoiced for the amount on the card. The submission of the 
receipt and normal sortie information in WIMRS is required to use the WEX card. 
This privilege is to allow travel with minimal impact on the individual. Unit 
Commanders should discuss with the member prior to the use, how the expense 
will be handled. Either the member reimburses the unit, or the unit finance 
committee approves using existing funds.  

  
e. USE of the Corporate credit cards is limited to missions only  

 
(1) A sortie is needed in order to use the corporate EFS or WEX credit cards.  

 
(2) TX-MISC sorties are self-funded. If a non-mission expense is incurred and 

entered in TX-MISC, the tracking number must indicate the unit or member that 
will be invoiced for the charges. 

 
 
 

DONALD GULLIKSEN, Col, CAP   
Commander



4  CAPR 173-1 Supplement 1 Attachment 1    12 Feburary 2026 
 

Attachment 1 
Compliance Elements 

 
Ther are no compliance elements with this supplement. 


