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CAP Regulation 173-1, dated 15 November 2012, including ICL 17-02 dated 15 Mar 2017, is supplemented 
as follows: 

6.n. Added. Requests for reimbursements/vendor payments of Wing expenses will be made using Utah 
Wing Form 11 (UWF11).  Requests for reimbursements/vendor payments of Unit expenses will be made 
using Utah Wing Form 17 (UWF17). 

6.o. Added. Wing documents requiring approval will be signed and dated on the document via DocuSign 
or in rare situations, via email. Units may sign in-person, via DocuSign, via emails, or with meeting minutes. 

6.p. Added. Checks will not be issued prior to completing the approval process. The approval and check 
issuance may be completed on the same day. 

11.u. Added. Payments will be processed via Zions Bank Bill-Pay system. The check will be sent to the 
vendor or member directly from the bank. 

11.u.(1) Added. In rare cases when a check is needed immediately, a paper check may be prepared, 
provided all approvals have been completed and the check is signed by two authorized signers. 

11.r.(1) Added. Units may deliver or mail any check deposits using the UWF18 Deposit Record directly to 
the Wing Bookkeeper (WB) for processing.  Units may also make deposits directly at a Zions Bank branch.  
If funds are deposited at the bank, the UWF18 deposit record must be accompanied by the deposit receipt 
received from the Bank and copies of any checks deposited.  Documentation may be sent physically or 
electronically. Cash should not be mailed. 

20.b.(1). Added. Credit Cards will be issued to a Squadron if a legitimate purpose is determined by the 
Wing Finance Committee.  An example of such purpose would be to register cadets with NHQ pending 
reimbursement from the sponsoring organization. 

20.e. Added. Credit cards are issued to the WB and members of Wing staff on an “as needed” basis. Their 
use is limited to the purpose for which they were issued.  All charges to an individual's credit card are the 
sole responsibility of the individual to whom the credit card is issued. 

20.d.(1). Added. Lost or stolen credit cards must be reported to the credit card issuer, the Wing 
Commander, Wing Director of Finance and WB immediately. 

20.d.(2). Added. Two warnings will be issued for failure to follow credit card procedures.  A third offense 
within a 6-month period will result in removal of the card and the member may be subject to disciplinary 
action.  The card may be returned upon approval of the Wing Finance Committee. 
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24.a. Added. Travel by Utah Civil Air Patrol (CAP) members and funded by Utah Wing (UTWG) funds can 
be requested when it is undertaken to benefit or improve Civil Air Patrol programs and services. Funding 
by CAP for travel should not be expected or offered as part of accepting a CAP responsibility assignment. 

24.b. Added. All travel using wing funds (use of squadron funds by squadron members are exempt) must 
be approved in writing. Travel by the Wing Commander is approved by the Wing Finance Committee. All 
other travel is approved by the Wing Commander. Requests for funding CAP-related travel must be 
itemized on UWF100-TA and submitted in advance to the Director of Finance. If other funds (National 
Headquarters CAP or grant funding) are available, the source of funds must also be disclosed. 
Determination to fund travel will be based on the nature of the event, experience and attitude of the CAP 
member, and expected benefits to Utah Wing CAP. Any travel expenses incurred prior to approval will be 
the member’s responsibility. 

24.c. Added. To claim reimbursement for approved travel, members will submit a completed UWF20, 
detailing travel expenditures and a UWF11 summarizing the reimbursement request. Claims will be 
reviewed for evidence that the funded travel accomplished the stated purpose as provided in the UTWG 
Form 100-TA approved prior to travel. The UWF20 and UWF11 Forms will be submitted to the Utah Wing 
Director of Finance and WB for processing. 

24.d. Added. Members are expected to incur only reasonable expenses. Under most circumstances CAP 
members will not be reimbursed for hosting others’ expenses. CAP funds will not be used for illegal or 
unapproved uses. Expenses for alcoholic beverages will not be reimbursed with CAP funds. Traveling 
members receiving travel advances will be required to repay any funds that exceed the actual expenses 
incurred. The wing will not compensate a member for physical automobile damage which may be 
deductible from the member’s collision insurance coverage. 

24.e. Added. Members on wing business travel are official representatives of the Civil Air Patrol, and it is 
expected that their public behavior will, at all times, project an image that is a credit to the organization.  

ANDREAS WESEMANN Colonel, CAP 
Commander
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Attachment 1: Compliance Elements 
 

There are no compliance elements with this supplement. 


