MICHIGAN MICHIGAN WING SUPPLEMENT 1

CAP REGULATION 173-1
10 APRIL 2026

APPROVED/L. CAMPBELL/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 6.n Added: Use of the most current version of MIWG Forms (MIWGFs) as found on the
Michigan Wing website at https://miwg.cap.gov/members/miwg-forms-and-documents. The forms are
located under the “Member/MIWG Forms and Documents” link. Or on the Michigan Wing Finance Google
Drive. Detailed instructions are given for each form. Completely fill out all blocks of the forms to include
full names of individuals or organizations as applicable. NOTE: Any form requiring any type of approval
can now be processed through the Wing DocuSign account. Below is a list of applicable forms:

(1) Added MIWGF 173-A Direct Deposit (ACH) Authorization
(2) Added MIWGF 173 -T Travel Authorization Form

(3) Added MIWGF 173-V Travel Voucher

(4) Added MIWGF 173-3 Wing Payment Request

(5) Added MIWGF 173-B Subordinate Unit Budget

(6) Added MIWGF 173-C Unit Payment Request

(7) Added MIWGF 173-D Unit Deposit Notice

(8) Added MIWGF 1734D Dues Assessment

(9) Added MIWGF 173-S Scholarship Request

Paragraph 9.c.(1) Added MIWG Units may utilize the Wing DocuSign account for the approvers’ signatures
for their CAPF 172 Consolidated Finance Authorizations.

Paragraph 9.c.(3) Added MIWG Units will utilize MIWGF 173-4D for Request of Additional Dues

Paragraph 11.u. Added: Michigan Checking Accounts
(1). Wing Checking Account

(a.) Request for checks issued to pay invoices for reimbursement must be submitted by the individual or
by their Unit using MIWG F173-3 Michigan Wing Check Request.
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(b) All forms & supporting documents will be approved by the MIWG Director of Finance or other
authorized members, as indicated CAPF 172. This approval will be signed and dated on the document via
DocusSign.

(c.) Actions requiring the approval of the Wing Finance Committee, if over $1500, will be completed via
DocusSign.

(d.) Payment will not be issued prior to completing the approval process. After all is approved, the Wing
Administrator will post the payment online with the bank.

(e.) Payment will be processed ACH, credit card, or through Chase BillPay service. Payment will be sent to
the vendor or member directly from the bank.

(2). Squadron Checking Account

(a.) Request for payment issued to pay invoices or for reimbursement must be submitted by the
individual or by their Unit using MIWG F173-C. This approval will be signed and dated on the document
via in-person or by DocuSign.

(b.) All forms & supporting documents will be approved by the Squadron Commander or other
authorized members, as indicated on the Units CAP F -172. This approval will be signed and dated on the
document via in-person or by DocuSign

(c.) Actions requiring the approval of the Unit Finance Committee, if over $500, will be completed via
in person or by DocuSign.

(d.) Payment will not be issued prior to completing the approval process. After all is approved, the
Wing Administrator will post the payment online with the bank.

(e.) Payment will be processed ACH or through Chase BillPay service. Payment will be sent to the
vendor or member directly from the bank.

(f.) Squadron Deposits: Unit should make deposits to their local branch of Chase Bank, if possible. Be
sure to do the following for each deposit & submit it to the Wing Administrator by email or be uploaded
to the Finance INBOX as part of the Michigan Wing Google Workspace

e Complete MIWG F-173D

e Take a picture or a scan of each check (to be made out to “Civil Air Patrol”) & check stub

e Complete a deposit slip at the bank

e Write your Unit # on the deposit slip — take a picture of the deposit slip

e Once deposited & you get a bank receipt — take a picture or scan of the receipt

e Units that do not have a local Chase Bank or are unable to get to the bank in a timely manner
may mail any check deposits using the MIWGF 173-D (including all checks, check stubs, or
correspondence) directly to the Wing Administrator for processing.
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Paragraph 18. Payments (Added)
a. Invoice Approval for Michigan

1. Wing Expenses — All invoices must be submitted to the Wing Administrator in a timely manner
using the MIWGF 173-3. Approval will be processed by the Wing Administrator via DocuSign, prior to
payment

2. Squadron Expenses — All payment requests must be submitted to the Wing Administrator in a
timely manner using MIWG 173-C. If approval is needed (not already wet-signed), the Wing Administrator
will get approval via DocuSign, prior to payment.

3. Members may be reimbursed via direct deposit if they choose. To be reimbursed via direct
deposit, the member must complete a MIWGF 173-A Michigan Wing Direct Deposit Sign up and submit
this form via a secure upload link. MIWGF 173-A may not be submitted via email. Link can be found on
the MIWG Webpage or by contacting either WA (Angela Marke at amarke@capnhg.gov) or Director of
Finance(Tamara Tinsey at tamara.tinsey@miwg.cap.gov). If the member has previously submitted form
and all information remains accurate, the member may check the box for ACH in the pay to box of MIWGF
173-3 or MIWGF 173-C

e. Michigan Wing Credit Cards

1. Wing Credit Cards — Credit cards are issued to the Wing Administrator 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.

(a.) Credit Card Use/Purpose by position

(i). Wing Bookkeeper — office supplies, Wing Conference and other Wing Expenses.

(i) MIWG Encampment Commander — all expenses associated with his/her duties as the MIWG
Encampment Commander.

(b.) Lost or stolen credit cards must be reported to the Wing Commander, Wing Director of Finance
and Wing Administrator immediately.

(c.) Two warnings will be issued for failure to follow credit card procedures. A third offence will result in
the cancellation of the card, and the member will be liable for all charges and may be subject to disciplinary
action.

2. No Credit Cards will be issued to any Squadrons

Paragraph 24. Travel Added

Travel (added 2" Paragraph) Michigan Wing travel expenses for members performing official Wing duties
will be paid, if pre-approved (MIWGF 173-T) by the Wing Director of Finance, the Wing Commander, or

the Wing Finance Committee, as needed. Because Wing funds are limited, members must seek the most
cost-effective means of travel.
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(a.) When travel is required for Wing business, a Travel Authorization must be submitted to the Wing
Director of Finance prior to travel (MIWGF 173-T). The request should include dates, business purpose of
travel and estimated cost. All travel anticipated by the Wing Commander that will exceed $1,500 (unless
it is of an emergency nature and time constraints prevent such action) must be submitted to the Finance
Committee through DocuSign prior to travel with a quorum approving.

(b.) Within 15 days of returning from travel, the member will complete a travel voucher (MIWGF 173-
V) for reimbursement. This form must be completed and submitted with all receipts and the Travel
Voucher attached. When using the corporate credit card, all receipts must be submitted within 15 days.

(c.) Travel expenses should be limited to airfare (when corporate vehicle is not available or time
constraints/distance warrants air travel vs driving), fuel expenses, hotel, rental car, parking and
registration. Costs will be reasonable and approved as stated in section (a) prior to travel

(d.) Routine travel to Wing headquarters will not be reimbursed.

(e.) Use of Wing corporate vehicle to travel for corporate business, errands or daily use require proper
documentation including but not limited to fuel receipts, miles driven, purpose and destination. Fuel
charges on the corporate card will also be supported with the vehicle usage report indicating miles driven,
purpose and destination.

(f.) Documentation of all expenses may be difficult to obtain such as tolls, bus fares, metro cards and
baggage fees. A handwritten statement of cost, date and purpose of charges may be submitted where
substantiation is difficult to obtain. Prior approval is still required for all anticipated and actual costs

34. (Added) Michigan Wing FORMS. The following forms are to be used in support of the Michigan Wing.

Financial Procedures. Electronic versions of any of these forms provided that the electronic version has
the same information as the paper version.

MIWGF 173-A Direct Deposit (ACH) Authorization
MIWGF 173 -T Travel Authorization Form

MIWGF 173-V Travel Voucher

MIWGF 173-3 Wing Payment Request

MIWGF 173-B Subordinate Unit Budget

MIWGF 173C MIWG Payment Request

MIWGF 173D MIWG Deposit Form

MIWGF 173-4D Request for Additional Dues
MIWGF 173-S Request for Scholarship
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Attachment 1
COMPLIANCE ELEMENTS

There are no compliance elements for this publication.



