


Updating CAPF 172 - Consolidated Financial Authorizations				cao26Apr22
A new CAPF 172 is required to be completed each time there is a recurring expense
change, command change, change of FM or finance committee, and before the beginning of
each fiscal year on 10/1.
Step One: Completing the form
The form is found on the NHQ website (https://www.capmembers.com/forms_publications__regulations/forms/)
Follow the instructions on the form and in CAPR , also noting the following:
• Enter date for Year-end submission or date of change
•  Enter the unit number (E.g. PCR-AK-055)
Complete:
• Section A – List Unit Invoice signers (E.g. Name/Position; invoice or ILWGF321 type (E.g. “General”); up to $500) .
• Section B - List Recurring Expenses (E.g. Vendor Name; Purpose “dropdown box”; Frequency; Amount).
• Section C – Disregard and indicate “None” since AKWG Units do not currently have CAP credit cards issued (***is this the case?***)
• Section D – N/A for Units.
• Section E – List Finance Committee members authorizing the content of the form and provide signature samples.
--It is suggested to keep the members of the finance Committee to an ODD number of
people so the quorum required for meetings and approvals is lower. Eg. If there are 3
members the number required for quorum is 2. While if there are 4-5, the quorum
number is 3.
--The Squadron Commander should sign as “Chairman”
--The Head of the unit finance committee should sign as “Director of Finance”
Step Two: Obtaining Signatures
All finance committee members present may sign the form in person or via DocuSign.  Units may pay for their own DocuSign accounts, or the Wing Administrator may be able to email the form to the signers.  Be sure the Wing Administrator has the email addresses the signers currently use.
Step Three: Submitting the form
When the form is completed, forward it to hq@akwg.cap.gov. The form will be updated in Sertify and sent out for electronic approval if not already signed.
Step Four: Updating E-Services
After all approvals are obtained,  update the finance committee list in e-services if
there were any additions or removals to the finance committee.
Upload the new CAPF 172 under Inspector General—Inspector General—Documentation—“D-3 Finance_Q05_CAPF_172_Consol_Fin_Auth_caoDDMMMYY”

***Insert Screen Snip of properly-completed CAPF 172, ideally with annotation***


https://d.docs.live.net/2868e5a0cb33db14/CAP/Updating CAPF 172 cao31Mar22kp.docx

