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	Due Date
	Freq
	Report
	Description
	Send to 
(blank if online)
	Dept

	01-31 Jan
	Annual
	Unit Personnel Authorization
Note 1, 2, 3
	PA-01 for unit, include meeting location, dues, contact info, attach Duty Assignment & Committee/Board reports,  
	Unit send to Group Personnel Officer
	PER

	01-31 Jan
	Annual
	Group Personnel Authorization
Note 1, 2
	PA-01 for Group – submit package of all unit reports as one pdf file
	Group to send to
Wing Adm
	

	01-31 Jan
	Annual
	Safety Survey
	Log report online in eServices, questions about unit safety staff & procedures
	
	SE

	01 Jan - 31 Mar
	Annual
	Safety Day & ORM Familiarization
	Log annual Safety Day & Risk Management briefing
	
	SE

	01-30 Sep
	Annual
	F-172 Consolidated Finance Authorization, Note 4
	Finance Committee Members, expenditures, date as from 01 Oct
	Wing Finance
Lt Col Brana
	FIN

	01-30 Sep
	Annual
	Unit Budget – expenses for next FY
	Unit revenue & expenses – must equal each other, balance budget
	Wing Finance
Lt Col Brana
	FIN

	01-20 Sep
	Annual
	F-171 Commander Financial Disclosure Statement
	Certify proper accounting of all funds
	
	FIN

	01-15 Oct
	Annual
	Unit Annual Aerospace Education Activity Report
Note 2
	Description of activity last (fiscal) year
	Group AEO
	AE

	01-15 Oct
	Annual
	Group Annual Aerospace Education Activity Report
Note 2
	Description of activity last (fiscal) year – submit package of all unit reports as one file
	Wing DAE
	AE

	01-15 Oct
	Annual
	Unit Aerospace Education Plan of Action (POA)
Note 2
	AE plan, goals, measurement  for next (fiscal) year
	Group AEO
	AE

	01-15 Oct
	Annual
	Group Annual Aerospace Education Plan of Action (POA)
Note 2
	Group AE plan, goals, measurements for next (fiscal) year
	Wing DAE
	AE

	01-31 Oct
	Annual
	Logistics: Equipment Inventory
	Verify resources issued to unit or individuals
	
	LG

	01-31 Oct
	Annual
	Real Property Inventory
	Verify buildings, offices, etc, used by unit
	
	LG

	09 Jul
	First half: 01 Jan to 30 Jun
	F-34 Chaplain/CDI semi-annual statistical report
Due within 10 days of end of period
	Statistical details of Jan to Jun half of year
	
	CH

	09 Jan
	Second half:
01 Jul to 31 Dec
	F-34 Chaplain/CDI semi-annual statistical report
Due within 10 days of end of period
	Statistical details of Jul to Dec half of year
	
	

	As scheduled
	Biennial
	Unit Inspection – SUI
	Upload supporting documents prior to inspection; in-person unit inspection
	
	IG

	
	
	
	
	
	



NOTES:
1. Use the provided templates for both unit and group Personnel Authorization (PA-01); Personnel Authorization update due any time there is a change of unit commander (squadron or group), update PA-01 with current date and new number, eg PA-02 etc
2. Use the provided templates for both unit and group annual AE Activity Report and AE Plan of Action; see Wing web site: www.nywcap.org [Aerospace tab]
3. Must include: Finance Committee, Awards Review Board, Promotion Board, Membership Committee entered into eServices Duty Assignment; see excellent ppt presentation on Finance on the NYW Finance page: www.nywcap.org [Finance tab]
4. Within 30 days of Change of Command and appoint Financial Officer within 30 days of taking Command; update the Personnel Authorization (PA-01); enter into Duty Assignment in eServices; advise the Wing Director of Finance
See -- CAP Form 27 – Change of Commander, or unit details (such as address, website, etc)
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