

[bookmark: _GoBack]Instructions for Use of NYWF173A (New York Wing Finance Request for Advance Funds)


This form is to be used for requesting funds in advance of an activity where a specific amount of monies to be spent is not known to avoid any member from outlaying funds of their own.  

1. Fill in the following information as requested in the first box:  

a. Date of request

b. Name and charter number of unit

c. Date the funds are needed

d. Start and End dates of activity

e. Location of activity

f. Amount of money being requested (must have sufficient funds in bank)

2. In the second box:

a. Fill in the name of the person who is to receive the check

b. Fill in the reason for the request

c. Have the Activity Director print and sign his/her name agreeing to file a CAP Statement of Expenses within ten (10) working days of the completed activity.

d. Have the Unit Commander print and sign his/her name verifying the need for the advance funds and that the individual has been counseled as the repayment requirements of any unused portion.

3. In the third box:

a. If the requested amount is $500.00 or greater, obtain the signatures of the Unit Finance Committee.













NEW YORK WING FINANCE REQUEST
FOR ADVANCE FUNDS

This form shall be used for requesting funds in advance of an activity to preclude any member from outlaying their own funds, and the total amount is unknown.

										Date ________________________
Unit: _________________________________________________________________________________
		Name								Charter Number
Name of Activity: _______________________________________________________________________
Date Advance Funds Needed: ____________________________________________________________
Dates of Activity:   Start date: ________________________	End Date: _________________________
Location of Activity: ____________________________________________________________________
Amount of Advance Funds Requested: _____________________________________________________
Name of Activity Director: _______________________________________________________________


I request the amount indicated above to be sent to (name, grade) ______________________________ at address ____________________________________   for the purchase of __________________________________.

I understand and authorize that any unused or undocumented amount of the advance will be repaid in full at the time of filing either in the form of a personal check or authorized draw back from the unit account.  I understand and agree to obtain and retain all receipts for all expenditures of cash.  I agree to file a CAP Statement of Expenses within two (2) weeks of the completed activity.

Signature of Activity Director: __________________________________________

I certify that the above named individual must have an advance to fund the above mentioned activity.  This individual has been counseled as to the requirements to repay any unused or undocumented portion of the advance.

Signature of Unit Commander: _________________________________________


If amount of request for advanced funds is $500.00 or greater, Unit Finance Committee approval must be obtained.

Signature of Finance Committee Members (minimum 2 required): ______________________________________

_______________________________________               _________________________________________


NYW FM Use Only						Unit Name ______________________________

Reviewer: _______________________________________________________

Advance sent via Check:						______________________

Less Amounts used & verified:					______________________

Total amount due/owed:						______________________

Payment/authorized draw back date:					______________________

NYWF 173A (Jun 16) – Previous editions will be obsolete as of 1 October 2016
