Instructions for Use of NYWgF173C (New York Wing Check Request for Units below Wing Level)


· This form is to be used by the Units when requesting a check for payment or for member reimbursement.
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· Members may not submit check requests for reimbursement to themselves or to a family member.  In that case, request should be made by another member of the finance committee that has authorization as per the annually submitted CAPF172.

· Submission should not exceed 60 days beyond date of earliest receipt for member reimbursement.

		
1. Enter Date on Receipt:  This is the date on the submitted documentation for the requested check.  
2. Receipts must have full documentation of the purchase (date, place, items, amount).  

3. Credit card statements alone are not acceptable.

4. Enter Unit NAME (XYZ Composite Squadron)

5. Enter Squadron Charter No. (NYxxx)

6. Enter name of person to receive check and where it is to be mailed.  List phone # if available for follow-up if necessary.

Itemized Expenses:

1. All items purchased under the same account Number (7700100, Supplies) can be generally described (ribbons, etc.).  Each account number needs to be entered on a separate line (8475020, Cadet Activities, Activity 2 could be food for a bivouac).  The list of account numbers is attached to the Excel spreadsheet.

a. Each line should have a description of what the money was spent for, the account number as per the official list, and the amount for that line item.
b. Total amount of check requested should be indicated on the bottom box of the amount column on the far right and should be the actual total of all lines.

2. If this is a request for under $500, then only one approval signature is required.  Either the Unit Commander, or an authorized member of the finance committee (other than the recipient of the check) needs to either type or print their name clearly, sign and date the form.  

3. If the check request exceeds $499.99 then the form requires the signatures of a majority of the Finance Committee as assigned on the CAPF172.
	
4. If the check request exceeds $499.99, approval of the expense is required to be documented in the minutes of the latest Finance Committee meeting, and kept as part of the Unit records. 
