
Pennsylvania Wing Finance Update  Best Practices 
Guidance for All Members Purchasing Items for Civil Air Patrol 

Please review National CAP Regulation Financial Procedures and Accounting - CAPR 173-1 
 

PA Wing Financial Procedures for Members to Submit Check Requests (PAWGF 173-C & PAWGF 173-W) 
PAWGF-173-W – Reimbursements from Wing      PAWGF-173-C – Reimbursements from Units 
 

Reimbursement request: 

1. Purchases of any kind and amount must be pre-approved by the finance committee.  
2. Receipt(s) must include an itemized list of what was purchased the amounts and total, the vendor’s name and address, the date of purchase.  If the receipt is not dark or clear 

enough to be read or does not contain the required information the check request will be returned.  It must also be the entire receipt (do not cut the top or bottom off).  Please 
include a note describing the purpose of the expense (i.e. travel to cadet conference, fundraising, facility maintenance, snacks for the open house, etc.)  See samples attached. 

 For Business Meals a completed CAPF 170 must be included. - A business meal is defined as a meal shared by employees, volunteers, or donors during which business 
discussions take place; for example, staff meetings.  However, banquets, cookouts, cadet pizza parties, etc., do not require CAPF 170.  To be authorized, business meals must 
meet all three of the following criteria:  

(1) Members must obtain approval from their respective finance committee to obligate the corporation for the business meals, (2) The business meals must not be lavish, and 
(3) Alcoholic beverages will not be reimbursed.   

3. Reimbursements must be submitted to PAWG within 60 days of the date of the receipt of the completed reimbursement form PAWGF 173-C or 173-W along with the receipts d 
forward to the PAWG Wing Administrator Lisa Weber for reimbursement.  She will then send the documents via DocuSign for official electronic signature by the authorized 
member(s) of the Finance Committee.  An approval email chain may be used in place of the DocuSign signature.  

4. Best Practices: Download a PDF scanner app on your phone and scan all CAP receipts before you leave the store in PDF format.  Adobe Scan, CamScanner, and Genius Scan 
are examples of apps for your mobile device. 

Lisa Weber, the PA Wing Administrator, will return all check requests that do not meet CAP National Headquarters requirements.  It is your responsibility to submit the proper 
documentation.  A returned check request means your payment will be delayed until proper documentation is returned.   

All Finance paperwork should be emailed in pdf format to  LWeber@capnhq.gov  
Please direct any questions to: 
Lt Col DeEtte Riley     Lt Col Carol Blinebury     Lisa Weber 
PA Wing Director of Finance    PA Wing Assistant Director of Finance   PA Wing Administrator 
Cell: 814-880-9083     Cell: 215-260-34ll      Office:  717-861-2791 direct line 
Email: DRiley@pawg.cap.gov    Email: CBlinebury@pawg.cap.gov    Email: LWeber@capnhq.gov 
 

15 Sept 2021 

 

Note:  All payments made to your squadron or wing 

need to be made payable to PA Wing Civil Air Patrol. 

https://www.gocivilairpatrol.com/media/cms/R173_001_F17766C8102F6.pdf
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mailto:DRiley@pawg.cap.gov
mailto:cblinebury@pawg.cap.gov
mailto:LWeber@capnhq.gov


 

 

 

  

Sample of email trail authorization  
 
From: Capt Williams Unit Finance Officer  
Sent: Friday, January 22, 2019 3:26 PM 
To: PAWG Finance Office Finance@pawg.cap.gov 
Subject: FW: Check Request approval PA012 
 PAWG Finance Office  
Attached you will find the check request and receipt for processing.  The approvals 
are in the emails below. 
Capt Williams, Unit Finance Officer 
 
From: Maj Thomas 
Sent: Thursday, January 21, 2019 3:08 PM 
To: Capt Williams - Unit Finance Officer 
Subject: RE: Check Request approval PA02 
 I approve the reimbursement to 1st Lt West for the amount of $657.00 
Maj Thomas, Unit Finance Committee Member 
 
From:  Lt Col Smith, Unit Commander 
Sent: Thursday, January 21, 2019 3:00 PM 
To: Capt Williams – Unit Finance Officer 
Subject: Check Request approval PA012 
I authorize the reimbursement to 1st Lt West for the amount of $657.00 
Lt Col Smith, Committee Member Chair 
 
From: Capt Williams Unit Finance Officer  
Sent: Wednesday, January 20, 2019 3:26 PM 
To: Lt Col Smith, Maj Thomas 
Subject: Check Request approval PA012 
1st Lt West has submitted the attached receipt and completed check request for the Squadron Awards Dinner in 
the amount of $657.00 for reimbursement for your approval.   I authorize the reimbursement to 1st Lt West.  This 
was approved at the Oct Finance Committee Meeting.  

Capt Williams, Unit Finance Officer  

Sample of an email trail authorization, samples of 

acceptable receipts and samples of non-acceptable 

receipts.   
 



 

Do Not cut off the top or 

bottom of a receipt.  Even 

if it is just an 

advertisement or loyalty 

points.  The IRS requires 

the entire receipt. 



 

  



 

 

  

 

Note - Member Reimbursment through 

National for Missions - Members need to 

complete a current CAPF 179, Direct 

Deposit Sign up – CAP Member, on file 

with NHQ/FM in order to be reimbursed 

directly for expenses.  If Members do not 

have CAPF 179 on file will be reimbursed 

through PA Wing after PA Wing receives 

the funds from National.  

CAPF 179 Direct Deposit 

within 72 Hours. 

https://www.gocivilairpatrol.com/media/cms/F179_CB1E9818E2A43.pdf


 

  Samples of Acceptable Receipts 

PAWG Conference Lt Nida and Cadet 

Nida. 

Must have receipt for each 

room all rooms listed on a 

receipt. 

Acceptable 

Receipts 
*Vendor Name and 

Address 

*Dated 

*Detail of items 

purchased listed with 

amounts and Total 

*Purpose of purchase 

noted 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Copy of a check is 

not acceptable 

Not Itemized 

Can not read 

Not Acceptable 

Statements are 

not itemized  

Not Acceptable documentation for expenses 

Photo of receipt -

Cannot read, date 

missing and the 

entire receipt is 

not shown (cut 

off).  Use a pdf 

conversion 

application 

When ordering Pizza 

remember to get an itemize 

receipt, this is commonly 

missed.  



Sales Tax Exemption 
PA Wing Civil Air Patrol is registered as a non-profit educational organization with the State of Pennsylvania.  One way we can save money, is to use of The 
Commonwealth of Pennsylvania Department of Revenue Sales and Use Tax Exemption Certificate, when purchasing taxable items.  You may only use this 
certificate for official PA Wing Civil Air Patrol usage.  Use of this certificate for personal or nonexempt purchases will result in cancellation of our exempt status. 

 
The forms are located on the PA Wing Website under resources. The certificates may be reproduced. 

 
When using this form it is best to visit or contact the custom service department of the vendor first to register this Tax Exemption Certificate they all have their own 
requirements.  The Certificate might alrady be files with Stores or Business that has multiple locations.   

https://pawg.cap.gov/virtual-resources-menu/pa-wing-resources

