
PENNSYLVANIA WING FINANCE UPDATE

Items to Discuss
• Updates to the 172 (Consolidated Finance Authorization) Process

• Submitting Deposit Information

• Submitting Reimbursement Requests

• Payments for CTS, Conferences, Etc. 

• Fundraising Requests
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NEW PROCESS FOR OBTAINING SIGNATURES ON CAPF 172

Old Process
 Obtain physical signatures at in-person 

meetings
 Reimbursement requests must have matching 

signatures or an approval email from email 
listed on 172

 Phasing out over next couple of months

New Process
 DocuSign – What is it?
 Obtain signatures via DocuSign (electronically)
 Reimbursement requests must be sent through 

DocuSign
1. Squadron puts together 173-C and 

receipts
2. Send to finance@pawg.cap.gov
3. Wing Admin sends to FC member in 

DocuSign
4. FC Member signs in DocuSign
5. Wing Admin pays bill

 Implementing group by group
 How is this beneficial to all?

mailto:finance@pawg.cap.gov
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SUBMITTING DEPOSIT DOCUMENTATION

 Items to Send to finance@pawg.cap.gov
• Detailed 173-D (Add details to form if capable)

• Bank Receipt
• Deposit Slip (Not required, but helpful)

• Copy of check(s) (You may omit banking numbers)

• Detailed email
 PAWGF-173D found at pawg.cap.gov Publications
 Carefully Choosing Account Numbers (Fundraiser vs. Donation)

 Examples

mailto:finance@pawg.cap.gov
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Deposit Slip

Bank Receipt

Make 
sure to 
include 
an 
identifier!



SUBMITTING REIMBURSEMENT REQUESTS

 Items to Send to finance@pawg.cap.gov
• PAWGF-173C and detailed email
• Itemized receipts, within 60 days of request date
• W9 may be required if directly paying a vendor

 PAWGF-173C found at pawg.cap.gov Publications
 Carefully choosing account numbers
 Examples 

mailto:finance@pawg.cap.gov
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Van 37005
100 miles
Transporting supplies for Cadet Conference 2019
John Smith

Fuel receipts should 
include name, 
vehicle ID if 
applicable, brief 
description of use, 
and miles traveled



Receipts must not be 
cut off at the top or 
bottom, even if the 
information seems 
useless. This is 
something that the 
IRS looks for during 
an audit.



Itemized Not Itemized



NOT ITEMIZED ITEMIZED



PAYMENTS FOR CTS, CONFERENCES, ETC.

 Members pay their unit
 Units pay Wing
 Scholarships for events can be paid directly to Wing, no 

need to pay the member back
 Be descriptive on deposit advice



FUNDRAISING REQUESTS
 Fundraising requests should now be sent, along with 

Finance Committee Meeting Minutes to 
finance@pawg.cap.gov

 The Finance Office will review them, and forward to Col. 
Berry for approval. Once approved they will be sent back to 
the squadron.
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