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PROLOGUE:

This Guide is not intended to make you a squadron-level finance officer; only to
give a squadron-level maintenance officer an understanding of the relationships
between CAP’s way of managing finances and CAP’s way of managing
maintenance for its fleet of corporate aircraft.

(See Figure 1, The Aircraft Cycle, to visualize the relationship between

missions, flying, revenue, maintenance, and aircraf  t availability.)

BURLEIGH J. PUTNAM, Lt Col, CAP
CAWG Maintenance Officer
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THE CAP AIRCRAFT "CYCLE"

N

AVAILABILITY FLYING HOURS

N L

MAINTENANCE <«— REVENUE

MISSIONS generate Flying Hours!

FLYING HOURS generate Revenue!

REVENUE pays for Maintenance!

MAINTENANCE generates Aircraft Availability!

AVAILABILITY allows us to fly Missions!
Figure 1
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SOURCES OF INCOME

A. CAP obtains money for upkeep of its aircraft from several sources:

1.

Appropriated Funds - authorized annually by federal legislative action;
held by the US Air Force for issuance to NHQ CAP; earmarked for
specific items such as...

a. Major acquisitions : new aircraft, new mission equipment,
significant aircraft modifications. Described in CAPR 67-4 (for
aircraft) or CAPR 67-1 (for other equipment).

b. Major maintenance : replacement engines, propeller and propeller
governor overhauls, selected avionics replacements, refurbishments,
paint, significant airframe repairs. Use is directed in CAPR 66-1.

Insurance payouts to NHQ CAP through its Hull Self-Insurance
Program. Described in CAPR 900-6.

California State Office of Emergency Services (OES) reimbursements
for minor maintenance costs already paid out. Governed by a
Memorandum of Understanding between OES and CAWG. Must be
renewed every two years by the state legislature. MOUSs are described
in CAPR 60-3.

Revenues from Reimbursed Mission flight hours — paid by
organizations making use of CAP aircraft (both corporate and member-
owned) under Memoranda of Understanding (MOU) or Letters of
Agreement (LOA) with CAP; or by the US Air Force. Collected by NHQ
CAP and disbursed to wings for their participating aircraft. This funding
is addressed in CAPR 173-3.

Revenues from Nonreimbursed Mission flight hours — paid by CAP
members who are using corporate aircraft for other than USAF-
approved missions. This funding is also addressed in CAPR 173-3.

Contributions made to a unit — either a specified squadron or the wing
organization — can come from a variety of agencies, organizations, or
individuals. Contributions are addressed in CAPR 173-4. Donations
are material goods or real property which may also be passed to CAP
units. Donations are also addressed in CAPR 173-4.

Revenues collected through fund-raising activities by a CAP unit. Such
activities are addressed in CAPR 173-4.

Investment or interest income  generated by unit-level funds held in
the wing’s account for the subordinate unit. Management and control of
such funds is addressed in CAPR 173-1 and 173-2.
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B. Who’s in charge of these monies?

1. NHQ CAP/FM (CAP’s Chief Financial Officer ) controls funds obtained
under items 1 and 2 (above). NHQ CAP/MX (the Director of Fleet
Management) manages funds obtained under items 1 and 2 (above).

2. HQ CAWG/FM (the wing's Director of Finance ) controls funds
recovered by item 3, payments generated by item 4, and funds returned
to wing from item 5. HQ CAWG/DOAM manages these funds for its
corporate aircraft fleet and validates maintenance-related payments.

3. The “owning” group/squadron  manages and controls funds generated
by items 6, 7, and 8... as well as funds from item 5 in excess of CAP’s
minimum flight charges.

Supersedes CAWGG 66-3, 20 Dec 03 4
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.  COLLECTING INCOME FROM CORPORATE
AIRCRAFT

A. Appropriated Funds only pass between the US Air Force and NHQ CAP.
The USAF releases such funds quarterly to CAP to cover maintenance-related
costs for a select list of...

1. Purchases : new aircraft, replacement aircraft, new mission equipment,
replacement mission equipment, replacement engines or propellers,
new avionics (as upgrades to existing avionics or as new capabilities).

2. Expenses : exterior painting, interior refurbishments, major component
overhauls; selected alterations, selected parts purchases.

B. Agencies with approved Letters of Agreement (LOA) or Memoranda of
Understanding (MOU) with CAP pay for the use of CAP aircraft (both corporate
and member-owned, under certain conditions) to conduct Reimbursed Mission
flying. These are designated as “A” missions or “L” missions. See CAPR 60-1,
Atch 10 for descriptions of specific “A” mission symbols and “L” missions.

1. These “customers” pay CAP a flat rate per flying hour, with the rates
established by NHQ CAP. Rates are specified in CAPR 173-3, Atch 1.

2. Inturn, NHQ CAP/FM issues payments to each wing’s “minor
maintenance fund” account based on the number of flight hours
generated by the wing'’s aircraft on a particular mission. In California
Wing this account is labeled the “Aircraft Account”.

NOTE: If member-owned aircraft participate in reimbursed missions, the flight
hour revenue (and other qualifying expenses) are reimbursed to the member.

3. Within CAWG these payments are deposited and credited to each tall
number based on the hours which that particular tail number flew.
These are paperwork-only transactions within CAWG/FM. No $$$
changes hands.

4. These funds don't trickle down past wing level. As maintenance costs
are incurred the wing pays for such expenses from its wing-level
Aircraft Account.

C. “State OES” reimbursements come from the California State Office of
Emergency Services, based on a Memorandum of Understanding. The wing’s
Finance Committee may reallocate these funds among major programs such as
aircraft maintenance, communications operations and maintenance (O & M),
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vehicle maintenance, or other wing functions so long as they have some tie-in to
CAP’s “Emergency Services” mission.

D. Individual CAP members who use corporate aircraft on Nonreimbursed
Mission flying effectively rent the squadron’s assigned aircraft and pay the
squadron for the elapsed Hobbs time. These kinds of flights are listed in CAPR
60-1, Atch 10 with “B” or “C” mission symbols. Any exceptions to this payment
requirement will be addressed through the CAWG Sup to CAPR 66-1, paragraph
14; or CAWG Operating Instruction 21, Wing Financial Policy.

1. Individuals pay a flat rate per hour, with the rate established by the
squadron through its finance committee. CAPR 173-3, Atch 10 only
establishes minimum dry rates for each make/model in the corporate
fleet, which each squadron must collect. Squadrons can charge more,
but not less, than the CAP-established rates.

2. The squadron may determine if their rate will be “wet” (unit provides
plane and fuel) or “dry” (unit provides plane; pilot pays for fuel used).

But keep in mind... a “wet” rate places more of a burden on both unit and
wing to keep the revenue properly accounted for and reconciled.

3. The squadron collects and deposits this revenue in the wing’s
designated bank account and reports such revenue through the CAWG
Form 1, Aircraft Account Deposit Advice . Specific procedures to
deposit and report such income may be found in the wing publication
Wing Banker Solution for Units Below Wing Level, available for
download from the CAWG Publications web page.

4. All corporate aircraft are registered to “Civil Air Patrol, Inc.” as owner —
so all revenue generated by CAP corporate aircraft become CAP
revenue... not unit revenue.

5. If or when a corporate aircraft transfers out of a unit, all its “aircraft
account” monies go with the aircratft.

6. Donations (such as tools or equipment) that were identified specifically to
support the assigned aircraft (aircraft covers, headsets, survival kits) also
become CAP assets and will normally go with the aircraft if/when it's
transferred.

7. This also means a squadron finance committee can approve the transfer
of monies from their general operating account into their aircraft
account... but not from their aircraft account into their general operating
account. All monies generated by a corporate plane must stay with that
plane.

E. Other Sources . Other monies from contributions or fund-raisers are
normally deposited to the squadron’s general operating account — unless
specifically donated for aircraft support. The exception is investment/interest
income from aircraft account monies, which must be retained in the aircraft
account.

Supersedes CAWGG 66-3, 20 Dec 03 6
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lll. PAYING EXPENSES FOR CORPORATE AIRCRAFT

A.  The Major Maintenance Fund is managed by NHQ CAP/MX. This is
where appropriated funds and H S | claim payouts come from. These funds can
only be used to pay costs directly associated with returning corporate aircraft to
airworthy status or returning mission equipment to serviceable condition.

1. Squadrons — through their wing commander or “designated
representative” — may request “major maintenance” funds to pay for
selected major components which require repair or replacement or
upgrade. Within CAWG the Aircraft Maintenance Officer (CAWG/DOAM)
is delegated authority to release such requests.

2. If approved by CAP/MXA, the work can then be started and the
vendor/supplier is paid directly from NHQ CAP upon completion of the
work.

NOTE: If the squadron starts on such maintenance actions prior to requesting
major maintenance funds, you can expect your request to be disapproved.
“After-the-fact” reimbursement is rare and must be fully justified.

B. The Minor Maintenance Fund is the label NHQ CAP gives to the pot of
monies held at wing level in its Aircraft Account . This pot of money is
controlled by FM and managed by DOAM. Such funds may only be used to pay
costs which keep corporate aircraft serviceable and keep CAP mission
equipment (installed in aircraft) operable. Invoices which are generated for these
reasons will be paid by CAWG/FM directly to vendors out of this pot of money.
These are called reimbursable costs

C.  Onthe other hand, the squadron-level Aircraft Account may be used to
purchase anything which supports the operation, appearance, security, or
equipping of its assigned corporate aircraft. If such a cost does not qualify as
“reimbursable” it is — by default — nonreimbursable from the wing’s Aircraft
Account. Nonreimbursable costs are identified in the CAWG Sup to CAPR 66-
1, paragraph 14.c.4) .

1. As examples, squadrons should not expect payment from CAWG or
NHQ CAP for the following kinds of expenses:

Hangar or tiedown fees, washrack fees

Aircraft covers, chocks, tiedown ropes

Avgas or lubricants, oxygen servicing

Cleaning supplies, pilot supplies, office supplies

Postal, telephone, datafax, reproduction expenses

Tools or support equipment

GPS subscriptions(*), technical subscriptions, aeronautical charts

Supersedes CAWGG 66-3, 20 Dec 03 7



CAWG Guide 66-3 11 June 2008

2. DOAM acknowledges the utility of paying certain ancillary costs (such as
freighting/shipping expenses) which are an “integral part of” a
reimbursable maintenance action, but which cannot be included in the
vendor’s invoice. (Example: Shipping costs to return a reparable “core”
component back to the dealer to avoid additional charges.)

3. NHQ CAP recently obtained funding to provide annual GPS navigation
data subscriptions for all its GX60-equipped (IFR-certified) aircraft; as
well as sufficient subscriptions for wings to provide one datacard update
per year for all GX55-equipped (non IFR-certified) aircraft. Downloads
and distribution of these cards is managed through DOAM. NHQ CAP
also pays the annual subscriptions for G1000-equipped aircraft software
and navigation data updates.

Supersedes CAWGG 66-3, 20 Dec 03 8
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V. THE WING-LEVEL “AIRCRAFT ACCOUNT”

Under CAP’s “central banking” requirements, wings are held accountable for
proper and effective use of all revenues generated by corporate aircraft. By
CAP’s Statement of Work and CAPR 173-2, all revenues generated by corporate
aircraft may only be spent for the upkeep of assigned corporate aircratft.

A. Wings must practice “tail number accounting ”... that is, both revenues
and expenditures must be linked to a specific tail number. Flight charge
revenues generated by a given tail number must be credited to that tail number.
Likewise, any maintenance-related reimbursable expenses must be accounted
for against the tail number which received the parts or services.
Under “central banking” CAWG/FM credits all revenues and generates all
payment checks for maintenance actions, even though...
B It is the flying squadron which must collect all earned “B” and “C”
mission flight charges and deposit them to the wing'’s Aircraft Account;
B And it is the squadron which initially establishes the need for
expenditures for maintenance-related work.

B. Income. CAPR 173-3, Atch 1 establishes the minimum flight charge by
make/model aircraft which NHQ CAP bills to federal agencies and others with an
established MOU with Civil Air Patrol, Inc.

B CAP collects all revenues generated by “A” and “L” missions; then
sends that money to each wing for their assigned tail numbers.

B Meanwhile wings must collect all revenues generated by “B” and “C”
missions for each of their assigned tail numbers. California Wing has
delegated this task to the squadrons which operate corporate aircraft.

B Procedures to collect, deposit, and report such income are spelled out
in the wing’s publication, Wing Banker Solution for Units Below Wing
Level.

C. Expenditures . California Wing — through its aircraft maintenance officer
(CAWG/DOAM) — monitors the expenditures which squadrons declare are
needed for assigned corporate aircraft; and validates the final invoices/bills prior
to approving payment to vendors. Any charges determined to not qualify as
“minor maintenance” will be returned to the squadron for payment from accounts
which the squadron controls.

NOTE: “Ineligible” costs are shown by example in the CAWG Supplement to
CAPR 66-1, para 14.c.4) and 5) .

NOTE: CAP gliders are an exception to the above procedures. Any wing-level
expenditures for maintenance to corporate gliders are subsequently reimbursed
after-the-fact by NHQ CAP, following procedures in CAPR 173-3. Fees collected
by glider squadrons have historically been left in the control of that squadron.
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V. THE SQUADRON-LEVEL “AIRCRAFT ACCOUNT”

A.  Accumulated wealth . The adequacy of your squadron-level funds (to
cover “nonreimburseable” costs) may be viewed two ways.

1. Cash-on-hand . This is nothing more than a “snapshot” of your Aircraft
Account balance on a given date. Under “central banking” CAWG/FM is
now required to report the account balance to the squadron each month.

2. Net Worth . This represents the “cash-on-hand” plus any “receivables”
(such as uncollected flight charges) less “payables” (such as avgas
purchases owed to a member or invoices not yet paid).

3. “Net Worth” gives a much truer picture of the health of your squadron’s
Aircraft Account.

B. The squadron’s flight charge .

1. A squadron’s ability to maintain its Aircraft Account balance seems to
depend on three variables: (a) your nonreimbursable costs, (b) the
percent of total flying hours which come from nonreimbursed “B” and “C”
flight hours, and (c) the hourly flight charge the squadron establishes in
excess of the CAP minimum flight charge.

a. The squadron’s nonreimbursable costs vary. Some you can’t
control (the price of avgas, for example). The lower you keep
these costs, the less revenue is needed to break even.

b. Of your total flying hours, the percent which comes from “B” and
“C” flying seems to be the biggest influence on your ability to
generate needed revenue.

c. Anincrease to the squadron hourly flight charge will generate
slightly increased revenue. An increase is dictated if there is a
real (or anticipated) increase to a squadron’s nonreimbursed
costs... to include such major recurring expenses as monthly
tiedown fees or hangar rentals.

2. Each squadron is required to notify CAWG any time they change their
hourly flight charge. This is done by filling out a CAWG Form 52,
Corporate Aircraft Flight Charges Report. (See Section VIl of this Guide
for a sample.)

C. Income . Depositing revenues to Wing.
1. Under CAP’s recent conversion of wings to “central banking”, all flight

charge revenues must be deposited directly to the designated CAWG
bank account, using preprinted deposit slips provided by the wing.

Supersedes CAWGG 66-3, 20 Dec 03 10
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2. The present CAWG instruction, Wing Banker Solution for Units Below
Wing Level requires deposits be made at least once each month; and
spells out the “how to do” this task.

3. The amount due to wing is determined by the number of flight hours
times the minimum hourly flight charge established by CAP for that
make/model aircraft... or as adjusted by the wing. Revenues excess to
CAP’s minimum flight charges are then re-credited to the squadron’s
Aircraft Account.

D. Expenditures . The secret to successful management of a squadron-level
Aircraft Account is to collect enough from nonreimbursed mission flight charges
to meet your nonreimbursable costs. Considerations:

1. The higher the squadron’s nonreimbursable costs, the more revenue is
needed to cover these costs. (As a prime example — going from the cost
of a monthly tiedown fee to a monthly hangar rental obligates a
squadron to know beforehand they will be collecting sufficient revenue to
cover such a substantial increase to their nonreimbursed costs... before
they obligate the unit to such expenditures.)

2. The higher the percent of revenue-producing hours (“B” and “C”
missions) of total hours, the more income is left over after the minimum
flight charges are deposited to wing.

3. The higher the squadron-set flight charge, the less inducement for
aircrews to fly nonreimbursed sorties.

4. Your squadron’s success will come from controlling your
nonreimbursable costs; generating enough nonreimbursed flight hours;
and keeping your squadron’s flight charge at an appealing rate.
GOOD LUCK!

Supersedes CAWGG 66-3, 20 Dec 03 11
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VI. THE “AIRCRAFT PURCHASE ORDER SYSTEM”

BACKGROUND

One of the several consequences of CAP’s pursuit of “full visibility” of its funds
was “central banking” — where wings will possess (and therefore account for) all
funds within that wing. This arrangement then allows CAP to audit all its wings
and all its monies. NHQ CAP is converting all its wings to “central banking” to
pursue the benefits of obtaining an “unqualified” audit  result.

(So much for the financial Big Picture. What's thi s got to do with paying
maintenance bills within California Wing?)

A.  Toimplement CAP’s “central banking” methodology, all $$$ labeled
“aircraft account” had to be consolidated in one wing-level checking account.
That meant over 25 squadron-level checking accounts were closed and all that
money was deposited in another bank... with only CAWG/FM having authority to
issue checks to pay for aircraft maintenance.

B.  Suddenly squadrons (that were assigned corporate aircraft) no longer had
any money to pay their vendors. This meant squadrons no longer had the
authority to obligate work to their maintenance shops and mechanics. CAWG
had to create some sort of tracking system for squadrons to alert Wing of their
desire to spend Wing aircraft funds prior to obligating work on their assigned
aircratft.

-- This was a complete reversal from CAWG'’s prior practice of letting
squadrons obligate work and pay the bills from a squadron-level checking
account... then reimbursing the squadron their costs after-the-fact.

C. CAWG's solution was the Aircraft Purchase Order (ACPO) system,
constructed by the Wing Information Systems Officer (CAWG/IT) and made
available to wing members via internet access.

1. The purpose of the interactive ACPO system is to provide squadrons an
easy method to alert CAWG/DOAM and CAWG/FM of their intent to
obligate wing funds to pay for aircraft maintenance or parts purchases
for a corporate aircraft. When a PO is created both DOAM and FM
receive an automatic e-mail notification with the PO’s details.

2. DOAM is then responsible to determine if the proposed work is valid; if
the vendor is adequately insured; and if the estimated costs appear
reasonable. The burden falls on DOAM to challenge any part of the PO
if it appears inappropriate to spend CAP’s ‘minor maintenance’ funds
for. (So if you don’t hear from DOAM... proceed with the work.)

Supersedes CAWGG 66-3, 20 Dec 03 12
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NOTE: Prior approval by Wing is necessary for Wing to control its ‘minor
maintenance’ funds held in its Aircraft Account. So the burden falls on the
squadron to create a PO before the work begins. Squadrons cannot obligate
money they do not possess. This system cannot meet CAP’s “central banking”
requirements if a squadron waits until they receive a bill and then tell Wing the
Aircraft Account has incurred a debt. Not Good.

D. Using a purchase order . The ACPO is accessed via the CAWG server
supported by CAWG/IT. (The “PO Manager” hypertext link you will see on the
ACPO screens will generate an e-mail to CAWG/IT.) You can request the
internet address for the ACPO system from DOAM or FM.

(Look at the ACPO sample screens in Section VIl whi  le you read these
instructions...)

1. Access the Aircraft Purchase Order web site. You will get the ‘logon’
page.

2. Enter your CAP ID and submit. (Note: Permissions to create a PO are
automatically extended to members of a unit charter which shows a
corporate aircraft is permanently assigned to that unit.) This will take
you to the ACPO Main Menu screen.

Create a new Purchase Order:

3. From the Main Menu click on the ‘Request Purchase Order Number’ link
which appears near the bottom of this screen.

4. Select your tail number from a drop-down menu.

5. Type in a brief description of the intended maintenance actions; if there

will be multiple tasks performed select the most expensive task.

Type in the estimated cost. (Do not enter a $ sign... just the number.)

Select the vendor from a drop-down menu.

If your vendor doesn’t appear on this list look for “ZZZ — NEW

VENDOR” and select that entry. You must then provide the “PO

Manager” and DOAM the details for a new vendor. (DOAM must

determine if this new vendor carries adequate liability insurance; and IT

must insert the vendor’s mailing information for FM’s financial software
to generate a check to the correct mailing address.)

9. If you intend payment to go to a CAP member look for “MEMBER
PAYMENT” in the drop-down menu and select this entry. You must
then provide the “PO Manager” the person’s mailing address so a check
can be generated.

10.Click “Submit Request”

11.You will then receive a new screen which assigns a unique control
number and displays the data you entered. Print a copy for your
records. (This screen is also forwarded to DOAM and FM via e-mail.)

© N
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Cancel a Purchase Order :
12.Click on the “Cancel Purchase Order” link from the main menu screen.
13.Enter the full PO number you wish to cancel.
14.Click on “Submit”. (Cancellations are automatically sent to DOAM and
FM via e-mail.)
NOTE: As presently designed, the ACPO will only allow the member who
created a PO to cancel that PO.

Revise a Purchase Order :

15.Click on the “Revise a Purchase Order” link from the main menu screen.

16.Enter the full PO number you wish to correct.

17.Enter “yes” where the screen asks if you wish to revise this PO number.

18.Enter a reason for the change in estimated cost.

19.Enter a new dollar figure (without $ sign) in the cost block.

20.Click on the “Revise Purchase Order” button. (Revisions are
automatically sent to DOAM and FM via e-mail.)

21.Print a copy of this PO for your reference.

Search for a Purchase Order

22.From the Main Menu screen click on the “Master List” link.

23.Scroll through the listing to find the PO number you're looking for.

24.A “print” icon is available on each entry line for you to print a copy of the
current information linked to that PO number.

E. Getting bills paid . At this point look at Figure 2, Aircraft Purchases
Flowchart, to visualize what the Wing does with ACPOs and how a vendor’s final
invoice moves from your hands to FM for issue of a check.

1. Allfinal invoices must get to CAWG/FM first. That alerts Wing Finance
that a payment is needed. Bills may be moved by fax or as documents
attached to an e-mail. Original invoices are not required by CAWG/FM.
(However the unit must retain the original if a copy is sent to Wing.)

2. At present DOAM allows individual units to reach an agreement with
their friendly vendors whether the squadron will let their vendor send
invoices directly to CAWG/FM; or route the bill to the squadron
maintenance officer first. The squadron is ultimately responsible to
insure a vendor’s bill gets to CAWG/FM in a timely manner.

3. FM then routes a copy of a bill to DOAM for validation — that is, to insure
costs are eligible for payment from ‘minor maintenance’ funds that the
Wing controls; that labor and parts costs appear reasonable; and that
cost overruns are within ten percent of the original estimate. If cost
overruns exceed ten percent, expect DOAM to investigate why.

NOTE: Although DOAM is responsible to validate the work and costs presented

for payment, DOAM still must depend on the local maintenance officer to make
sure we got the product or service we are paying for.
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4. Once validated and approved for payment, DOAM authorizes FM’s
bookkeeper to generate a check.

NOTE: If DOAM approves less than the full amount of the presented bill, DOAM

must notify the squadron with the reason(s) why. The squadron must then pay
for any “ineligible” costs from accounts the squadron controls. This happens

periodically.

5. CAWG/FM generates the payment check, obtains the CAP-required two
signatures; and mails the check to the vendor’s (or member’s) address of

record.
CAWG: AIRCRAFT PURCHASES FLOWCHART
[ UNIT ACTIONS i STAFF ACTIONS————nmrmereree -
MAINTENANCE (online) [~ GENERATE : MAJOR
REQUIREMENT " |PURCHASE ORDER | MAINT
(or) PARTS i
REQUIREMENT i J v
; i MINOR CANCEL
v ; MAINT PO
SCHEDULE WORK (o)
0 &M

(or) ORDER PARTS

¥

OPR: CAWG/FM
20-Oct-06

h 4 4 ) 4
PERFORM WORK (online) REVISE PO ! O&M
(or) T AMOUNT g EXPENSE
RECEIVE PARTS (if exceeds 10% incr)| !
| FM VERIFIES
v ! FUNDS AVAILABLE
VENDOR (via fax or e-mail)i i
GENERATES [ FM RECEIVES | foAM
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v
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Figure 2
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VIl. ATTACHMENTS

A. The CAWG Form 52, Corporate Aircraft Flight Charges Report, is
designed to capture data needed by CAWG/FM to verify the amount of revenue a
squadron’s corporate plane will generate per hour of utilization (Section 1).
DOAM also uses information from this form to better track the extent of member-
furnished labor provided for this aircraft; as well as the primary maintenance
vendor’s labor rates (Section 2). Submission was revised to require a report only
when the squadron changes its “flight charge” data in Section 1 of this form.

B. The Aircraft Purchase Order System  offers four web-interactive screens.

1. The ACPO “Create a Purchase Order " template is provided as a
visual aid to show what kinds of information are needed prior to
creating a new purchase order. Corporate aircraft tail numbers and
vendors names are accessed from drop-down menus built into this
screen.

2. The ACPO “Cancel a Purchase Order " template allows you to close
out a PO which was created erroneously or superseded by another PO.
The ACPO Master List retains a transaction history of such POs.

3. The ACPO “Revise a Purchase Order ” template allows you to change
only the dollar value for the estimated costs. A PO can only be revised
once. If additional revisions to costs are needed you will need to
contact the “PO Monitor” through a link on this page to ‘force’ the
revised data into the PO at the server. This page does not allow to
change the ‘Payee’.

4. The ACPO “Master List " provides a history of all PO transactions.

C. California Wing provides a “Sales Tax Exempt ” letter to describe its legal
status as an instrumentality of the United States Air Force. This letter is available
to provide to maintenance vendors or parts suppliers so they will not attempt to
collect California state sales tax as part of any purchases made by CAWG.

NOTE: This letter only applies to the CAWG organization, by its tax ID number...

it does not extend such exemption to individual CAP members who may
purchase services or products in the name of CAP or CAWG.
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CORPORATE AIRCRAFT FLIGHT CHARGES REPORT

SECTION 1: UNIT FLIGHT CHARGES Date of Report:
Aircraft Number Charter Number Unit Name and Address
N CA
Aircraft Make and Model Hourly rates are: Date Rates Approved
Wet D 3 (Unit Finance Committee)
Dry[1$
Unfunded Mission Rate | Other Flight Charges (Describe)
$ $ MHour or $
Does Unit allow BLOCK TIME payments? Describe terms of payments and penalties for delinquent payments
[JNo
[JYes, Rate = § /
Does Unit charge FLIGHT DUES per What are the terms of payment and penaity charges?
[IMonth [] Year [] No
$ 3

SECTION 2: UNIT MAINTENANCE COSTS

A. Does Unit perform [_] Annual Inspections or [_] Progressive Inspections of this aircraft?

B. To what extent do Unit members assist with maintenance actions for this aircraft?

1.None[] 2,Some[] 3. Most[] 4. AI[]

C. To what extent do Unit members perform “Preventative Maintenance” for this aircraft?

1.None[] 2 ,Some[] 3 Most[] 4 AI[]

D. Please provide the following for the AMT or Vendor which normally performs
scheduled inspections and general maintenance on this aircraft:

Name
Address

Phone

E. Current labor rate charged by this vendor for your corporate aircraft. $

SECTION 3: VALIDATION

Finance Officer (Name) Maintenance Officer (Name)

Unit Commander (Name) Signature

(Submit annually not later than 5 October in accordance with the CAWG Supplement to CAPR 66-1, paragraph 14.b.3,
or whenever the Unit finance commitiee changes flight charge rates or other payment conditions.)

ATTACHMENT A.

Supersedes CAWGG 66-3, 20 Dec 03 17
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HEADQUARTERS
B =
CALIFORNIA WING - CiviL AIR PATROL
UNITED STATES AIR FORCE AUXILIARY
PosT OFFICE Box 7688

Van Nuys, CALIFORNIA 91409-7688
(818) 989-8100 FAX(818) 989-8108

CERTIFICATE OF SALES TAX EXEMPTION

Civil Air Patrol is exempt from payment of California Sales Tax pursuant to
California Revenue and Taxation Code Section 6381 (b) as an incorporated
instrumentality of the United States and that this purchase is for the official use of
Civil Air Patrol in the performance of it's non-combat mission for the Department
of the Air Force.

California Revenue and Taxation Code Section 6381 (b) 10 United States Code
as amended September 8, 1980 Public Law 80-557 as amended by Public Law
96-342.

Opinion Letter dated August 19, 1987 from David H. Levine, Tax
Counsel, State Board of Equalization

Federal Employer Identification Number (Tax ID). 75-6037853

Where Individual Performance Meets CAP’s Potential

ATTACHMENT C.

Supersedes CAWGG 66-3, 20 Dec 03 22



