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CIVIL AIR PATROL
WING BANKER SOLUTION INSTRUCTION MANUAL

August 2006

This publication was developed to assist wing finance directors in implementing the Wing Banker Solution.  It was developed by the financial management staff at Civil Air Patrol National Headquarters.

The terms QuickBooks Pro® and QuickBooks® will be used throughout this guide interchangeably. 

 Any comments or suggestions should be directed to your Wing Financial Analyst or to fm@capnhq.gov.
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WHY ARE WE DOING THIS? TC "WHY ARE WE DOING THIS?" \f C \l "1" 
Civil Air Patrol, Inc. has received only qualified annual audit reports from their outside audit firm. The reason for the qualification is that the financial statements do no include the accounts and financial transactions of units below wing level, meaning that funds at units below wing level are not audited.  These unaudited funds are considered material in relation to the entire corporate total of audited funds.  An unqualified audit will result in additional opportunities for funding for the entire corporation.  In addition, an unqualified audit will result in greater accountability and consistency and will increase the confidence and trust of Civil Air Patrol members, government entities and the public.  The Board of Governors unanimously approved the Audit Committee recommendation that Civil Air Patrol obtain an unqualified audit within three years. This goal has also been approved by the National Executive Committee.   In order for an unqualified opinion to be obtained, either all the units below wing level need to be audited (at a cost of over 5 million dollars) or something else needed to be created.

In 2005, Virginia Wing developed a plan to solve the problem.  They decided to ask their units to close out all their bank accounts and send the money to wing HQ.  Wing HQ would open a separate checking and savings account into which the unit monies would be deposited.  The advantages of the wing acting as the “banker” for the unit’s monies include obtaining an unqualified audit opinion, all accounting being on the accrual basis (units below wing level are on the cash basis), all funds being audited, and better reporting.  This solution eliminates the need for financial recordkeeping at the unit level, which in turn eliminates the need to consolidate all units below wing level at year-end.  It also relieves the burden on unit finance officers for reporting, writing checks, and reconciling the bank account each month.  

While there is no recordkeeping requirement at the unit level under the new system, the unit finance committee continues to play an important part in the financial process.  Wing will not pay bills on behalf of the unit until they receive the required approvals.  The requirement for approvals of two finance committee members for expenses over $200 continues.  Approvals may be obtained via fax or e-mail.  There will be better accountability because payments are correctly authorized.  Wing will not “float” funds for a unit if it does not have enough money in the bank.  The unit will be required to deposit enough money to cover an outstanding bill before it will be paid.  The unit must continue to account for all income deposited in the bank.  If the wing uses a bank with branches around the state and the unit makes deposits locally, the unit must ensure that wing knows which unit made the deposit and to what income accounts the money should be posted.

The Wing Banker Solution offers a viable resolution to the qualified audit opinion.  It will also end the problems encountered by the wings doing the consolidated unit report at year-end since this reporting requirement will be eliminated.  The inconsistency and inaccuracy of the unit reports will cease to be a problem at all levels of CAP.  The problem of different accounting methods will also disappear.  Units will now be on the accrual basis of accounting just like the wings, regions and NHQ.  The Wing Banker Solution has been endorsed and mandated by the Board of Governors and will be phased in over a three-year period.

While the workload may increase, the utilization of the Wing Administrators will lessen the impact on the wing Directors of Finance.  The Wing Administrators are an integral part of the process because they work at wing HQ every day and can process transactions on a timely basis. There will be a great deal of activity when this procedure is implemented in a wing, but after everything settles down most medium-sized wings will probably only process 20-30 bills and 20 deposits each month.         
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WHAT SHOULD WE DO FIRST? TC "WHAT SHOULD WE DO FIRST?" \f C \l "1" 

[image: image5]
Develop a Plan and Timetable TC "Develop a Plan and Timetable" \f C \l "2" 
The first thing a wing should do is develop a plan on how they are going to implement the Wing Banker Solution and establish a timetable for that plan.  The following questions should be answered in your plan, at a minimum.  Also, these questions are not meant to be all-inclusive.  You are encouraged to tailor and add questions as they relate to your own respective wing.

· How and when should the units be notified?

· Which bank should we use?

· Do we need to open a checking and savings account?

· When should we order new checks and deposit slips?

· How and when should deposit slips be distributed to the units?

· Who will create the new Check Request and Deposit Remittal forms and how will they be distributed?

· When will the necessary sub-accounts and classes be created in QuickBooks®?

· Who will verify that all accounts have been closed and final CAPF 173-2’s have been received?

· Who will develop and write the procedures for processing income and expenses, as well as periodic reporting to the units?

· If units have certificates of deposit or investment accounts should they be maintained at the current bank or moved to another bank?

· Who will be the authorized requestors and approvers at each unit?

The more questions you ask and answer in your plan, the smoother the transition.  Make sure the units know the program is mandatory, not voluntary.  Remind units that any funds not received by the deadline will require additional reporting, probably into a new fiscal year.  You must assure them that wing is not “stealing” their money.  They will still control how their money is spent.  Wing is merely acting as the bank, accountant and reporter.  Separate bank accounts and periodic reporting will help alleviate these doubts and lend credibility to your program. 
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Establish Your New Bank Accounts TC "Establish Your New Bank Accounts" \f C \l "2" 
At a minimum, wing should open a new checking account.  It is suggested that the account be at the same bank where wing maintains other accounts and has an established relationship.  This will facilitate transfers between the unit account and wing accounts, when necessary.  The wing should also decide whether to open a separate savings account.  This may be advantageous because the turnover in funds in the new checking account may be lower than you expect and the total amount in the new account may be higher than you expect.  If any unit already has a savings account, a new, separate savings account must be opened.  Any interest earned in either account will need to be allocated to the appropriate unit(s).

In large wings where one bank may not cover an entire state, additional checking accounts will need to be opened.  It is recommended that the wing research banks in their state to determine the least number of banks that will be necessary.  National banks with many branches may be the best choice.

Any unit certificates of deposit (CD) or investment accounts (other than savings accounts) may be maintained locally by the unit.  The money must be recorded in QuickBooks® at the wing level, though.  The unit must forward to wing HQ copies of bank statements or brokerage statements as soon as possible so that interest and any other transactions are properly recorded.  The unit may also allow a CD to mature and move it to the new bank.  If the CD is allowed to stay in the unit’s local bank and is not moved to the new wing bank, it is only recommended as a “best practice” that the mailing address and signatures be changed to wing.  Any withdrawals from locally-maintained CD or brokerage accounts must have proper approvals and must be reported to wing HQ.  If the unit decides to roll over a CD, the new amount, terms and interest rate must be sent to wing HQ so that it may be properly recorded in QuickBooks®.

New checks and deposit slips must be ordered.  It is recommended that any checks purchased for the new squadron account be a different color from any other check stock a wing may be using.  Enough deposit slips should be ordered so there are some for each unit with extras available for wing.  

If the wing is required to deposit money to open these new accounts then the same amount should be withdrawn after unit funds are deposited.  It is recommended that signature cards be completed using the same members authorized on the other wing checking accounts.


[image: image7]Create Your New Bank Accounts in QuickBooks® TC "Create Your New Bank Accounts in QuickBooks®" \f C \l "2" 
A new cash account must be established within the chart of accounts corresponding to the new checking account.  If a savings account or any CD accounts are opened, they must also be created.  

To create the new checking lead account:

· The new checking account must be established under the parent account “Cash In Bank.”  It will be account number 1016200 if the wing has only one other checking account.  If the wing already has more than one checking account then the number will be the next available in the series, such as 1016300.  The account will need to be subdivided for each unit.  

· If there is an account already listed in your chart of accounts in QuickBooks® that says Cash in Bank – Account 2, you must edit the name by selecting “Lists” and then “Chart of Accounts.”  When the chart of accounts appears, highlight Cash in Bank – Account 2, right click your mouse, select Edit Account, and change the name to “Unit Funds.”  You may also add the name of the banking institution in the “Name” field.  If you know what the bank account number is you should enter it in the “Bank Acct No” field.  Click “OK.”  

· If you need to create a new sub-account under the Cash in Bank lead account, select “Lists” and then “Chart of Accounts.”  When the chart of accounts is displayed hold down the control key and the letter N.  When the new account screen appears, ensure that “Bank” is displayed for type of account.  For number enter 1016300, or whatever the next available number is in your scheme.  In the “Name” field enter “Unit Funds and the name of the banking institution.  Check the “Subaccount of” box and select 1016000 as the lead account.  If you know the bank account number you should enter in the “Bank Acct No” field.  Click “OK.”

To create your new unit sub-accounts:  

· In QuickBooks®, select “Lists” and then “Chart of Accounts.”  When the chart of accounts is displayed hold down the control key and the letter N.  When the new account screen appears, ensure that “Bank” is displayed for type of account.  For number enter 1016330 or 1016391, or whatever your numbering scheme is for each unit.  Under name enter the name of the unit.  If you choose to use consecutive numbers such as 1016310, 1016320, etc., then you should also enter the unit designator as shown in the following example.  Make sure you check the “Subaccount of” box and select the appropriate lead account.  In this example the lead account would be 1016300.   
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Click next and add your next unit.  Continue this process until all units have been added.  You should also add two additional sub-accounts:  one for Wing HQ and one called Unidentified Deposits.  If you need to open the account with cash, wing will need to front the money and pay it back once unit funds have been deposited into the new account.  It will be easier to identify if you use the Wing HQ sub-account.  The Unidentified Deposits sub-account is necessary because inevitably your bank statements will show deposits that you will not be able to identify.  This is a holding account until the correct unit can be established.

Repeat the above process for any savings or CD accounts you need to create.  Additional unit sub-accounts for other asset, liability, income or expense accounts are not necessary.

If it is easier to subdivide the accounts by Groups, then you must ensure that all units under that group are sub-accounts of that Group.

[image: image8]Create Classes for Each Unit in QuickBooks® TC "Create Classes for Each Unit in QuickBooks®" \f C \l "2" 
Wing must keep track of how much each unit “owns” and also keep track each unit’s income and expenses.  The use of classes in QuickBooks® is the easiest way to keep track of a unit’s funds.  Every income and expense item associated with the units must be classed.  The standard format for these classes will be the two-letter wing identifier followed by the three-digit unit identifier – VA035.  You may also choose to use the unit name as the class.

To create these new classes in QuickBooks®:

· Select “Lists” and then select “Class List.”  When the class list is displayed hold down the control key and the letter N.  
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Click “Next” and add your next unit.  You should also create a unit called VA??? (use your own two-letter state identifier).  This class should be used for those transactions where the unit cannot yet be identified.  You may change the class on the transaction later when you do find out.  You may also create a lead account called “Units” or something like that and make each individual unit a sub-class underneath.

In QuickBooks® you can only class income and expense accounts.  You cannot class balance sheet accounts.  This is why you must create a sub-account for each unit under each cash account you need.

QuickBooks® allows you to enter two different classes on invoices, but not on bills.  When you are recording member flying from the units, you will be able to distinguish which unit was responsible and which aircraft was flown on the invoice.  

Expenses on behalf of a unit for aircraft or vehicles may be handled in the following manner:

· Create a sub-class under the aircraft class for unit using the same naming convention used earlier (VA035).  Make sure that you check the box assigning this unit number as a sub-class and choose the aircraft tail number as the lead account.

· Hopefully, these sub-classes will not be necessary very often because it will get confusing.  I would encourage the wings to move all such transactions to the wing level to eliminate the need for these additional sub-classes.

· If you do create unit sub-classes under aircraft, you will need to modify your tail number report to include the unit aircraft sub-classes.  The new tail number report will have a separate column for the unit sub-class and a total column for the lead account plus the sub-class.

· The same can be said for unit reports.  You must remember to select any sub-classes that you create under aircraft or vehicles.
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As you can see from the previous two examples, you can create a profit and loss report for either the aircraft or the unit.  You must remember to select any extra sub-classes so that your reports are accurate.
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What Procedures Do We Need to Implement? TC "What Procedures Do We Need to Implement?" \f C \l "2" 
The wing should develop some kind of instructions for the units on how to implement the Wing Banker Solution.  You should publish these instructions as a wing policy.  The units should also be briefed on the Wing Banker Solution and how wing intends to implement the program. The following questions should be answered in your wing policy.

· What is the deadline for closing bank accounts?  This should be accomplished so that there is enough time for wing to deposit all the checks before the end of the fiscal year.  Each unit must write a check to wing for their entire bank balance.  They should be able to work with their banks to determine what amount is in their account.

· What happens if the units do not submit all their funds to HQ by the end of the fiscal year?  If all unit money is not received by the end of the fiscal year, the unit will need to submit an additional CAPF 173-2 for the new fiscal year.

· What is the deadline for submitting a final CAPF 173-2?  The units should submit their final CAPF 173-2 within one month of receiving their final bank statement.  When they submit the report to wing HQ, they should also include a copy of their final bank statement showing a zero balance.  Wing must ensure that the final entry a unit makes is to account 9436000 – Expenditures with Regions and Wings.  The balance they transfer to wing HQ must be recorded as an expense to this account. 

· Will units be allowed to maintain petty cash?  According to CAPR 173-1, units were never permitted to maintain petty cash accounts.

· What if a unit has a savings account?  Savings account funds should be submitted to wing HQ separately from any checking account funds.  Wing will need to open a separate savings account to accommodate these additional types of funds.

· What if a unit has a certificate of deposit (CD) or brokerage account?  The unit finance committee should decide whether the CD will be left at the current bank or moved to the wing bank when it matures.  If the CD is left at the current bank, the unit must send copies of any statements to wing HQ.  As a “best practice” the unit may decide to have the signature cards changed to wing HQ personnel and the mailing address changed to wing HQ so that wing can manage the CD on behalf of the unit.  Copies of brokerage account statements must be sent to wing HQ.

· How will a unit have its bills paid?  The units may either change the mailing address for their bills to wing HQ or submit their bills to wing HQ for payment.  The wing should develop a form to accompany any bills submitted for payment showing that the unit properly authorized wing to submit payment on its behalf.  An example Check Request form is attached to this document.  If the unit changes the mailing address on their bills to wing HQ, then a recurring expense authorization must be received from the unit.  Wing HQ should encourage units below to send bills to wing via mail, fax or e-mail.  The units also need to be encouraged to submit last minute requests to wing HQ with enough time to get the check signed.  If check signers are only at wing HQ once per week, then the units will need to make sure they plan ahead.  If an immediate need arises, then a member will have to pay the expense and then ask for reimbursement from wing HQ.

· How does wing know who is authorized to approve expenses at the unit level?  Wing should develop a form or ask for an e-mail from each unit which shows who are the authorized approvers. The units should be encouraged to update this information as soon as any personnel changes occur.

· What if a unit needs to pay a deposit for an activity or a member needs an advance to attend an activity?  If a unit needs an advance, wing HQ should pay the advance, with proper authorization from the unit.  Wing HQ should ensure that original receipts supporting the advanced amount are collected after the event.  If the total receipts are less than the advance, then the member needs to reimburse wing for the difference.

· What if a unit does not have enough money in its portion of the bank account to cover a bill payment?  Wing should not float loans to units with insufficient funds to pay expenses.  The unit should be notified that it has insufficient funds so it can decide how to proceed.  The unit may either hold a fundraiser or solicit donations.

· How does a unit handle income?  If the wing chose a bank for unit funds that is available throughout the state, deposit slips may be sent to each unit so that they can make their own deposits.  Once the deposit is made, the deposit slip stamped with the date of the deposit by the bank needs to be forwarded to wing HQ for their records.  They can do this via mail, fax or e-mail.  Wing may also specify that funds received at the unit level be sent directly to wing HQ.  Make sure that the units do not send cash; only checks should be accepted.  Any checks should be made payable to Civil Air Patrol.  All funds deposited by or for the units should be accompanied by a form detailing the date and types of funds deposited.  An example Deposit Advice form is attached to this document. 
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What is the Unit’s Role?
 TC "What is the Unit’s Role?" \f C \l "2" 
Each unit should maintain a finance officer and finance committee as required in CAPR 173-1.  The unit finance officer, the unit commander, or a designated finance committee member must initiate and approve any expenses under $200. This approval may be accomplished on the Check Request Form.  If the expense is over $200, then a majority of the finance committee must indicate approval with signatures.  Expenses over $1500 do not need wing finance committee approval.
The unit finance committee must continue to function and record minutes.  All approvals should be noted in the minutes.  Any electronic approvals should also be attached.  The unit finance committee should continue to develop a budget to help manage the unit’s finances.  They should also monitor their income and expenses to help verify that wing has recorded everything correctly.   This may be done by reviewing the periodic reports that will be sent to each unit by wing HQ.

The unit needs to ensure that all their bank accounts are closed and the money is forwarded to wing within the allotted time period.  The final CAPF 173-2 and a copy of the bank statement showing a zero balance also needs to be sent to wing by the designated deadline.  Once this report is accomplished, the unit will never have to complete this report again. 

The unit needs to ensure that all bills are forwarded to wing in a timely manner or the mailing address is changed to wing HQ.  If the mailing address for those bills is changed to wing HQ, then the unit needs to authorize wing to pay those bills on a recurring basis through a recurring expense authorization.  An example of a unit recurring expense policy is attached in the Examples section.  The unit needs to either make their deposits at the designated bank or collect the checks 

and send them to wing HQ.  The proper accompanying forms need to be filled out correctly and in a timely manner so that wing HQ knows which unit is involved, what accounts to debit or credit, and the source and purpose of the funds.

The unit will continue to be responsible for following fundraising procedures as required in CAPR 173-4.  These procedures require the wing commander to approve all fundraising requests.  In addition, the unit must provide an accurate accounting of funds raised to wing HQ.

The unit finance committee continues to play a very important role and is crucial in the management of the unit’s financial transactions.  The only difference is that wing is now their bank, their accountant, and their reporter.  The units should also be reassured because wing HQ is audited every year, either by an outside accounting firm or a wing financial analyst.


[image: image9]
HOW DOES WING HANDLE THE ACCOUNTING?

 TC "HOW DOES WING HANDLE THE ACCOUNTING?" \f C \l "1" 

[image: image10]
Receiving Income TC "Receiving Income" \f C \l "2" 
When wing HQ receives the initial funds from the units they should record a separate deposit for each unit.  The income account you will use is account 6413000 – From Units Below Other.  If you have created sub-accounts under this lead account, use the sub-account that is for miscellaneous unit income.  Make sure you class the income to the appropriate unit.  After the initial deposits are recorded, use the following procedures to record unit income.

If the unit makes the deposit directly to the bank:

· The unit must send the original deposit slip and a Deposit Advice form to wing HQ so that the proper entries can be made.

· The unit may specify names and account numbers from the standard chart of accounts or just describe the transaction in plain language with enough detail so that the proper account numbers can be identified.

· Enter the deposit in QuickBooks® just as you would a normal wing deposit.  

· Make sure that the unit sub-account is selected in the “Deposit To” box for the appropriate cash account, the date is correct and that you class all transactions to the correct unit.

· A separate deposit transaction must be accomplished for each unit.  You cannot group different unit deposits.  This will be especially helpful when you perform the bank reconciliation.
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If the unit sends the checks to wing to be deposited the unit still needs to send a Deposit Advice form.  Wing must do a separate deposit for each unit so that each unit’s cash sub-account receives credit for the deposit.  All entries on the deposit must be classed.
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Accounts Receivables TC "Accounts Receivables" \f C \l "2" 
Most of the funds received from the units do not need to have an account receivable created.  However, any funds received in the next fiscal year for an activity that occurred in the previous fiscal year do need to be recorded in accounts receivable.  Accounts receivables will be entered the same way you enter them now, but you must ensure the unit class is used on the invoice. Wings must be especially vigilant at year-end and into the new fiscal year.
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Deferred Revenue

 TC "Deferred Revenue" \f C \l "2" 
Deferred revenue is made up of funds that are received during the year but have not been earned prior to year-end.  An example would be if a unit holds an activity in October and charges a registration fee.  Wing receives some of the registration fees in September. You need to record the income directly into account 2500000 – Deferred Revenue and Credits when you make the deposits.  After the event has occurred, a journal entry would be needed to move the funds recorded in deferred revenue to the appropriate income account.
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Entering Bills TC "Entering Bills" \f C \l "2" 
Accounts payables must be entered for all bills.  You will handle these no differently than you do now.  The only thing you must do is class each bill to the unit for whom you are paying the bill.
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Paying Bills TC "Paying Bills" \f C \l "2" 
Paying bills and printing checks requires more vigilance than normal.  The opportunity to make mistakes greatly increases during this procedure.  The wing must ensure that all necessary approvals have been obtained before paying any bills.  

To pay unit bills:

· Select “Vendors” and then “Pay Bills.”

· Select for payment bills for only one unit at a time.  It may be helpful to sort these bills by unit so it is easier to select them from the list.

· Under “Payment Account” select the appropriate unit’s checking sub-account.  

· Make sure that “To Be Printed” is checked and the date is correct.

· If you have more unit bills to pay, click on “Pay and New.”  Otherwise, select “Pay and Close.”

· If you have other unit bills to pay, repeat the above process ensuring that you select the appropriate unit’s checking sub-account each time.

· When you run out of unit bills to pay it is time to print checks.  You will print these the same way you print wing checks. However, you must ensure that you use the correct 

checks.  Again, it is suggested the wing purchase different color checks for the unit checking account in order to reduce confusion at this stage.  

· You may print all the unit checks at once from the Print Checks screen.  Make sure you only select those checks being used to pay unit bills.  You must select the Lead Account for the Units on the “Select Checks to Print” screen.
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If more than one unit uses the same vendor, such as a telephone company, you should set the vendor up in the vendor list by hyphenating the name and adding the unit name after the hyphen.  Make sure at the bottom of the individual vendor screen you fill in the “Print on Check As” section with just the vendor name.  You can also select the “Additional Info” tab and add the vendor account number.
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Unusual Transactions TC "Unusual transactions" \f C \l "2" 
Occasionally a member may fly a corporate aircraft and the unit wants to pay for the flight.  The procedure to record this follows below.

· Create an invoice to record the flight income.  

· Enter the unit name as the customer name.

· Enter the date of the flight.

· Create an invoice number.

· Select the item that corresponds with regular member flying so the income is recorded in flight income.  You do not want to use the item that records the income from a unit below for member flying.

· Only class the transaction to the aircraft.  Do not class the transaction to the unit.

· Enter the amount.

· Select “Save and Close.”
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· Enter a bill payable to wing HQ.

· Select account 9436000 – Expenditures with Regions and Wings as the expense account.

· Enter the amount and a memo.

· Class the transaction to the unit.

· Select “Save and Close.”
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Pay the bill and print the check exactly as instructed in the Paying Bills section.

After the check is properly signed it must be recorded and deposited in the wing’s account.

· Select “Receive Payments.”

· In the “Received From” box select the unit’s customer name.

· Enter the amount and date.

· Enter “check” as the payment method.

· In the “Deposit To” window make sure you select the wing checking account.

· Ensure the proper invoice is select.

· Select “Save and Close.”

· Print the deposit slip.
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Transfers between Unit Checking and Wing Checking TC "Transfers between Unit Checking and Wing Checking" \f C \l "2" 
If the bank where wing opens the unit accounts requires an initial deposit, wing must front the money.  Once enough deposits are received in the new unit accounts to cover the initial deposit and the wing has access to online banking, a transaction to transfer these funds back into the wing accounts is recommended.  Utilization of the bank transfer process in QuickBooks® is also recommended to record these transactions.  However, once these initial transfers are completed, it is recommended that all future transactions be accomplished by check.  In order to fully document and ensure that correct units are having funds debited or credited, the bank transfer function in QuickBooks® should not be used to move money.  It is too easy to make mistakes, and there will not be a sufficient paper trail if transfers are done in this manner.   There really should not be a need to transfer money between the unit checking account and the wing checking account after the initial unit deposits are made.
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Reconciling the Unit Checking Account TC "Reconciling the Unit Checking Account" \f C \l "2" 
When you look at the unit bank statement there may be deposits of which you have no record.  This will occur when the units make deposits locally.  You must record the deposit in QuickBooks® on the date and for the amount recorded on the statement.  You will need to use the “Unidentified Deposits” sub-account under the Unit Checking lead account as the “Deposit To” entry. You will need to create a new customer called “Unknown” or something similar the first time you have to do this.  It is suggested that a new sub-account under Miscellaneous Income be created and named Unknown Unit Deposits, or something like that, so it is easy to identify.  Enter this new account in the “From Account” box.  In the memo enter “Unknown Deposit.”  Use your new “VA???” class (use your own two-letter wing identifier).  Enter the amount of the deposit.  The fastest way to find out who owns the deposit is to send out an e-mail to all units listing the date and amount of the deposit and asking to whom it belongs.  A little note stating that unclaimed deposits become property of wing after a certain amount of time usually will get a fast response.  When a unit claims the deposit, ask them to mail, fax or e-mail the deposit slip and Deposit Advice form so they may receive proper credit.  It is also recommended that the unit be counseled on proper wing procedures for handling deposits.  
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Once the deposit has been thoroughly identified, you must correct it in QuickBooks®.  The original deposit must be changed to correct the unit checking account, the income account, and the unit class.  However, if the unit account has been reconciled, changing the deposit will cause the deposit to become unreconciled.  You will need to go back and re-reconcile the unit account to make sure that this transaction is marked as cleared.

Once you have entered any unidentified deposits, you may continue with the reconciliation as normal.  The only thing you need to remember is to reconcile on the lead account, not any of the sub-accounts.
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Unit Savings Account TC "Unit Savings Account" \f C \l "2" 
The wing will need to set up a unit savings account exactly like the checking account was set up.  However, there will probably not be as many sub-accounts because most units do not have both a savings and checking account.
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Interest TC "Interest" \f C \l "2" 
If the bank where the unit funds are held pays interest on the checking account or if you opened a unit savings account, you will need to record interest earned.  The easiest way to allocate the interest is proportionally based upon the balance in each sub account at month end.  Once you calculate the amount of interest to allocate to each unit you must enter it in QuickBooks® via the “Make Deposits” function.  A separate deposit must be entered for each unit.  Follow the previous instructions for entering deposits remembering to select the appropriate unit sub-account, entering Interest Income as the account, and classing the transaction to the appropriate unit.
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BilPnt-Check  0BI4Z006 NTelos -Winchester 106827402 T016330- 04 40 a0
BilPnt-Check  0BI4Z006 Virgiia Wing, CAP 1016330- 04 as00 2000
Total 2015000 Accourts Payables S ;m

5000000 - Revenues
5100000 - Revenue from Activities
5230000 - Flight Activities/Member Fiying
5230010 - Aircraft Minor Maintenance
Invoice 08042005 due... Winchester Compo...  AIC Utlizaio..  NS3STX 1110000 Ac.
Tatal 5230010 - Aicratt Minor Maitenance

Total 5230000 - Fight Activieserber Fiying 8400 8400
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Unit Reports TC "Unit Reports" \f C \l "2" 
To print a cash balance report by unit:

· Select “Reports.”

· Select “Accountant and Taxes.”

· Select “Transaction Detail by Account.”

· Select the date you are interested in.

· Select “Modify Report.”

· Select the “Filter” tab.

· Under “Choose Filter” select “Account.”

· In the next box under “Account” choose “Selected Accounts.”

· Put a check mark next to any checking and savings sub-accounts for the unit in which you are interested.
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03 Customers | | 111 am VIRGINIA WING, CIVIL AIR PATROL
g ‘E""‘I"‘" L Transaction Detail by Account
B'a":k‘l‘:;“ Accrual Basis. October 1, 2005 through August 7, 2006
o Tpe o _Dse oMum o Mme o Memo o Cass oCko_ Spit__ o Amount o palance o
(& Business s 1076000 Cash I Bank
[y Repons 4016300 Cash n Bank BB - nitFunds
3 Helo & 5up. 16310091 - Monticelo
b ceneraluuma 1081005 362 Tansterto.. Ve 1oiGars- 02 asterr aste77 4
Open Windows General Journal 121312005 369 Reimbursem. VA091 1016393 00, 23721 368256
General Journal 021472006 375 Transfer fro. 109812611 -2,500.00 118256
General dounal  c2282005 378 Aocstenot,. Ve 101G00-Ca 1000 tra2ss
General dounal  c2m82005 379 Accstenot,. veoa / ioicass o0 o2 ti22ss
General dounal  oat2005 383 AocstzUns., veom /101600 Ca ats00 196754
General dounal  oantz00s 383 Aocstzun, veom /101600 Ca ERIrY o282
Generaldounal 047302006 388 Accstenot,. veom  / ioieas- 02 03 san40
General Journal 051312006 J3g1 Allocate Uni. 1016393 00, 2412 51537
Generaldounal 07102006 1387 Unclained a 4999  Lncate 700 ss27
BiPm-check  O7A7TR00S 1032 Sydney . Crutz 2015600- Ac. 2603 e
BiPm check 08142005 Cental VA Crpe... 38720 20t5600- Ac. 2000 03
Toal 1018330 091 -Mertcelo 03t 703
Total 1015300  Cash in Bk 8B8T - Ln Funcs 03 03
Toal 1015000  Cash n Bank 03 03

1098000 - Savings & Temp Cash Investment
1098100 - Savings Accounts.
1098120 - Savings-BBST - Unit Funds
1098127 - 091 - Monticello

Genersldownal 02147008 375 Transter fro. FARLECRT 250000 250000
Genersldownal 02267008 380 Alocaonof.. VAOS! 103812108 02 250028
Genersldownal 0312008 362 Alocatente.. VAOS! /5410000 it 053 250079
Generaldownsl  D4EOR008 367 Alocatente.. VAOS! /5410000 it 051 250130
Generaldownsl  0SG12008 388 Allacate rte. 5410000 it 053 250183
Depost 087302008 Depost < 5410000 it 051 250230

Total 1036127 - 091 - Morticello 280230 250230

Total 1088120 - Savings-BBAT - Unit Fundls 250234 280230

Total 1036100 - Savings Accourts 250234 280230
Total 1038000 - Savings & Temp Cash Investment 250234 280230
ToTAL 257868 257868
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To print a profit and loss report by unit:

· Select “Reports.”

· Select “Company and Financial.”

· Select “Profit and Loss by Class.”

· Select the desired date.

· Select “Modify Report.”

· Select the “Filter” tab.

· Under “Choose Filter” select “Class.”

· In the next box under “Class” choose “Selected Classes.”

· Select the class for the desired unit.

· Remember: If you have created sub-classes for units under aircraft or vehicles, you must choose these sub-classes, also.

Wing should send these reports to the units periodically and ask them to verify the cash balances and the transaction details to confirm that everything was done correctly.  These confirmations will also show the units that wing is correctly accounting for their money.
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IS THIS THE BEST METHOD? TC "Is This the Best Method?" \f C \l "1" 
In order for Civil Air Patrol’s accounting processes to become more standardized, NHQ advocates using the processes outlined in this document. We encourage new ideas and realize that not all procedures covered in this document will work in every wing.  If you develop a procedure that is easier and accomplishes the same thing, then please let your WFA know.  We will review it and decide whether to add it to this manual.  As more wings are added to the Wing Banker Solution and these procedures are actually used in the field, we realize that changes may need to be made, so wings need to be flexible and willing to make changes as viable alternatives are presented.  Your reward will be not doing the unit consolidated report ever again!
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The following are examples of a Unit Deposit Advice form, a Unit Check Request form and a Unit Recurring Expense Policy.
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EXAMPLE UNIT RECURRING EXPENSE POLICY

This policy will need to be renewed on October 1 each year.

The finance committee of Garfield Squadron hereby authorizes East Virginia Wing to submit payment to Verizon for our telephone service on our behalf without additional written approval.  Wing HQ is authorized to submit payment up to $50 per month.  If the payment requested from Verizon exceeds $50 per month Wing HQ must contact the Garfield Squadron commander to obtain additional authorization.  If Garfield Squadron does not have enough funds to pay a Verizon bill, Wing HQ must contact the Garfield Squadron Commander so that additional funds may be deposited into their account.

____________________________ 

__________________________

Squadron Commander



Date

____________________________
Finance Officer

____________________________
Administrative Officer
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