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PCR SUSPENSE CALENDAR

• Posted on PCR Website
• pcr.cap.gov
• Resources

• Miscellaneous Documents

• Easy viewing by months

• Description of how to submit requirements

• Reminders to Wing/CS

✔ ️

JANUARY

7 Chaplain/CDI Activities Report (Jul-Dec) Completed in eServices/Chaplain Corp Reports
15 Squadron of Distinction Wing Nomination Emailed to Region Commander
31 Aerospace Education Plan of Action Completed in eServices/AE Squadron POA
31 Personnel Atuhorization-Staff (YY-01) Completed in eServices/Duty Assignment
31 Personnel Atuhorization-Committee (YY-02) Completed in eServices/Duty Assignment

FEBRUARY
1 Annual Award Nomination (Of The Year) Emailed to PCR DP 

28 Annual Safety Day/ORM Briefing Completed in eServices/SIRS/Log Safety Ed
28 Annual Public Affairs Plan of Action Emailed to PCR PAO (Google Documents)
28 Wing Crisis Communication Plan Emailed to PCR PAO (Google Documents)

MARCH
31 Annual Non-Discrimination Briefing Wing completion emailed to PCR/CS

APRIL
1 Wing Annual Communications Plan Emailed to PCR/DC

MAY
1 Annual Historian Report CAPP5 Emailed to PCR Historian

JULY
7 Chaplain/CDI Activities Report (Jan-Jun) Completed in eServices/Chaplain Corps

15 Wing Operations Training Plan Completed in eServices

SEPTEMBER
15 Appoint Cadet Advisory Council Reps Completed in eServices/Duty Assignment
30 Finance Authorization CAPF 172 Emailed to Wing Administrator/FM

OCTOBER
1 Unit Budgets for Next Fiscal Year Emailed to Wing Administrator/FM

20 Contributed Facilities and Utilities CAPF 174 Completed in eServices/ORMS
20 Commander's Financial Disclosure CAPF 171 Completed in eServices/Commander's Corner

NOVEMBER
12 Congressional Report for Legislative Day Completed in eServices/Government Relations
30 Inventory - Aircraft Completed in eServices/ORMS
30 Inventory - Vehicle Completed in eServices/ORMS
30 Inventory - Communications Completed in eServices/ORMS
30 Inventory - Supplies/Equipment Completed in eServices/ORMS
30 Inventory - Real Property Completed in eServices/ORMS
30 Upload Real Property Documents Completed in eServices/ORMS

DECEMBER
15 Unit Commander OTY Award  CAPF 120 Emailed to PCR DP
15 Wing Annual SUI Plan of Action Emailed to PCR IG
31 Aerospace Education Activity Report Completed in eServices

Monthly:
8 Vehicle and Aircraft Usage Reporting Completed in eServices and WMIRS

Last Day of Month Safety Briefing Completed in eServices

REGION SUSPENSE CALENDAR
Updated 4 October 2019
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JANUARY

• Chaplain/CDI Activities Report (Jul – Dec)
• eServices/Chaplain Corp Reports
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JANUARY 

• Personnel Authorizations
• Staff is YY-01
• Committee YY-02
• eServices Duty Assignments
• Paper PA only needed for those assignments

NOT listed in eServices

• Squadron of Distinction Nominations
• Emailed to Region Commander
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JANUARY 

• Aerospace Education Plan of Action
• eServices/AE Squadron POA

• Compliance
• Wing POA Report
• POA Status Reporting
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FEBRUARY

• Annual Award Nominations (Of The Year)
• CAPF 120
• Emailed to PCR/DP

RECOMMENDATION FOR DECORATION DATE 

      
TO: (National, Region, Wing, or Group) 
      
      
      

FROM: (Originating Organization and Address) 
      
      
      

1.  RECOMMEND INDIVIDUAL/UNIT INDICATED BE AWARDED :  
 S i lver  M ed a l  o f  Va lor   Comman d er ’ s  Commen d a t i on  Award  
 B ron ze  M ed a l  o f  Va lor   (Approved  by Wing,  Region  or  Nat ional)  
 Di s t i n gu i sh ed  Serv i ce  M ed a l   Ach i evemen t  Award  (Ap p roved  b y Grou p )   
 Excep t i on a l  Serv i ce  Award   Cer t i f i c a t e  o f  Recogn i t i on  for  Li fesav in g  

 (Approved  by Region)  (Approved  by Wing or  Region)  
 M er i t o r i ou s  Serv i ce  Award   Un i t  C i t a t i on  Award  

 (Approved  by Region)   Other:        

 

 

 

 

 

2. PERSONAL DATA (Data Required for Individual Award) 

LAST NAME, FIRST NAME, AND MIDDLE INITIAL 
         

CAPSN 
      

GRADE 
       

UNIT NAME AND CHARTER NUMBER 
       

WING 
      

3.  UNIT DATA (Data Required for Unit Citation) 

UNIT NAME AND CHARTER NUMBER 
        

WING 
      

4.  INCLUSIVE DATE(S) OF ACT, ACHIEVEMENT, OR SERVICE (Required for all awards) 

FROM         TO          
5. PREVIOUS AWARDS AND DECORATIONS (List previous CAP awards and dates below:) 

      

6. JUSTIFICATION 

COMPLETE ITEM 6 ON THE REVERSE SIDE OF THIS FORM  

REQUESTED BY 
      

SIGNATURE OF FLIGHT OR SQUADRON 
COMDR        

FLIGHT OR SQUADRON 
      

DATE 
      

APPROVED 
      

SIGNATURE OF GROUP COMMANDER 
      

GROUP 
      

DATE 
      

APPROVED 
      

SIGNATURE OF WING COMMANDER 
      

WING 
      

DATE 
      

APPROVED 
      

SIGNATURE OF REGION COMMANDER 
      

REGION 
      

DATE 
      

CAP FORM 120, DEC 08 Previous editions may be used. 
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FEBRUARY

• Annual Safety Day/ORM Briefing
• eServices/SIRS

• Compliance
• SIRS

• Safety Reports
Ø Safety Day/ORM Report
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FEBRUARY

• Wing Public Affairs Plan of Action
AND

• Wing Crisis Communication Plan
• eServices/PA and Crisis Plans
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MARCH

• Annual Non-Discrimination Briefing
• Non-Discrimination briefing on PCR website

• Resources
Ø Video/Media Collection

• Emailed to PCR Chief of Staff

CIVIL AIR PATROL 
SENIOR MEMBER PROFESSIONAL DEVELOPMENT PROGRAM DIRECTOR’S REPORT 

 
Submit this form immediately after completion of the school or course in accordance with reporting instructions in 
CAPR 50-17, CAP Senior Member Professional Development Program.  This form provides information for 
training record updates and for training awards and promotions.  Forward this form through the wing 
commander for signature (see NOTE 1) or mail or fax the completed form directly to: 
 NHQ CAP/DP 

E-mail: LMMEFORMS@CAPNHQ.GOV 
 105 South Hansell Street, Building 714 

Maxwell AFB AL 36112-6332 
Phone:  Toll free 877-227-9142, ext 210 
Fax:  334-953-4262 

 
Check the course that applies.  NHQ CAP/DP will only credit students with the course(s) checked on this form. 
 

 Foundations Course and Cadet Protection    CLC 

 Foundations Course Only      RSC 

 Cadet Protection Only       NSC 

 SLS         Other 

Date(s) of Training: 2020 Nondiscrimination Briefing  

Wing: PACIFIC REGION STAFF Location: PCR WEBSITE  

 PLEASE TYPE/PRINT CLEARLY.  CAPID NUMBER AND MEMBER’S SIGNATURE ARE ESSENTIAL IN ORDER 
FOR NHQ CAP/DP TO ENSURE MEMBERS RECEIVE PROPER CREDIT FOR THE COURSE. 

 NAME CAPID CHARTER NO. SIGNATURE 

1.                          

2.                          

3.                          

4.                          

5.                          

6.                          

7.                          

8                          

9.                          

10
. 

                         

               

 DIRECTOR’S SIGNATURE 
 

 WING COMMANDER’S SIGNATURE  
NOTE 1:  Wing commander’s (or designee’s) signature is required for processing SLS and CLC completion and credit.   
NOTE 2:  For all courses, send a copy of the CAPF 11 to the wing/region professional development officer (if required by 
wing/region policy). 

Local reproduction of this form is authorized. 

CAP FORM 11, JUL 09 PREVIOUS EDITIONS WILL NOT BE USED AFTER 31 AUG 09   OPR/ROUTING: PD 
  (If needed, continue on reverse.) 
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APRIL

• Wing Annual Communications Plan
• Emailed to Region Director of Communications
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MAY

• Annual Historian Report
• Emailed to Region Historian
• Guidance CAPP 5, Written History Self-Study Guide
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JULY

• Chaplain/CDI Activities Report (Jan - Jun)
• eServices/Chaplain Corp Reports
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JULY

• Wing Operations Training Plan
• eServices/Operations/TrainingPlan

• Compliance
• Training Plan Status
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SEPTEMBER

• Appoint Cadet Advisory Council Reps
• eServices/Duty Assignment
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SEPTEMBER

• Finance Authorization, CAPF 172
• Emailed to Wing Administrators

Effective Date 1‐Oct‐14
Region/Wing/Unit Sample Unit

Approval Authority Name/Position Type of Expenditures to Approve Amount
Example: S. Johnson/Transportation officer Vehicle Maintenance Expenditures Up to $500

Vendor Name Purpose (please use the drop down box) Mo/Qtr
Amount ($1,500 or less for 

region/wing; $500 or less for unit)
Example: Sample Airport Hangar Rent Mo $150.00

Name: Credit card description: Credit limit:
Example: J Smith, Commander Chase Bank Credit Card $5,000.00
Example: Aircraft N9999 MultiService Fuel Card $2,000.00

Name: Account or type of transfer: Amount not to exceed:
Example: J Jones, Director of Finance Unit Proficiency Drafts $1,500

Region/wing finance committee authorization form must be submitted through Sertifi.  

Consolidated Finance Authorizations

A. The following have authority to approve invoices on behalf of the above region/wing/unit.  Additional approval by the finance committee through Sertifi 
is required for all region/wing expenditures in excess of $1,500 and for all credit card payments regardless of amount.   Unit finance committees must 
approve all expenditures in excess of $500.  (CAPR 173‐1 Para 6i)

B.   The following items are recurring expenses for the above region/wing/unit and do not require further approval for payment: (CAPR 173‐1 Para 9a(6), 
9b(6), 9c(7))

C.   The following individuals are authorized to use the corporate credit card in accordance with CAPR 173‐1 Para 20a and 20b: (if none, indicate NONE in 
the first line) 

D.   The following are authorized to make transfers between bank accounts of the above wing as indicated below:  (N/A for units) (CAPR 173‐1 Para 11o)
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OCTOBER

• Contributed Facilities and Utilities, CAPF 174
• eServices/ORMS

• Real Property
Ø Add/View Real Property

• Unit Budgets
• Emailed to Wing Administrators
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OCTOBER

• Commander’s Financial Disclosure, CAPF 171
• eServices/Commander’s Corner

• Compliance
• Member Reports

Ø Form 171 Completion
Report
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NOVEMBER

• Inventory
• Aircraft
• Vehicle
• Communications
• Supplies/Equipment
• Real Property
• Upload Real Property Documents

• eServices/ORMS

• Compliance
• ORMS

• Reports
Ø Annual Inventory Status Report
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NOVEMBER

• Congressional Report for Legislative Day
• eServices/Government Relations
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DECEMBER

• Unit Commander Of The Year
• Emailed to PCR/DP

RECOMMENDATION FOR DECORATION DATE 

      
TO: (National, Region, Wing, or Group) 
      
      
      

FROM: (Originating Organization and Address) 
      
      
      

1.  RECOMMEND INDIVIDUAL/UNIT INDICATED BE AWARDED :  
 S i lver  M ed a l  o f  Va lor   Comman d er ’ s  Commen d a t i on  Award  
 B ron ze  M ed a l  o f  Va lor   (Approved  by Wing,  Region  or  Nat ional)  
 Di s t i n gu i sh ed  Serv i ce  M ed a l   Ach i evemen t  Award  (Ap p roved  b y Grou p )   
 Excep t i on a l  Serv i ce  Award   Cer t i f i c a t e  o f  Recogn i t i on  for  Li fesav in g  

 (Approved  by Region)  (Approved  by Wing or  Region)  
 M er i t o r i ou s  Serv i ce  Award   Un i t  C i t a t i on  Award  

 (Approved  by Region)   Other:        

 

 

 

 

 

2. PERSONAL DATA (Data Required for Individual Award) 

LAST NAME, FIRST NAME, AND MIDDLE INITIAL 
         

CAPSN 
      

GRADE 
       

UNIT NAME AND CHARTER NUMBER 
       

WING 
      

3.  UNIT DATA (Data Required for Unit Citation) 

UNIT NAME AND CHARTER NUMBER 
        

WING 
      

4.  INCLUSIVE DATE(S) OF ACT, ACHIEVEMENT, OR SERVICE (Required for all awards) 

FROM         TO          
5. PREVIOUS AWARDS AND DECORATIONS (List previous CAP awards and dates below:) 

      

6. JUSTIFICATION 

COMPLETE ITEM 6 ON THE REVERSE SIDE OF THIS FORM  

REQUESTED BY 
      

SIGNATURE OF FLIGHT OR SQUADRON 
COMDR        

FLIGHT OR SQUADRON 
      

DATE 
      

APPROVED 
      

SIGNATURE OF GROUP COMMANDER 
      

GROUP 
      

DATE 
      

APPROVED 
      

SIGNATURE OF WING COMMANDER 
      

WING 
      

DATE 
      

APPROVED 
      

SIGNATURE OF REGION COMMANDER 
      

REGION 
      

DATE 
      

CAP FORM 120, DEC 08 Previous editions may be used. 
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DECEMBER

• Wing Annual SUI Plan of Action
• Emailed to PCR/IG
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DECEMBER

• Annual Safety Survey
• Obsolete Requirement
• New Requirement for 2021
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DECEMBER

• Aerospace Education Activity Report
• eServices/AE POA and Activity Report

• Compliance
• Wing Activity Report
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MONTHLY

• Vehicle Usage Reporting
• eServices/ORMS

• Compliance
• ORMS

• Reports
Ø Vehicle Usage Monthly

No Entry
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MONTHLY

• Aircraft Usage Reporting
• eServices/WMIRS

• Compliance
• WMIRS

• Reports
Ø Form 18 – Fiscal Year 

Reporting Status
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MONTHLY

• Safety Briefings
• eServices/SIRS

• Compliance
• SIRS

• Reports
Ø Safety Briefings Wing

Summary Report
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SUSPENSE TIPS

• Do not wait until the last minute
• Contact Region counterpart for assistance
• Ensure chain of command is aware of status and information on the submission
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QUESTIONS?


