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Headquarters Ohio Wing Civil Air Patrol
United States Air Force Auxiliary

Defense Supply Center Columbus
P.O. Box 3990

Columbus, Ohio 43218-3990

MEMORANDUM FOR: ALL OW DIRECTORS AND COMMANDERS

FROM: DIRECTOR OF ADMINISTRATIONiPERSONNEL

SUBJECT: OHIO WING POLICY ON FORMS

9 May 2012

ln order to improve the flow of information to/from Ohio Wing Headquarters the following
procedure will be followed:

1. All forms, CAP (CAPF) or Ohio Wing (O\yF) which require the approval of the Wine
Commander, willbe sent to the Director of Administration/Personnel forprocessing.

2. Forms will not be sent directly to the Ohio Wing Commander or Command Staff.

3. Forms will be sent to the Director of AdministrationlPersonnel with at least a two week lead
time with no expectation of immediate turn-around.

4. Applications for activities should be sent at least two weeks before the start of the activrty
registration date.

5. Incomplete fortrs will be returned with an explanation for the return of the form. Re-submiual
does not constitute an emergency; time should be spent ensuring the forms are complete and
correct.

Director of Administation/Personnel
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