Sample Wing, CAP

Sample Financial Management Procedures

Effective:  1 October 2011
A. Invoice Approval Policy

All invoices must have approval by the appropriate directorate prior to payment.  This approval is to verify that the invoice/reimbursement is accurate, the items or services purchased are in working order and all items have been received or services completed and authorizes payment.  Below are the authorized approvers:

Wing Commander:

All types of expenses

Vice Commander: 

All types of expenses

Chief of Staff:


Operations expenses, Personnel, Chaplain and Administration

Director of Finance:

Finance Expenses

Director of Cadet Programs:
Cadet Programs, Encampment expenses, AE

Director of Logistics:

Comm and Supply expenses
Inspector General:

IG expenses

For payments over $1,500, majority finance committee approval is required through Sertifi.

B. Recurring Expenses
The following recurring expenses are authorized to be paid without approval by the Director of Finance up to the limits established:

Vendor:



Amount:

Flying FBO—Rent 


$1,000

City Water—Water/Sewer

     $50

ATT—Phone



     $75
Comcast—Cable


     $50

City Lights—Electricity

   $150

City Gas—Heating Fuel

   $100

City Airport—Hangar Rent

   $100

C. Credit cards

1.
Credit cards are provided as a privilege for necessary purchases and to minimize out of pocket expenses for the members.
2.
The card holder is responsible for the credit card at all times.  He/she will insure that it is used only for authorized purchases. 

3.
Credit cards will not be used for cash advances.

4.
Any credit card that is lost or stolen must be reported immediately to the credit card issuer, Wing Commander and Wing Finance Officer.

5.
The credit card will not be used for personal expenditures at any time.

6.
On the 1st of each month, the card holder will complete the credit card reconciliation form and email to Wing Headquarters with receipts of all charges made during the month.  The receipts must be legible. 

7.
The credit card statement and expenses will be approved by the finance committee through Sertifi.

8.
Charges related to business meals and entertainment must be documented on CAP F170.  
9.
The following penalties will be imposed for misuse, failure to report, or failure to report in a timely manner.

(a)
Misuse.  The card will be immediately cancelled with the credit card company.

(b)
Failure to report or failure to report in a timely manner:  First incident:  A written warning will be issued to the user.  Second incident:  The user will lose the privilege of having a credit card.

D. Travel Policy
1. When travel is required for wing business, a written request must be submitted to the Wing Commander prior to travel.  The request should include dates, business purpose of travel and estimated cost.

2. Within 30 days of returning from travel, the member will complete a Travel Report and Reimbursement Request.  This form lists dates of travel, a summary of activities, and expenses related to the travel.  The member should attach all receipts and the written commander approval.
3. Travel expenses should be limited to airfare (if corporate vehicle is not available), fuel expenses, hotel, rental car, parking, and registration.  All costs will be reasonable and should be approved as stated in D1 prior to travel.  Meal reimbursements will be limited to $XX per day.
4. Routine travel to wing headquarters will not be reimbursed.

5.
If the wing uses the corporate vehicle to travel for corporate business, errands or daily use, fuel receipts must be documented with the vehicle usage report indicating miles driven, purpose of business and destination.  Fuel charges on the corporate card will also be supported with the vehicle usage report.
E. Bank Transfers

1. Electronic transfers of funds may only be accomplished by the Wing Commander, Vice Commander, or the Wing Director of Finance.

2. All electronic transfers of funds require two signatures (or electronic approvals), regardless of the amount.  All electronic transfer greater than $1,500 require the approval of the Wing Finance Committee via Sertifi.
3. Transfers of unit funds require the approval of the unit finance committee, regardless of amount or account, except for transfers for monthly aircraft maintenance reimbursements to the Wing.  These transfers can be performed in accordance with 173-1 by notification to the unit that the funds will be transferred.

