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Finance

FINANCIAL PROCEDURES AND ACCOUNTING REPORT

FOR UNITS BELOW WING LEVEL

1d. (added): Financial Management of Wing Funds; A purchase order (PO) must be obtained from Wing Headquarters prior to expenditure of any wing monies.  If you do not obtain a PO, you are not authorized to use wing funds and may have to pay the expense.

1e. (added): Members or Squadrons may be reimbursed from wing funds if the expenditure was previously authorized.  Members or Squadrons requesting reimbursement from Wing Headquarters must provide the following information, purpose of the expenditure, who authorized the expenditure, 

the original customer-copy of the signed receipt, Aircraft/Vehicle number, when involved.


(1). (added): To obtain a PO, contact Wing Headquarters with the following information; intended use of goods/services you need, vehicle/aircraft for which funds are required, estimated cost, and vendors name and address. PO For Aircraft Maintenance will be obtained from Wing Aircraft Management Officer.

(2). (added): Prior to obtaining a PO ensure the vendor will accept a PO.  Also ensure the vendor will provide an itemized bill or invoice for payment.  Provide the vendor with the correct billing address, i.e. North Dakota Wing, Civil Air Patrol, PO Box 608, Bismarck, ND, 58502-0608.


(3). (added): In case of an actual mission, the Incident Commander may authorize expenditure of state funds for procurement of essential goods/services for successful mission completion.  The Incident Commander will obtain verbal approval from the Wing Commander, if time permits.  Emergency approvals of this nature will be entered in the mission log.

1f. (added): Use of wing fuel/oil Credit Card and Travel Policy;


(1).  The wing fuel/oil Credit card is for FUEL/OIL ONLY.  No other charges should be made on it.


(2).  The wing fuel/oil Credit Card can be used for actual and training missions, cadet orientation flights and when advance approval is given for its use by the Wing Commander.


(3).  If the wing fuel/oil Credit Card is used, immediately submit the fuel charge slip to Wing Headquarters, with the following information; Purpose of travel, Who authorized travel/mission, who signed for the fuel/oil, and aircraft/vehicle type, license number the fuel was used in.


(4).  Travel is authorized only when conducting wing business, or when it will benefit the wing.  Limited per-diem may be authorized by the Wing Commander.

2c(10). (added): No squadron funds will be committed unless the squadron has finances in the bank account to cover charges incurred.

2c(11). (added): All squadron expenditures will be paid within 30 days of billing.

9b. (added): CAPForm 173-2 and allocation statement is due at Wing Headquarters quarterly, on
31 Mar, 30 Jun, 30 Sep, 31 Dec.
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