HEADQUARTERS

CIVIL AIR PATROL LOUISIANA WING

UNITED STATES AIR FORCE AUXILIARY

PO BOX 74670

BATON ROUGE LA 70874-4670


[image: image1.wmf]
[image: image2.jpg]



1 October 2007

POLICY LETTER FOR ALL SQUADRON COMMANDERS





ALL WING STAFF

FROM:  Louisiana Wing/CC

SUBJECT:  Policy Letter 2008-008 LA WG Finance Policies

1.  FY 08 – 1 OCT 07 – RECURRING EXPENSE POLICYFOR PERIOD 1 OCT 07 - 30 SEP 08:

   a.  
AIRCRAFT MAINTENANCE EXPENITURES:  All aircraft maintenance expenditures, ranging from $1500 - $2500, are approved as recurring expenses. These must have prior approval of the Wing Aircraft Maintenance Officer.  All Aircraft Maintenance Expenditures over $2500 require written approval of the Wing Finance Committee. Electronic approvals via e-mail are acceptable.

      b.  
VEHICLE MAINTENANCE EXPENDITURES: The Transportation Officer has approval authority up to $500. All vehicle maintenance over $500 must be approved in writing by the Wing Finance Committee. Electronic approvals via e-mail are acceptable.


   c.
NON-RECURRING EXPENSES:  The following positions are limited to $1500 on “non-recurring Expenses”: Wing Commander, Vice Commander, Chief of Staff, Finance Officer, Operations Officer.


   d.  
All expenditures must have prior approval before submission to Finance for payment. LTC Cecil A. Scarbrough is assigned the responsibility of approval of these expenditures.

2.  CREDIT CARD POLICY:

      a. The following are procedures for use of the Louisiana Wing Master Card, Sam’s Club Card and Multi Service card issued to certain headquarters staff members. This policy does not change the requirements in CAP 173-2 concerning prior authorization to expend wing funds.



(1) The Wing Commander has authorized use of Louisiana Wing Credit Cards for the following wing staff officers subject to the credit limits shown below for each card:




a.
Wing Commander - $3500



b.
Wing Vice Commander - $2500  




c.
Wing Maintenance Officer - $2500




d.
Wing Finance Officer - $2500

Should there be a need for an individual expenditure to exceed the authorized limit, prior written approval from the Wing Commander will be required. Electronic e-mail approvals are authorized.



(2)  The credit cards may be used to pay for expenditures directly related to those activities within the staff officer’s scope of duty. The aggregate balance on each account at any one time may not exceed the credit limit shown above.  The credit card will not be used for cash advances.



(3)  All uses of the Louisiana Wing credit cards will be documented and reported to the Wing Director of Finance/Wing Administrator. ALL receipts must be turned in on a monthly basis. All receipts must show what the expenditure was for to facilitate posting to the correct account. Vehicle identification numbers, aircraft N numbers, mission numbers, the purpose of the expense and any other identifying information necessary to facilitate the categorization of these expenditures is a requirement. The date, vendor name, items purchased and amount will be included on any e-mail notification prior to turning in the receipts if necessary.



(4)
Expenditures for which no receipt is presented, will become the responsibility of the member incurring the expense. Two instances of expenditures without receipts in one FY will result in loss of credit card privileges.



(4)  Any LA Wing Credit card that is lost or stolen must be reported immediately to the credit card issuer, Wing Commander and Director of Finance.



(5)  The LA Wing Credit card will not be used for personal expenditures at any time.
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MICHAEL H. DUBOIS, Colonel, CAP










Wing Commander

Semper Vigilans


