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October 1, 2007

POLICY LETTER FOR ALL SQUADRON COMMANDERS

FROM:  Louisiana Wing/CC

SUBJECT:  Policy Letter 2007-012 Squadron Credit Cards

1.
Squadron credit cards are provided for purchases necessary to maintain the unit and to keep out of pockets expenses for the members to a minimum.

2.
The Squadron Commander is responsible for the squadron credit card at all times.  He/she will insure that it is used only for authorized purchases to sustain the unit and its activities. The unit will comply with this policy and will establish, in writing, a credit card usage and approval policy.  A copy of the unit policy will be forward to the wing finance officer.

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.
Each squadron member authorized to use the credit card will complete a “Squadron Credit Card Statement of Understanding”.  A blank copy is attached.  The statement of understanding must be renewed each year on 1 October.  The signed statement will be retained in the members personnel file.

6.
The squadron credit card will not be used for personal expenditures at any time.

7.
Record Keeping and Reporting Procedures:

(a)
A receipt will be maintained for each purchase on the squadron credit card.


(b)
On the 1st of each month the squadron commander or finance officer will complete the “Subordinate Unit Credit Card Receipt Form” LAWBP Form 5 and forward it to Wing Headquarters with the receipts charged during the month.  This form must reach wing headquarters not later than the 5th of each month.


(c)
The following information shall be included on the reverse of each receipt:



(1)
Unit Charter Number – “LA XXX”



(2)
The description of the expenditure



(3)
The name and CAP ID number of the member that signed for the credit card charge.

The member responsible for forwarding the form and the receipts shall insure that the receipts are readable.  Copies of the form and the receipts will be retained in the unit file.

8.
The following penalties will be imposed for misuse, failure to report, or failure to report in a timely manner.


(a)
Misuse.  Should misuse be determined 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 Squadron Commander with a copy to the Squadron Finance Officer.  Second incident:  The unit will lose the privilege of having a squadron credit card.

9.
There is a $500.00 limit on the credit card.  If a unit goes over that amount there is a $39.00 overage fee will be charged by the credit card company.
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MICHAEL H. DUBOIS, Colonel, CAP







                      Wing Commander

MEMBER 

SQUADRON CREDIT CARD

STATEMENT OF UNDERSTANDING
(Each member will complete this statement prior to use of the Squadron Credit Card for approved purchases.  The statement should be maintained in the members’ personnel folder.)
I have read and understand the Louisiana Wing instructions for use of the Squadron Credit Card for approved purchases.  I understand that the card may be used only for authorized and approved purchases to support the squadron.  I also understand the information that I must report in each instance of use of the squadron credit card.

I further understand that use of the Squadron Credit Card for any purpose other than that authorized in Louisiana Wing instructions constitutes fraud and will result in appropriate legal and/or administrative action in accordance with CAP Regulations.

Member Name_______________________ CAPID ______________    Date__________

