[image: image1.jpg]



HEADQUARTERS 

Civil Air Patrol Middle East Region
United States Air Force Auxiliary

105 Crystal Spring Drive
Ashton, MD 20861





    1 October 2015
MEMORANDUM FOR MIDDLE EAST REGION STAFF MEMBERS

FROM:  MER/CC

SUBJECT:  MIDDLE EAST REGION CREDIT CARD PROCEDURE
1. This instruction prescribes the procedures for use of the Middle East Region VISA credit cards that are issued to certain staff persons. This instruction does not change the requirements in CAPR 173-1 concerning prior authorization to expend region funds.
2. The Region Commander and the MER Finance Committee has authorized use of Middle East Region credit cards for the following region staff officers subject to the credit limits shown below for each card:
a. Region Commander -- $5,000.00

b. Region Vice Commander -- $5,000.00

c. Region Chief of Staff-- $5,000.00

d. Region Operations Officer -- $5,000.00

e. Region Stan/Eval -- $5,000

f. Region Administrative Officer -- $5,000.00

g. Region Director of Cadet Programs -- $5,000.00

h. Region Inspector General -- $5,000

i. Region Finance Officer -- $5,000

j. Region Flight Academy Director -- $10,000

k. Region Flight Academy Deputy Director -- $10,000

l. Region Flight Academy Finance Officer -- $12,000

3. 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. Individual line item expenses may not exceed $1500 without finance committee approval. Staff members within Admin/Personnel, Cadet Programs and Operations will coordinate with the Admin Officer, Director of Cadet Programs and Director of Operations for use of the credit card for that area.
4. In the event of a major actual emergency services mission, the credit card holder is authorized to spend up to the individual's credit limit for mission expenses without further approval.
5.  All uses of the Middle East Region VISA credit card will be documented and reported to the     Region Director of Finance.  Card holders are encouraged to send receipts as soon as they are incurred but all receipts must be received by the Region Director of Finance no later than two weeks after the date the charge was incurred. Repeated failure to comply with this requirement may result in the member being denied permission to carry and use a Middle East Region credit card. 
Scanned receipts are acceptable as long as all the necessary information is legible. The billing cycle for our account is the 19th of one month to the 18th of the next month.  All receipts must show what the expenditure was for to facilitate posting to the correct accounts. 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 in addition to the above information. Meals must be documented with a detailed receipt which shows what was ordered.  Credit card receipts without these details are not sufficient.
6.  Any Middle East Region VISA credit card that is lost or stolen must be reported immediately to Susan Easter (NHQ), Region Commander, and Director of Finance.

7.  The Middle East Region VISA credit card will not be used for personal expenditures at any time.
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JOHN M. KNOWLES, Colonel, CAP

Commander
