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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 INVOICE APPROVAL PROCEDURES
1. All invoices, other than for travel, submitted to the Finance Officer for payment must be on a MER Payment Voucher form. Travel reimbursement must be requested on a Middle East Region Travel Voucher.  This is discussed in the Middle East Region Travel Policy. All requests for payment will be approved by the Finance Committee members via SERTIFI.  All requests require the approval of at least two members of the Finance Committee other than the Finance Officer.  Requests for $1,500 or above and the monthly credit card bill require the approval of the entire Finance Committee.

The following staff members are authorized to approve invoices for expenses and amounts as listed below:

        MEMBER


TYPE OF EXPENSES 
     AMOUNT LIMIT

a. Region Commander

All types of expenses

     $1,500

b. Region Vice Commander

All types of expenses

     $1,500

c. Region Chief of Staff

All types of expenses

     $1,500

d. Director of Operations

All aircraft/mission expenses 
     $1,500

e. All other directors


Within their area

    Budget Allocation

2. Instructions for MER Payment Voucher

a. Date – Use the drop-down calendar to select date.

b. Payment method – Click on either the box for Check or EFT (Electronic Funds Transfer).  An EFT will be automatically deposited to your bank account.  Contact the Finance Officer if you wish to sign up for the EFT.

c. Click on either 1stServis Bank or Bank of America.  1st Servis is our main account and Bank of America is our activity account.  Region Conference, Cadet Comp, SAR College, Region Staff College and MER Honor Guard Academy use the activity account.  All other activities and payments are made from 1st Servis Bank, i.e., postage, supplies, etc. for your normal business.  Contact the Finance Officer if you have any questions.

d. Fill in your name, position and address.

e. Amount: Leave amount blank. You cannot enter data here.  It will fill automatically.

f. Description: Fill in the purpose of your expenses.

g. Account Distribution: Use the drop-down menu to select the account to which your expenses will be charged.  These correlate to the MER budget which was e-mailed to MER staff.  After selecting the account, enter the amount.  These will automatically total and fill the Amount line above the purpose field.

h. All receipts must accompany the payment voucher and they must be legible.

i. Send the completed form (with receipts) to the Finance Officer in one of the following ways:

1.) Save as PDF file if you have the capability to do so and email to the Finance Officer


2.) Print the form, fill it in and scan it, then email to the Finance Officer.

3.) Print the form, fill in and mail to the Finance Officer.

j.    Remember: Travel reimbursement requests are submitted on a Middle East

Region Travel Voucher, not the Payment Voucher.

k.   Any questions, contact the Finance Officer at pgriffin212@verizon.net
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JOHN M KNOWLES, Colonel, CAP

Commander

