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You can find direct links to documents
under the Financial Management

section at the bottom of the page.

Activity Director Resources Page

https://www.gocivilairpatrol.com/programs/cadets/activities/national-cadet-special-activities/activity-director-resources
https://www.gocivilairpatrol.com/programs/cadets/activities/national-cadet-special-activities/activity-director-resources
https://www.gocivilairpatrol.com/programs/cadets/activities/national-cadet-special-activities/activity-director-resources
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FINANCIAL RESPONSIBILITIES
Develop and submit a balanced budget
Remaining within the budget for the activity
Communicate budget discrepancies or changes in a timely manner
Ensuring purchases are made according to NHQ guidelines
Ensuring contracts for meals and lodging are secured and submitted well in advance of the activity
for entry into NHQ’s financial tracking system
Approving activity expenditures
Submitting credit card expense reports on time
Submitting invoices for payment in a timely manner
Entering “Actuals” in the budget spreadsheet daily throughout the activity timeline
Submitting a final report within 30 days of the activity end date
For summer activities, all final reports are due no later than 1 September
Ensuring activity staff do not use personal credit cards for activity expenses



TAX EXEMPTIONS

The CAP Employee Identification Number is 75-6037853. 

 Please work with your Wing Administrator to complete 
the Department of Revenue Sales and Use Tax Certificate of Exemption. 
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OPERATING REVENUE
4 Revenue Streams:

Cadet Tuition 
NHQ Funds

Fundraisers
Grants/Donors

Plan to operate as ‘revenue neutral’
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PROGRAM REVENUE

Generated by Cadet tuition fees
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NHQ CORPORATE ALLOCATION (100 FUND)
Requested in the budgeting process. Cannot exceed income (cadet
paid tuition)
-Meals
-SWAG

USAF APPROPRIATED ALLOCATION (200 FUND)
Can only be used for certain instances, with permission
-Lodging Expenses
-Staff Travel
-Admin/Supplies
-AC Fuel/MX (NFA only)
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FUNDRAISING
Funds raised through fundraising efforts may be used for any expense unless
restricted by the donor/grant provider. Please note that unless specified, the dollars
received are spent in the year received first and then other income is expended. If
you are going to raise funds from entities within a specific State, please coordinate
with the Wing CC so we are not taking resources away from that Wing.  
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In-Kind or cash donations should be included on the budget if known and confirmed
ahead of time so the amount can be factored into the entire budget. In-Kind
donations can include the provision of lunch at the vendor’s facility for CAP
participants. At the minimum, have the Finance Officer collect the information below
necessary to provide a thank you note and charitable donation receipt, if vendor
wants. 

• Name/POC 
• Address 
• Date/Activity 
• People served 
• Any other information that might be valuable in providing a thank-you 

IN-KIND OR CASH DONATIONS 
20
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BUDGETS
Use the template provided.
Due by 30 September in the prior year
Approved by the end of December
Include a reserve fund of 3%

You may not approve expenses that exceed 3% of the Corporate Income 

If the activity runs a surplus, the AD is not to expend those funds on supplies for the next
year without permission. Call CAP/CP to discuss. The priority will be completing the current
year’s activities; then CAP/CP will prioritize your requests with our overall funding plans. 

SURPLUS FUNDS20
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CONTRACTS
All contracts, including catering or room holds, must come through NHQ to be signed. If the amount exceeds the
approved threshold of $7,499.99 NHQ will create a Purchase Order for a contract and then will pay for the
services by a check or EFT. ADs should encourage vendors to use the Electronic Funds Transfer (EFT) capability for
large transactions such as lodging or transportation. The vendor will complete a W-9 providing proof of their EIN,
contact information, and address. Using the EFT system will facilitate a smooth payment between NHQ and the
vendor organization. 

LARGE PURCHASES
Expenditures exceeding $7,499.99 may require a prior authorization to purchase. Anything with the potential
to exceed this threshold requires NHQ to create a Requisition so the vendor can be paid in a timely manner.
Large purchases SHOULD NOT be placed on a credit card without preapproval and should be handled by NHQ.
You CANNOT split the bill and make multiple payments to get it below the threshold.  

Contracts for your activities must be sent to Cadet Programs no later than Feb 1
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LARGE PURCHASE EXAMPLES
EXAMPLE 1: 

You have a planned, approved expense for $6,000
You spend $2,000 more on the expense.
This cannot happen without approval from NHQ because it exceeds the $7,499.99 threshold and requires a
Requisition. 

EXAMPLE 2: 

You have an approved Requisition for $10,000 to a local restaurant.
You changed your plan, went to a different restaurant and the bill was $10,500.

This change of vendor and the fact that that amount exceeds 3% of the approved expense requires an
updated Requisition and approval from NHQ before moving forward.
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LARGE PURCHASE EXAMPLES
EXAMPLE 3: 

You order T-shirts and patches from a single vendor
The t-shirts cost $6,500; The patches cost $3,334
You receive an invoice to pay each order separately

This cannot happen without approval from NHQ because it exceeds the $7,499.99 threshold from a
single vendor and requires a Requisition.
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BUDGET BEST PRACTICES
Know your budget
Enter actual expenses DAILY in the budget spreadsheet
Upload your credit card receipts DAILY
Do not overspend your budget
If an unexpected expense arises that is not in the
budget, contact NHQ before making the expenditure.20
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CREDIT CARD 
Each activity should have 1-2 CAP
activity credit cards to manage

expenses.

Personal credit cards should not be
used for activity expenses.

Reimbursements may be declined.

Company

Personal20
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CREDIT CARD USER EXPECTATIONS 
If you request a credit card for a staff member, please ensure that you’ve confirmed that
member understands the expectations of being a credit card holder. 
Activity credit cards are only to be used for authorized activity purchases. Personal
purchases are not allowed. 
All activity credit card holders should review their expiration date at the beginning of
the planning season. If your credit card expires this year, you should receive a
replacement card in the mail from the bank automatically. 
If you do not receive your replacement card within 21 days of the expiration date, please
contact CAP/CPA so we can work with the bank to expedite a card to you.

Company
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VAN FUEL BEST PRACTICES
FOR FLIGHT ACADEMIES
Use the Activity-Assigned Credit Card to fuel the van during the activity.
Use the Expenses Report when you reconcile the card.

If you use the credit card in the van:
Do not upload that van fuel receipt to WMIRS.  
Use the process outlined to email to Brandy King and ncsafinance@capnhq.gov

Mission numbers are for aviation expenses only per NHQ Operations.
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VAN FUEL BEST PRACTICES FOR
NCSAS
NCSAs should prioritize using the Activity Credit Card for van fuel. If there
is a situation where the Activity Credit Card is not available (example:
transporting the van to the activity by a driver without an Activity Credit
Card), use the EFS van card and email receipts to Brandy King
(bking@capnhq.gov) and ncsafinance@capnhq.gov. 20
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CREDIT CARD 
How to Certify Online

20
26



CREDIT CARD 
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CREDIT CARD 
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Amazon

Walmart

Publix

Amazon

$14.57

$100.89

$25.43

$22.34

CREDIT CARD 
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Amazon

Walmart

Publix

Amazon

$14.57

$100.89

$25.43

$22.34

Describe the purchase
Don’t use ALL CAPS
Don’t use spaces
Last name of the credit card owner (with a dash)
30 character maximum

CREDIT CARD 

MedSupply-Smith

WaterBottles-Smith

Groceries-Smith

Notebooks-Smith
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Amazon

Walmart

Publix

Amazon

$14.57

$100.89

$25.43

$22.34

Select the appriopriate code
Contact us if you need an additional code. 
Only use the dropdown menu

CREDIT CARD 
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Amazon

Walmart

Publix

Amazon

$14.57

$100.89

$25.43

$22.34

Use the ACRNs for the current year (see instructions)
Select the appropriate ACRN & FY
Contact us if you need an additional ACRN 
Only use the dropdown menu

CREDIT CARD 
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Amazon

Walmart

Publix

Amazon

$14.57

$100.89

$25.43

$22.34

CREDIT CARD 
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CREDIT CARD 
Receipts

Vendor
Items Purchased 
Amounts
Total 
Paid via Credit Card 
Date of purchase

Only for
Fuel
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CREDIT CARD 

Combine all your receipts into one
PDF.
Title your File: First Name Last
Name Month

JaneSmithJune2024Receipts.pdf
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CREDIT CARD 
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Smith June Report

CREDIT CARD 
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CREDIT CARD 
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Designate approved credit card holder
To be used for primary purchases
Keep ALL receipts
Upload all expenditures no later than the 25  of the monthth

Any transaction (even if there’s a credit) will require the expense report
Keep a spreadsheet DAILY
Know your credit limit, notify NHQ ahead if larger limit is needed
Large purchases over $7,499.99 require approval

CREDIT CARD BEST PRACTICES
20
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DO NOT put any expenses in WMIRS in the MISC category. 
EVER.

WMIRS BEST PRACTICES
20
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Reimbursements should only be for approved staff travel
expenses (must be in your approved budget) 
Collect a correct receipt.
Send receipt and your information including name, address, and
other required info to NHQ using the reimbursement form. 
All claims must be made within 2 weeks of the end of the
activity. This is a hard requirement. 
No late requests will be processed
Direct Deposit ONLY
AD or Finance Officer forwards completed form to
ncsafinance@capnhq.gov
DO NOT fill out the Request by or Approved by fields. These are
filled out by NHQ/CP

REIMBURSEMENT
20
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Due to the complexity of NCSAs, no refunds are available after the posted deadline. Some activities may
have an earlier deadline. Check your Registration Zone event for details.

Any slotted member that chooses to cancel their registration after making a payment can self-cancel in
Registration Zone. Any eligible refunds based on refund deadlines will automatically be processed.
Activity Directors and staff are not authorized to give refunds. Activity Directors and staff are not
authorized to promise a slot at a future activity for any reason.

Note: There are no deposits this year, but there is a $100 non-refundable administrative fee for those
that cancel. Removing them from slotting does not trigger the refund process.    

REFUNDS Registration Zone shows when the refund request deadline is
for your activity. Most are April 30, but early summer activities
have earlier deadlines. Please adhere to the posted dates. 
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Activity Directors and staff are not authorized to give refunds without
NHQ approval
Activity Directors and staff are not authorized to promise a slot at a
future activity for any reason

REFUNDS
20
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LOCAL PURCHASING
All claimed purchases must be related to the activity. 
A well defined policy eliminates the chance any member will be left with un-
reimbursable expenses.
AD establishes the process. No more than 2 individuals need to be authorized
to make purchases. 
Non-authorized expenses include but are not limited to: personal expenses,
alcohol or alcohol mixers, cash advances20
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STAFF TRAVEL
All staff travel must be approved by the
AD and included in the approved activity
budget. 
NHQ travel policy applies
Any travel expense over $600 (or over
what the activity has in their approved
budget) must have NHQ approval
Map required for mileage reimbursement
Direct Deposit ONLY
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UPCOMING TRAINING DATES
Feb 1: Slotting
Mar 1: Cadet Protection for Activities
Apr 12: WMIRS
May 3: Public Affairs

7pm Central 
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FINANCIAL MANAGEMENT 
Questions? 
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