NCSA Activity Director Guide
A HANDBOOK FOR
NATIONAL CADET SPECIAL ACTIVITIES
Thank you for your service to CAP’s cadets and their development. Your dedication and
commitment is the critical factor that ensures we have the strongest programs to support the
development of future leaders.
This guide is designed to provide an overview of the responsibilities, obligations and tools
available to our Activity Directors. This Guide does not override any CAP Regulations or
Operating Instructions.
Curriculum: Each activity is required to have curriculum. It is preferable that there be objectives and
metrics, but it is recognized that this is not always possible. This material must be reviewed periodically
by the National Cadet Programs Team.
Continuity: Each activity must have a viable plan to develop its staff to ensure continued leadership and
execution of the program over the long-term. This must include appointment of a Deputy Activity Director
and the regular rotation of Activity Directors at least every three to four years. In addition, each activity
will maintain its files, budgets, schedules, curriculum and other materials used to plan, execute and close
out activities in Continuity Files stored in the CAP Dropbox system provided by NHQ/CP. You are
encouraged to share these folders with your staff. In addition to activity staff, the NCSA Coordinator and
Program Manager will have access to these files.
AAR: Also called the Activity Director Report or End-of-Course Survey, this tool will be available
electronically and is meant to provide us with a basic way to evaluate the success of your activity and
prioritize needed changes. A template is available in the AD section of ncsas.com. The AAR report is due
to the NCSA Coordinator no later than 45 days after the end of activity.
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I.

ADMINISTRATION

KEY CONTACTS The following individuals are your key contacts to help you plan, coordinate and
execute your activity. In addition, they serve as your Chain of Command as it relates to the operation and
oversight of your programs. Please do not hesitate to contact us to be of assistance.
Lt Col Rajesh U. Kothari
NCSA Coordinator
rkothari@miwg.cap.gov
248-320-2778 cell

Lt Col Margarita Mesones
Assistant NCSA Coordinator
mmesones@cap.gov
305-301-4162 cell

Mrs. Wendy Hamilton
NCSA Program Manager
Whamilton@capnhq.gov
877-227-9142 ext. 417 office
334-953-7748 ext. 417 office

STAFF The ongoing success and development of each of our activities is dependent on a quality TEAM
involved in the planning, execution and oversight. Activity Directors are responsible for selecting a staff
of CAP members to facilitate the execution of the program. At a bare minimum, AD’s must select a Deputy
Activity Director, Safety Officer and Finance Officer. These appointments must be entered in eServices as
described in Section II below. Coordinate for active duty and reserve support through the NCSA Program
Manager. Requests for active and reserve support is started in Aug/Sept the year prior to execution. For
example, request and justification for reserve support for Summer 2018 courses is done in Aug of 2017.
In addition to meeting current needs, AD’s must keep in mind the need to develop a broad base of staff
members who may potentially serve as Activity Directors for this or other activities in the future. Since
we are actively transitioning AD’s every three to four years, this cycle of developing future leaders is an
essential requirement of our program.

CAP HAS A ZERO-TOLERANCE POLICY REGARDING ABUSE AND/OR HAZING
Definitions and reporting requirements for alleged incidents are covered fully in CAPR 52-10, CAP Cadet
Protection Policy, and must be followed by all activity participants. ADs having any questions about
whether conduct violates the Cadet Protection Policy should contact NHQ. Each activity must complete
the Required Staff Training, which should highlight the unique dynamics of your activity and CAP’s Cadet
Protection Policy.

PROPER SUPERVISION Cadets will be under senior member supervision at all times. At least two
senior members will be present at overnight activities. Ensure that adequate staff members are billeted
in the immediate vicinity of the cadets. If possible, a female escort should be available for female cadets.
If male and female cadets are in the same room unsupervised, the door will be open all the way. Cadets
will receive a minimum of 8 planned hours of sleep each night.

CHECK IN AND OUT On arrival, will be picked up at the airport, bus station, train station etc. by a
senior member or reservist (no taxis, etc.). Participants must call home upon arrival.
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Cadets departing an activity will be delivered to the transportation hub by a senior member or reservist
(no taxis, etc.). Staff will ensure that the cadet has a phone number of a staff member if there is a delay
or cancelled flight.

AFTER DUTY HOURS ACTIVITIES Cadets may participate in activities in the evening at some
NCSAs. These activities will be chaperoned and appropriate for their age (no ‘R’ rated movies, trips to the
bar, etc.). A roster of cadets and senior members leaving the billeting/compound area will be kept at all
times (Sign-in/Sign-out).

TOBACCO, ALCOHOL, AND CONTROLLED SUBSTANCES Regardless of age, cadets will not
possess or consume tobacco products, alcoholic beverages, or illegal drugs in any form while participating
in a CAP activity. Participants caught drinking or smoking may be expelled from the activity at the Activity
Directors discretion. The appropriate wing commander will be notified as outlined in the ‘Sending Cadets
Home’ section. As a reminder, the U.S. Department of Health and Human Services warns that energy
drinks are hazardous to teens, cadets are prohibited from consuming energy drinks at CAP activities.
The administration of both legal prescription and legal non-prescription medication(s) is the responsibility
of the CAP member and not the CAP organization.
Directors and staff need to know and understand the rules and requirements for members to selfadminister medications per CAPR 160-2.
Senior members and reservists will not drink or smoke in the presence of cadets.

INSURANCE AND CONSENT FORMS (PAPERWORK) The Activity Director will ensure that
the necessary paperwork is onsite. Note: The NCSA application in eServices has insurance information
and parental consent for medical treatment sections on it. Cadets will need to print the form and have
parents sign. For cadets over age 18, a parent’s signature is not required, but is encouraged. Activity
Directors need to ensure participants signed copy is available onsite.

BASE ACCESS If you need access to a military installation, you will need to have both a Military Support
Authorization letter and an Entry Authorization Letter. These are separate documents.
Electronic Access Letter (“EAL”) – Gives you base access and this is issued by Security Forces at
the base. The MSA—Military Support Authorization does not give you access to the base. The AD will
need to coordinate with the local Security Forces in the Visitors’ Center in order to provide ready access
for your staff and participants. Each base has different requirements, so please get their requirements
early. If you have a cadet or senior who was not born in the US and does not have US identification or
passport, there may be additional information needed to gain access. This process can take up to 6 weeks,
so plan ahead. Typically, though, plan on having information to them AT LEAST two weeks in advance. At
a minimum, bases require everyone’s full name, Date of Birth, an unexpired driver’s license number and
state of issue. If someone does not have state issued photo Identification card, then there will be other
information required—expect to have to provide a social security number, place of birth and or passport
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number. If cadets are 15 or under, just write in “cadet or youth” in the field. A separate EAL might be
needed for your guests, individuals picking up members, etc., if you do not have those guest names
included in the initial request. If you have any trouble with this issue, please contact the NCSA
Coordinator.
Military Support Authorization (“MSA”) – Gives members access to clothing sales, AAFES, the
dining facilities and lodging and is issued by CAP-USAF. The MSA does not give access to the base. NHQ
will prepare this letter for your activity. Please provide information on your participants to the NCSA
Program Manager at LEAST two weeks in advance of the activity date. Please include the name, CAP ID
and CAP Grade for all participants and staff.

UNIFORMS Cadets and senior members will comply with weight and grooming standards in order to
wear an AF-style uniform, and uniforms will be worn in accordance with uniform standards as prescribed
in CAPM 39-1. ‘Special Patches’, badges, tabs, or other devices not expressly approved in CAPM 39-1 will
not be worn.
Participants and staff will comply with the guidelines and policies set out by the Activity Director as it
relates to “off-duty” attire. Regardless of what members are wearing, while participating in an NCSA, all
members still represent CAP and the USAF and must conduct themselves appropriately.
Participants and staff will be in the AF-style blue uniform, BDUs, or the corporate equivalent, or an activity
uniform (khakis and activity polo, shorts and activity t-shirt, etc.) as outlined by the Activity Director.
Activities requiring special uniforms or clothing may do so with the approval of NHQ/CP. Activities using
approved ‘special combinations’ will be standardized throughout. There will be no ‘half/mixed uniforms’.
Reservists will be in accordance with USAF uniform regulations.

VEHICLES Cadets will not be allowed to drive during any NCSA. Cadets driving privately owned vehicles
(POVs) to an activity will turn in their keys at the beginning of the activity. Once keys are turned in, if a
cadet has to return to the vehicle for any reason, a senior member or reservist must escort them. There
are situations where it is impossible to transport cadets using CAP vehicles only. A POV is sometimes
necessary. In cases of emergency, use common sense!
Senior Members may drive POVs if approved by the Activity Director where the activity takes place per
CAPR 77-1, but will not drive cadets in a POV during the activity unless the vehicle is signed into the
activity. just as privately owned aircraft when signed into an activity become a CAP asset.) The Activity
Director will ensure that drivers are qualified to drive the vehicles they are using. CAP or DoD drivers’
licenses will be checked for currency, etc. corporate or military vehicles will be given a daily safety
inspection, in accordance with CAPR 77-1, Operations and Maintenance of CAP Owned Vehicles. CAPF 73,
Vehicle Inspection Guide and Usage Data, dated Feb 2015, must be used. Vehicles will be returned to the
owner in the same or better condition as received. Vehicles will be cleaned and fueled before being
returned.
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GUESTS It is at the discretion of the Activity Director to determine when/if guests will be allowed to
visit the activity. Guests that are CAP members should be approved through their Chain of Command
before attending any activities. Non-CAP members cannot remain overnight in billeting that is in proximity
to CAP cadets. Guests MUST be escorted at all times when they are with cadets.

COUNSELING If available, use the Chaplain on staff as a counselor. During counseling, be mindful of
the Cadet Protection Policy; a second senior member or reservist will be present unless circumstances
dictate that only a chaplain counsels the cadets. If counseling is of a highly personal or sensitive nature
and the cadet would prefer to speak with a chaplain or officer of the same gender and no CAP officers or
chaplains of the preferred gender are available, the AD may contact the base project officer to obtain
assistance from the host facility.

SENDING MEMBERS HOME Sending members home is a serious matter and should not be
considered lightly. Issues related to health, safety and activity rules/guidelines are the discretion of the
Activity Director. But, before sending a cadet or staff member home for any reason, the AD must contact
the NCSA Coordinator for a consultation. In the event the decision is made to send a participant home,
the Activity Director will:
a. First, contact the participant’s Wing Commander to advise them of the circumstances. Any phone
communication should be followed up with a written explanation of the reason the cadet will be
sent home and anticipated details to their departure (cc’ing the NCSA Coordinator);
b. Notify the parents of the cadets;
c. The NCSA Coordinator will notify the NHQ/CP and NHQ/General Council of the reason the cadet
was sent home. This may be done by a forward of the above written correspondence. NHQ/CP
policy is to leave the disciplinary action of the participant to the appropriate Wing and Squadron.
The cadet will remain with the senior members while the cadet awaits travel home (CPPT
guidelines will be followed). The cost of the member returning home is the responsibility of the
cadets and/or their parents and NOT CAP.

GRADUATION Similarly, not all cadets are required to successfully graduate from a performancebased NCSA. If a cadet does not meet defined performance standards, completes required assignments
or fails to participate in the activity, the Activity Director is not required to “graduate” participants. It is
critical, however, AD’s ensure they approach such decision ensuring they are using a consistent evaluation
process and involves multiple staff members in such a decision. AD’s should follow the same protocol
outlined above for sending a member home if a participant does not graduate.
In order for your students and staff to get credit for successfully graduating from your program, AD’s must
complete the AD Completion module in eServices under Event Admin.
1. Once logged onto eServices, click on "AD Completion" module found under Cadet Programs, Event
Admin.
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2. Select your event via dropdown menu (you may only see your event depending on given
permissions).
3. Under "Completed?" – select the appropriate box per cadet, the default will always be "not
selected". If Cadet is a "Distinguished Grad", click on the box below that column as well. Finally,
if a cadet did not complete event, after selecting that box you must fill out the comment not
labeled "Did Not Complete Reason".
The shortcut link is to the module below is:
https://www.capnhq.gov/CAP.Events.Web/Modules/EventCompletion.aspx. You will not see anyone in
this module until they are placed in a “primary slot.”

#2

#1
#3

II.

SAFETY

Activity Directors will conduct Required Staff Training as detailed in CAPR 52-16 and CAPP 52-12.
Particular emphasis should be placed on the unique characteristics or dynamics of each activity as it
relates to the Cadet Projection Policy and overall Safety.
All adults who work directly with cadets are expected to be familiar with and apply the principles of
operational risk management (ORM) during cadet activities (see capmembers.com/orm for tutorials).
Further, the following guidelines govern all overnight cadet activities:
a. Safety Officer. The activity director will appoint a safety officer to conduct the activity’s safety
program. The safety officer will conduct daily safety briefings that are relevant to the activity and
help support a culture of safety awareness and prevention, in the context of the activity.
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b. Staff ORM Training. Cadet, senior member and other staff (not students or guest
lecturers/presenters) will complete the Basic and Intermediate ORM Courses and associated ORM
worksheet before the activity officially begins. Materials are available online.
c. Student ORM Training. By the end of the activity’s first full training day, the activity staff will lead
the students through the Basic ORM Course. The students do not need to complete and pass the
written test associated with this course. However, instructors need to facilitate a meaningful
discussion about how the course’s lessons relate to the particular activity the students are
participating in.
d. Training in Hot Environments. For all cadet activities, AD’s will adhere to the fluid replacement
and work load limitations described in CAPP 52-18, Cadet Physical Fitness Program.

FIRST AID Medical treatment is an area that can get you into trouble very quickly. Cadets requiring
first aid treatment will be taken to the nearest appropriate medical facility as soon as possible. Senior
members or reservists will not treat cadets unless activity conditions require it. In such cases, the ‘medic’
should be appropriately qualified. If you are not sure of an individual’s qualifications or feel
uncomfortable, do not allow them to treat a cadet. NHQ/CP would rather ensure our cadets get
appropriate medical treatment than allow a member to suffer permanent physical damage. Should an
injury requiring hospitalization or death occur, immediately notify the CAP National Operations Center.
CAPR 900-5 outlines insurance benefits for CAP members at civilian hospitals.
Many cadets will arrive with prescription or other medications. Normally, medications should be left with
the cadets so that they can take their medications as needed or prescribed. However, state laws vary
considerably in this area, so the Activity Director should check with the Legal Officer of the host wing and
follow local laws.

III.

INFORMATION MANAGEMENT

National Headquarters is diligently working to enhance and refine our information system tools to better
support the Activity Directors and our members. Much of these capabilities are located in eServices under
Personnel/Registration and Payment Systems/Modules-Event Admin (“EventAdmin”). Once you have
been appointed an Activity Director, you will be granted permissions to access this module.
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COURSE INFORMATION NHQ/CP is responsible for creating events, adding the Activity Director,
and assigning a course number in eServices. Once this basic information is in the systems, AD’s are
responsible for updating the other critical information (such as course location, dates, key staff, point
of contact, etc) in the EventAdmin. This data is used by many departments and pulled to support other
data sites, so please ensure it is accurate and reflects the most recent data as you have it. IF CHANGES
NEED TO BE MADE AFTER THE INITIAL POST, please advise NCSA@capnhq.gov of the changes, so we can
notify other departments and update data sites.

APPLICATIONS FOR EVENTS Participants (students and staff) are able to apply for activities via
eServices each year once the application process is opened. ALL applicants must apply and be approved
through eServices to ensure confirmation of commanders approvals. eServices allows the AD’s to click
on a cadet and view their individual application. Please note if any changes need to be made to Tab1, it
must be done via the cadet’s eServices “My Account” section on the top right.
Student applications must be submitted by the cadets typically no later than 15 January (unless otherwise
specified by NHQ/CP) in order to be considered for priority slotting. Applications received after the cutoff
date will be included as an alternate, but will not be included in the initial slotting phase. Unit
Commanders will have until 1 February to complete their approval process, and Wings will have until 15
February to do the same. The primary slotting process will be finalized on or about 01 March, at which
points cadets will be notified of their slotting. Cadets are asked to confirm and commit to their slots by
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31 March with payments for summer activities to be completed by 15 April (unless arrangements are
approved in writing with the AD in advance).

SLOTTING All participants (staff and students) must be approved by their Unit and Wing Commanders
in order to participate in any NCSA. This approval process is completed through an application to
participate in NCSA’s in eServices. The application process begins in late December, but applications can
be accepted all the way up to the day before the activity begins, so replacements and last minute fill-in
participants or staff can be accommodated, but they MUST complete the eServices application process.
Students will be slotted based upon the direction of the Activity Director, but the preference is for cadets
to be slotted using the national slotting process which weights cadets rank, age, previous participation in
NCSA’s, among other facets. Until the automatic slotting is completed (typically in the last two weeks of
February), AD’s will not be able to manually slot cadets as participants. Some exceptions may be made
but will be agreed upon by the NHQ/CP and the AD when the course is listed.
AD’s may and are encouraged to slot staff members as soon as their applications have been approved in
eServices. Slotting of staff members can take place at any time.
Reading the slotting screen: There is a lot of data on the slotting screen. The typical format for an
individual member make look like the following:
Reference
Typical Layout

REFERENCE
A
B
C
D
E
F
G
H

A

B

C

D

E

F

G

H

Smith, John M

123456

(L)

MI-111

78

C

Pref: 3

Slotted: 3

Smith, John M 123456 (L) MI-111 78 C Pref: 3 Slotted: 3

DESCRIPTION
Member’s name
CAPID
If this is present, it indicates the application was late
Member’s charter number
Slotting Score at time it is run (approximately late 01 March)
Only on the Alternates screen: Indicates application is complete
Indicates ranking the member made for this activity
Indicates how many activities the member has been slotted as a
primary. If this is in the Pimary(Slotted) box, it includes the activity you
are viewing from.

NOTE: A member who’s membership has expired will be noted with EXPIRED. These members cannot be
moved out of a primary slot or from an alternate to a primary slot. Until their membership is current, any
actions here must be directed to the NCSA Program Manager.
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Here is a screen shot of the Slotting Screen:

Please note that you can view any member’s application by simply clicking to highlight the member and
then clicking on the View Application link.

CONTINUITY The ongoing success and progress of each NCSA is dependent upon having a strong team
that is fully engaged in the planning and execution of the activity. NCSA’s cannot be dependent upon the
experience, leadership or knowledge of any one person.
As part of this process to ensure continuity, NHQ has adopted the use of DropBox as a central storage
location for ALL documentation, schedules, training materials, correspondence, etc. for activity. This
centralized online system allows access to your key staff members, NHQ/CP staff and ensure information
is accessible to future AD’s. This is a storage space for you and your staff to utilize as you see fit. At a
minimum, however, NHQ/CP has created the following pre-assigned folders for each activity to utilize and
maintain up-to-date:



1) Curriculum - OpPlann, schedule
2) Admin - MSAs, EALs, rosters, Thank yous, awards, certificates (include MSA, EAL,
correspondence, staff rosters, etc.)
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3) Finance - contracts, budget, trackers, expense report, receipts, certifications (actual financial
information and budgets, contracts, credit card certification, PO's, check request, cash request;
subfolders are great)
4) Website Posts & Publishing
5) After Action Report & Surveys
ZZ-Archive

SOCIAL MEDIA is a great way to communicate with your students and staff. However, either the AD
or a member of your staff must be the administrator of any NCSA facebook page, not a student or cadet.
Additionally, you must make CAP Cadet Programs or your Program Manager an Admin on your page as
well. Please refer to NHQ’s Social Media Guide (pay particular special attention the section for NCSA’s)
for more detailed information on any of the available social media platforms at SocialMediaGuidelines
We encourage you to set up a flickr page to collect and share images of your events but please make sure
they represent your NCSA, and us, in a positive way. Make sure to caption and send us your 10 best
images at the end of the summer as part of your close out.

IV.

FINANCIAL MANAGEMENT

Activity Directors are responsible for the overall financial activities and performance of their activities.
This includes developing and remaining within a budget, making purchases according to NHQ’s guidelines,
approving expenditures, submitting receipts in a timely manner, and submitting a “year end” report within
30 days of the activity’s conclusion. It is especially important for Activity Directors to be keenly aware of
their financial management responsibilities. Activity Directors must:
a. Appoint a Finance Officer;
b. Ensure a budget is approved by NHQ/CP;
c. Report credit card expenditures each month via a spreadsheet sent out from NHQ/FM (all receipts
must be attached via PDF file); and
d. Complete their end of activity financial report within 30 days post activity, and no later than 1
Sep.

OPERATING REVENUE Each activity operates through two or three revenue streams. First, a NHQ
subsidy may be granted to keep the cadets’ costs at a minimum. Second, each cadet pays tuition, as
determined for each activity which is referred to as Program Revenue. Third, in select situations, there is
an allocation of appropriated money from the USAF to support certain activities, Appropriated Dollars.
Any additional income that the activity receives, such as a grant, banquet income from guests, etc., must
be sent to NHQ for deposit. Please write out a check to Civil Air Patrol (do not send cash through the mail
and supporting documents.)
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BUDGETS Each Activity Director is responsible for ensuring a budget is created following the template
provided by NHQ/CP (available at www.ncsas.com/ncsa-directors/). The budget must be submitted to
NHQ/CP by 15 December.
The budget should include sufficient detail to understand major expenses in the key categories of:
subsistence expenses (meals, lodging, etc.); travel expenses; program expenses (training materials, text,
etc.); administration (copying, paper, office supplies) and other. As with any budget, this should reflect
your educated estimate of expenses and costs based upon estimates, quotes, number of attendees and
any other source of information. The budget must detail expenditures by source of revenue to ensure
compliance all expenditure requirements (see details below).

NHQ SUBSIDY REVENUE These funds can be spent on any of the following items:
- Facilities usage (day rooms, kitchens, classrooms, porta-potties, etc.).
- Meals
- Training materials (books, handouts, copying costs, etc.).
- Transportation costs (aircraft ferrying costs, site visits, etc.).
- Communications costs (long distance telephone bills, postage, office supplies, etc.).
- Awards & Thank Yous (certificates, small gifts under $25 for key staff, etc).
- Activity related t-shirts, polo’s or hats

PROGRAM REVENUE are funds generated from tuition fees paid by participants. These funds can
be used to support any variety of expenses for an activity except as restricted below or by CAP Regulations.
Activity Directors are reminded that they are a fiduciary of these monies and must use their prudent
discretion before approving these expenditures.

APPROPRIATED DOLLARS These are funds provided directly by the USAF to support specific
activities. These expenditures are the most restrictive and can only be used to pay for the certain
expenses. If you have appropriated dollars in your budget, NHQ/CP will review the specific restrictions
with you. Typically ONLY lodging and travel expenses for cadets may be paid with appropriated funds.
Regardless of the source of revenue, the following expenses are expressly prohibited:
- Computers, printers, projectors (only with written permission of NHQ/CP)
- Any materials more than $1,000 (only with written permission of NHQ/CP)
- Storage facility rental (only with written permission of NHQ/CP)
- Equipment and supplies for next year’s activity (even if the equipment is otherwise authorized)
- Printing expenses totaling more than $100 (only with written permission of NHQ/CP)
- Alcohol
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- Uniforms or other related items
When in doubt, please do not hesitate to call NHQ/CP, and we can help clarify.

RESERVE FUND Each budget must include a reserve fund equal to 3% of the activity’s total operating
revenue. This reserve fund is to be used for unexpected expenses. (Example: An activity has $30k in
operating revenue. At least $900 must be set aside in reserve.)

OVERRUNS If an extreme circumstance arises such that the activity will overrun its budget by more
than 3%, the activity director must phone NHQ/CP immediately, before committing CAP to any cost
overruns, so the staff can assist you and, if needed, work with NHQ/FM to add additional funds. In the
event of a medical event or other emergency, please contact the NCSA Coordinator as soon as possible,
but the Activity Director shall use their best discretion. The health and safety of our members is the
priority.
Example: An activity has $30k in operating revenue. The price of gasoline skyrockets, putting the activity
on track to spend $32k, more than 103% of its budget. The activity director must contact NHQ/CP
immediately.)

SURPLUS FUNDS If the activity runs a surplus, the Activity Director is not to expend those funds on
supplies for the next year without permission. Call NHQ/CP to discuss. The priority will be completing
the current year’s activities; NHQ/CP will prioritize your requests with our overall funding plans.
If an Activity Director believes the activity is critically under-funded, the time to discuss the need for
additional funds occurs when the budget is submitted to NHQ/CP for approval. Once NHQ/CP approves
the activity budget, the Activity Director becomes responsible for operating the activity within the
parameters of that budget.

SPENDING & ACCOUNTING PRACTICES Once the budget is accepted, NHQ/CP will work with
ADs to ensure as many purchases as reasonably possible can be paid in advance and processed at NHQ.
We want to pay as many costs in advance as possible via a check from NHQ and thereby limit the number
of transactions where the Activity Director has to use the credit card or pay cash at the point-of-sale.

RECEIPTS Please make sure that receipts are legible when scanned. Special note for meal receipts:
these require a detailed receipt which lists what was ordered. A credit card receipt with just the total is
not sufficient. Also, the credit card statement is not considered a receipt.

CONTRACTS All contracts must come through NHQ to be signed. NHQ will create a Purchase Order
for a contract and then will pay for the services by a check or EFT.

LARGE EXPENDITURES Expenditures exceeding $1,500 should be done through NHQ if possible.
NHQ will create a Purchase Order, so and the vendor can be paid in a timely manner.
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CREDIT CARD NHQ/CP will coordinate with NHQ/FM to establish a credit card account for up to two
(2) senior members per activity per year. Additional cards may be issued if there is a valid need. The
credit card is the primary means for making purchases to support the activity.
It’s not uncommon for a credit card to receive the greatest use during the week or so that an activity is in
session. Therefore, Activity Directors need to be mindful of their credit limits and contact NHQ/FM at
least 30 days before the start of an activity if the pre-set credit limit is insufficient.
Note: Just because credit is available does not mean an activity has an equal amount of funds available
for purchases. Again, all expenses must be kept within the parameters of the activity’s budget and
individual expenses over $1,500 should be paid by purchase order unless impractical.

CASH Sometimes, cash is the only practical means of making purchases. Activity Directors are
responsible for determining their cash needs in advance and notifying NHQ/CP of that need at least 30
days prior to the start of the activity. In such instances, NHQ/CP coordinates with NHQ/FM tol deposit
funds into the activity director’s personal checking account via EFT. When managing cash, the Activity
Director is responsible for keeping receipts and having members sign for all cash disbursements.
Again, NHQ/CP wants to work with ADs to handle as many expenses at NHQ as possible. Some alternatives
to cash include having the establishment invoice us for payment within 30-days, or in the case of a trip to
McDonald’s, having the clerk keep a running tally of the cadet’s purchases and then giving her a credit
card at the end.

Note: A cash advance will be deducted from your budget. Cash advances are not funds an activity
receives over and above its budget.

REIMBURSEMENTS In order to receive a reimbursement for using personal money, you will need to
send in the receipt and the information about who it to be reimbursed (name, address, etc.) to NHQ/CP
using the reimbursement form posted on the ncsas.com/activity_directors site. All claims for
reimbursement must be made within 60 days of the end of the activity.

REFUNDS Cadets that are slotted, but later decide that they cannot make it to the event will ask for a
refund. The form is available in e-Services, in the Registration and Payment System. The cadet will need
to the send the form to the AD for approval, and then forward the form to Ms. Wendy Hamilton at NHQ
for processing. The standard is to withhold $25 for a processing fee, but if it is within 21 days, we do not
allow a refund. We can make exceptions, but they need to be justified. Moving a cadet in the slotting
system to “refund required” does not substitute for this process. Currently the refund notification
portion of that window is inoperative.

LOCAL PURCHASING POLICY Each Activity Director needs to establish a local purchasing policy.
It is recommended that no more than two individuals be authorized to make purchases, and that the
Activity Director authorize those purchases in advance. Some examples:
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(1) The budget allows for $100 in office expenses. The Activity Director authorizes the finance
officer to run to Office Depot and buy up to $100 in paper, pencils, and the like, paying for the supplies
with the credit card.
(2) The budget allows for $700 for tonight’s dinner. The Activity Director authorizes the finance
officer to allow every cadet to buy a Big Mac Meal at McDonald’s, which should cost about $600-$700,
and pay for it using the credit card.
Without a local purchasing policy that is clear to all adult staff members, a well-meaning volunteer might
make unauthorized purchases using personal funds, then submit receipts later, only to find the activity
has run out of funds. A clear purchasing policy keeps the activity in the black and eliminates the chance
any member will be left with un-reimbursed expenses.

Note: All claimed expenses must be directly related to the activity. For example, one time an activity
director forgot to pack a pair of gray slacks for the blazer uniform. This person purchased a pair of pants
and claimed them for reimbursement. Also, we do not reimburse for tickets purchased with points, only
actual purchases will be reimbursed.

LOCAL TAXES As a CAP activity, you may be eligible for state sales tax-exempt status. Your program
manager will provide you with the state tax-exempt number.

DIRECTOR & STAFF TRAVEL Volunteer staff may receive reimbursement for their official travel
expenses, but only if the activity’s budget allows and is determined with NHQ/CP. In such instances, the
guidelines of the NEC Travel Policy will be followed. The travel documents are located in the AD section
of ncsas.com.

REPORTING REQUIREMENTS Anyone issued a credit card must submit a certification report each
month. The Activity Director will be responsible to ensure that their team is compliant with this
requirement. The NCSA Program Manager or NHQ/FM will email Ads and cardholders with the
appropriate form to be completed each month. Receipts must be saved and turned in with each report.

V.

SUPPLIES & PRINTING

EQUIPMENT Activity Directors must also complete an inventory of any materials purchased with CAP
funds at the beginning and end of each NCSA cycle. All items that are valued at $500 or more must be
listed on an inventory log that is to be submitted to NHQ/CP within 30-days of the activity’s closing. An
inventory form is available in the AD section of ncsas.com.

PRINTING NHQ has high-speed, full-color, industrial-grade copiers available to help with your printing
needs. In most cases, we can print at no cost to the activity. If you have a print job that requires more
than 500 sheets of paper, please allow us to print it for you. Submit all print request to NHQ/CP at least
30 days prior to the date needed.
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BRANDED ITEMS As part of an organization-wide supply program, CAP has contracted with
Vanguard Industries to provide all branded items. If an activity wishes to purchase shirts, hats, coins,
patches, etc., Vanguard must be used as the vendor unless the amount is less than $400 in which case you
may use a local vendor.

VI.

MISCELLANEOUS

WORKING WITH STAFF AND UPCHANNELING Cadet participants, Senior and Cadet staff
members must all must all be approved by their Unit and Wing Commanders to participate in any NCSA.
This process may only be completed through the Event Registration system in eServices. Credit will not be
given if the member is not approved online. Deputy Activity Director, Finance Officer and Safety are
required staff positions. Other Staff positions such as Support, Logistics, Administration, etc can be added
as determined by the Activity Director to support the needs of each program.
Activity Directors are appointed by the National Commander for each year. It is expected that AD’s will
serve no more than 3 to 4 years before transitioning leadership of the activity to other staff members.
AD’a will have to manage relationships with unit, group, and wing staffs for support and logistics needs
specific to each activity such as vans for transportation during the activity. Please remain mindful while
you support a National Activity, you are a guest of the Wing or Region in which you participate. Regular
communication, advance planning and respect for the Commanders you are working with is critical to the
on-going success of NCSA’s around the country.
In the event resources are needed from Air Force bases, please coordinate with the Program Manager
and CAP-USAF to garner this support. Please do not go directly to CAP-USAF without coordinating with
NHQ/CP. CAP-USAF HQ is responsible for preparing all base support request letters for any activity
conducted on an Air Force installation.
Activity Directors and staff may NOT contact the National Commander directly. The staff list contained in
this document are your primary contact and resource. The NCSA Coordinator and the NCSA Program
Manager are there specifically to help support the successful execution of your program.

AWARDS
Each AD should recognize the resources, partners and outside agencies that facilitate the success of your
programs. The recognition of key staff and exceptional performers should be completed in conjunction
with the NCSA Coordinator and be completed on a CAPF 120.
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