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CIVIL AIR PATROL FINANCIAL MANAGEMENT GUIDE

December 2017

This publication was developed to assist wing and region directors of finance, squadron finance officers, wing administrators, commanders and finance committees in performing their duties.

The terms QuickBooks Premier® and QuickBooks® will be used throughout this guide interchangeably.

[bookmark: _GoBack]Any comments or suggestions should be directed to your Wing Financial Analyst or to fm@capnhq.gov.

4

GENERAL INFORMATION	5
INTERNAL CONTROLS	7
WING PROCEDURES	9
WING COMMANDER	9
WING DIRECTOR OF FINANCE	9
WING FINANCE COMMITTEE	9
WING ADMINISTRATORS	11
BANKING	13
CREDIT CARDS & CREDIT ACCOUNTS	14
FIXED ASSETS	15
CONTRIBUTED FACILITIES & UTILITIES	15
TRAVEL	16
BUSINESS MEALS & ENTERTAINMENT	16
FUNDRAISING, GRANTS & RAFFLES	17
SUBORDINATE UNIT PROCEDURES	19
UNIT COMMANDER	19
UNIT FINANCE OFFICER	19
UNIT FINANCE COMMITTEE	19
UNIT DEPOSITS	20
UNITS SAVINGS & INVESTMENTS	20
UNIT PAYMENTS	20
UNIT CREDIT CARDS & CREDIT ACCOUNTS	20
UNIT FIXED ASSETS	21
UNIT CONTRIBUTED FACILITIES & UTILITIES	21
UNIT CONTRACTS	21
UNIT BUSINESS MEALS & ENTERTAINMENT	22
UNIT FUNDRAISING, GRANTS & RAFFLES	22
QUICKBOOKS® OVERVIEW	25
QUICKBOOKS® HOSTED PLATFORM	25
LOGGING INTO THE QUICKBOOKS® HOSTED PLATFORM	25
SMARTVAULT	26
CLASSES	27
ITEMS	28
CREATING ITEMS	28
CUSTOMERS & VENDORS	29
INTERCOMPANY TRANSACTIONS	29
BUDGETS	30
REPORTS	33
ASSETS	37
CASH	37
ACCOUNTS RECEIVABLE	42
RECORDING DEPOSITS	44
INCOME	47
ACCOUNTING FOR NHQ-REIMBURSED MISSIONS	47
LIABILITIES AND ACCOUNTS PAYABLES	51
GENERAL	51
1099 INFORMATION	51
ENTERING BILLS	52

PAYING BILLS	52
PRINTING CHECKS	53
SPECIAL ACTIVITY ACCOUNTS	54
DEFERRED REVENUE	54
PAYROLL	55
ACCRUALS	55
EXPENSES	57
BILL APPROVAL & PROCESS METHODS	57
SERTIFI	57
PREPAID EXPENSES	63
CONSOLIDATED MAINTENANCE PROGRAM	64
UNIT ACCOUNTING	65
ACCOUNTING FOR UNIT FUNDS	65
UNIT REPORTS IN QUICKBOOKS®	68
INTERCOMPANY TRANSACTIONS	75
YEAR-END CLOSING	77
UNIT YEAR-END REPORTS	79
INTERNAL FINANCIAL REVIEW INSTRUCTIONS	81
CHECKLISTS	85
GLOSSARY OF FINANCIAL TERMS	91


[bookmark: bookmark0]GENERAL INFORMATION


Civil Air Patrol has developed an ethics policy for all members. CAPR 1-1 may be accessed on the NHQ website under Forms and Publications. All financial management personnel should abide by this regulation to ensure that their financial program meets these ethical standards.

All Civil Air Patrol (CAP) units, wings and regions must ensure they maintain an adequate system of internal accounting controls over all funds. Members must ensure that CAP funds and assets are used only for the benefit of CAP and its members. Without a sound system of internal controls, funds have the potential to be misappropriated. To prevent or inhibit the misuse of CAP funds, the CAP 173 series of regulations has established requirements and procedures for those involved in the financial management function. Compliance with these regulations will help all units manage their funds and discourage misuse of corporate funds.

The Civil Air Patrol fiscal year is October 1 to September 30. The Corporate Tax ID number is 75-6037853. CAP is required to file an annual audit of its financial records not later than March 31 each year. All CAP units, wings and regions are included in the annual audit. Wing Financial Analysts (WFAs) perform the annual audit for the wings, which includes all units below wing level.

All CAP entities must use accrual basis accounting. Income and expenses are recognized in the period in which they occurred, not the date they were paid or deposited. During the year-end review, the WFAs will assist the wing to ensure all transactions are recorded in the correct time period.

All units and wings must use the CAP Chart of Accounts. When the financial information for CAP is consolidated, all information must conform to the approved Chart of Accounts to ensure consistency. Additional sub-accounts are authorized but should be kept to a minimum. The CAP Chart of Accounts and descriptions may be found on the National HQ website with CAPR 173-1.

All expenditures must have detailed supporting documentation and must be approved before payment. Members may not approve payments to themselves. All units, wings and regions must designate their list of approvers in CAPF 172, Consolidated Finance Authorizations. Regions and wings may use Sertifi to obtain approvals for expenses less than $1,500, but are required to use Sertifi for all expenses over $1,500 and all credit card bills and credit account bills. Units below wing level must attach a written approval to all expense reimbursement requests before they are sent to wing for payment.  Unit expenses over $1,500 that have already been approved by the unit finance committee do not have to be approved by the wing finance committee. Recurring expenses may be established in CAPF 172, Consolidated Finance Authorizations, at all levels with a maximum $500 limit per expense for units below wing level and a $1,500 limit per expense for wings and regions. These types of expenditures are limited to monthly/quarterly recurring operational expenses for rent, utilities, facility cleaning, landscaping, telephone, internet usage, postage meter rental, and copier maintenance. CAPF 172, Consolidated Finance Authorizations, must be updated annually, when changes are made or upon a change of command.

All wings and units will obtain a signed IRS Form W-9 completed by vendors (excluding member reimbursements) prior to executing payment. These form W-9s will be uploaded to SmartVault.

All funds collected for any activity, including fundraising, must be deposited in full. Cash collected during an activity may not be used to pay expenses. All expenses for the activity must be paid via check from the unit checking account or paid by the member and the member will be reimbursed from the unit checking account.

Advances may be authorized if properly requested. All receipts must be forwarded to Wing HQ within 10 days after the activity ends. If the receipts total less than the advance, the member must repay the difference. If the receipts total more than the advance, approval must be submitted to reimburse the additional cost.

All payrolls for paid employees must be processed through NHQ unless the employee is paid directly by a state. The wing commander must approve in writing paid employees for units below wing level.

Debit cards may only be used to make bank deposits. They may not be used to make purchases or to withdraw cash.

All credit card and credit account usage must be documented with detailed receipts. The receipts must show the item(s) purchased. Meal receipts must show the detail of what was purchased. The credit card transaction receipt that is used to sign, but has no detail, is not acceptable. If a credit card is used to purchase anything from NHQ, the expense must be posted to the appropriate sub-account under account 9401000 Expenditures with NHQ.
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