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10 February 2015
Vehicle Maintenance

VEHICLE MAINTENANCE CREDIT CARD PROCEDURES

This Operating Instruction describes the procedures for the administration of the Vehicle Maintenance Credit
Card program for minor vehicle maintenance.

Indiana Wing’s Vehicle Maintenance Credit Card Management Policy has been developed to provide guidance
on procedures for the Financial Management and internal controls related to the expense classification and
payment of the corporation’s liabilities. This policy will enhance sound fiscal practices related to expenses
allocated to the appropriated budget. The corporate Visa cards, SuperFleet vehicle fuel cards, and AVCARD
aviation fuel cards continue to be governed by Indiana Wing Financial Management Procedure #1, “Invoice,
Credit Cards, and Travel”; this policy covers only the Vehicle Maintenance credit cards, and applies to all Civil
Air Patrol vehicle maintenance cardholders within the Wing and those responsible for oversight.

1. Guidelines.

a. Provide a standard process of accounting for expenditures that is consistent with Generally Accepted
Accounting Principles (GAAP) and

b. Ensure integrity in the internal controls related to the receipt of corporate expenditures.
2. Procedures for Vehicle Maintenance Credit Card Management.

a. Each vehicle within the Wing will be provided a credit card to be used solely for minor maintenance
(under $500) at locations which accept the WEX card. Each card will be numbered with the vehicle
number. For transactions exceeding $500, please refer to procedures found in INWG Supplement 1
to CAPR 77-1.

b. Itisimportant that custodial units locate a service location in their area which will accept the WEX
card, as it is not accepted everywhere. A listing of potential service locations may be obtained by
contacting the Wing Administrator or Wing Transportation Officer. Custodial units should contact
the service locations on those lists directly to verify that WEX is accepted prior to having work
completed.

c. Members with a corporate driver’s license (required) may apply for a WEX Driver ID number by
submitting a physically signed IN WG Form 927 through their unit commander to the Wing
Administrator. In the absence of the Wing Administrator, applications may be submitted to the
Wing Transportation Officer. Applications will be reviewed and signed by the Wing Commander.



Electronic signatures are not authorized for this document, but signed and scanned documentation is
acceptable. Driver ID numbers may be revoked at the discretion of the Wing Commander.

d. All charges must be preapproved by the Wing Transportation Officer prior to usage of the card. In
the event of emergency road service being required, the card is authorized to be used without
preapproval, but the Wing Transportation Officer must be contacted as soon as possible in
accordance with procedures listed in CAPR 77-1 para 3-3. The transaction limit on each card is
$500.

e. The vehicle maintenance card may not be used for any other type of expenditure, including fuel,
even if the intent of the individual is to repay the organization.

f.  When a payment transaction is processed, the member will be prompted for their Driver 1D as well
as the vehicle mileage.

g. Detailed invoices must be submitted to both the Wing Transportation Officer and the Wing
Administrator within 48 hours of the maintenance being completed. Cash register receipts showing
the amount charged are not sufficient; a detailed invoice must be provided. Copies of acceptable and
non-acceptable receipts are attached for reference.

h. Credit cards are CAP vehicle specific and must not be used for any other vehicle.

I. Itis the responsibility of the purchaser to ensure that the invoice is correct as to the amount billed
and that the Wing Transportation Officer has given preapproval for the expense.

J.  Any credit card that is lost or stolen must be reported immediately to the credit card issuer, Wing
Commander, and Wing Transportation Officer.

3. Procedures for Financial Management
a. The Wing Administrator is responsible for ensuring all documentation has been collected from
subordinate units prior to submission to National Headquarters. In the absence of the Wing

Administrator, the Wing Transportation Officer shall assume this responsibility.

b. Cards may be revoked by Financial Management at National Headquarters if cards are used for
unauthorized purchases or proper documentation is not submitted in a timely manner.

c. Indiana Wing may draft back funds from units which make unauthorized purchases or fail to submit
proper documentation to support the expense in a timely manner.

MATTHEW R. CREED, Col, CAP
Commander, Indiana Wing



Receipts should include

Invoices — Services:

< Date

% Vendor name and location

%+ Indicate CAP is the customer

% Identify the vehicle

«»» Details of service performed, part purchased

machine receipt

Cash Register Receipts — Supplies:

R

< Date

o

R

Acceptable Receipt - Invoice

Clear and detailed expense breakdown and total
Will likely be accompanied by the credit card

*  Vendor name and location
«* Price for each item and total
< Clearly itemized, i.e. “Wiper Blades - $9.95

INWG OI'15-01 ATTACHMENT 1

WEX RECEIPT EXAMPLES

Unacceptable Receipt

2

ORIGINAL

Acceptable Receipt

% ) EOC PRATTVILLE # 9150 Page 10f1
fxms EXPRESS OIL CHANGE TE 718/2013 12:13 PM
.0, BOX 580280 TRANSACTION NO 13071900118232
PRATTVILLE, AL 36068 INVOICE NO 08150-118232
ﬂu GHANGE (334) 285-9150 VEHICLE O 70634885
~ CustomerInformation | Description Oty Price
. [Patral Givil Air TRICO 20° 1.00 9.99
5 TRICO 20" 1.00 9.99
Montgomery, AL 36104 (334] - ROTATE ONLY PASSENGER VEH 100  19.99
AN NN X XX —T
SUBTOTAL $39.97
50% OFF WIPER BLADES (V11A11) -9.99
ya ~ Vehicle Information | SAE $29.98
FORD E-350 VAN Byl 5.4L FI TAXABLE 19.98
VIN {FBSS31L4TDB34385 MILEAGE 20063 NONTAXABLE 10.00
TT': — CITY SALES (PARTS) 0.70
! L COUNTY SALES (PART 0.40
{7718713 28063 W WB RO smmau.espms;s’ 5
|7/119/13 29062 FS OF OIL ARB TOTAL T‘ﬂ
i 31313 34527 FEOFOL VISA BEXAUTH: 00150c 31 88 |
CHANGE §0.00
L Ll | INTHE EVENT OF A PROBLEM AFTER A SERVIGE OF ANY KIND, |

CASHER | EXPRESS Ol CHANGE MUST BE NOTIFIED AND ALLOWED TO |
CHECK THE VEHICLE BEFORE ANY REPAIRS ARE MADE. ANY |
OTHER ACTION SHALL VOID ANY WARRANTIES WHETHER
WRITTEN OR IMPLIED.--------- OIL WARNING!--—--~-—-IF
YOUR CIL WARNING LIGHT COMES ON (OR YOUR GUAGELOSES |
PRESSURE) STOP YOUR VEHIGLE IMMEDIATEL Yl-——-NEVER
OPERATE YOUR ENGINE WHEN THE OIL WARNING LIGHT IS ON!
DCING SO MAY VOID WARRANTY!




