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Specialty Track SQTR – Senior Rating


	Required Task
	Date Achieved
	Certified by:

	Complete technician-level training for finance officer.
	     
	     

	Be thoroughly familiar with directives covering the function.
	     
	     

	Complete Level II, Senior Member Training Program.
	     
	     

	Display ability to perform assigned duties without supervision.
	     
	     

	Attain 1 year of experience.
	     
	     

	Have a thorough knowledge of the financial matters of the CAP unit to which assigned.  Have a good understanding of the management and operation of other staff elements in order to assist in the budgeting and planning of the overall organizational mission.
	     
	     

	Monitor and review the detailed receipts and disbursements to ensure the proper accountability of each transaction.
	     
	     

	Verify monthly summaries of receipts and disbursements with bank statement to ensure all records are in balance.
	     
	     

	At wing and region levels, be responsible for monthly postings to General Ledger and prepare adjusting vouchers and other transactions and records as required by the commander or the CPA who is responsible for the annual financial statement audit.
	     
	     

	Request, review, and consolidate the annual budget requirements from each staff element.  Furnish commander with estimated income for the period to be budgeted. Assist and advise commander as to priority and prior utilization of past budgets. Periodically provide commander and staff with reports to show utilization of budgeted funds. Emphasis should be placed on areas where funds are not being used as requested or are being abused by the staff.
	     
	     

	Ensure that the finance committee approves all expenditures as required by CAP directives and/or local procedures and that records or minutes of these approvals are maintained.
	     
	     

	Verify that all property acquired/purchased by the unit is accounted for and inventoried at least annually.
	     
	     

	At unit level, prepare year-end report of income and expenditures.
	     
	     

	Verify that numbered receipts are issued for all cash received.
	     
	     

	Ensure that all receipts are deposited promptly to the unit account and that duplicate deposit slips are maintained.
	     
	     

	Verify postings to the cash receipts journal.
	     
	     

	Ensure that all disbursements are supported by approved invoices and receipts.
	     
	     

	Ensure that expenditures in excess of $200.00 have Unit Finance Committee approval.
	     
	     

	Ensure bank account is balanced monthly.
	     
	     

	Prepare monthly summary report of income and expense by account number.
	     
	     

	Advise commander of anticipated income and expenses.
	     
	     

	Assist in preparation of annual budget and advise commander on the status of the budget during the year.
	     
	     

	Ensure required financial reports are forwarded to higher headquarters IAW current regulations.
	     
	     

	Ensure recognition is given to accounts payable and accounts receivable in financial status reports.
	     
	     


I do hereby certify that
         has successfully completed the requirements and documentation to be awarded the “Senior” rating.
Unit Commander         Date       
Must be emailed from the Unit Commander’s email address as verification of authenticity.
A copy of the certification must be sent to the NC Wing Director of Professional Development and the NC Wing Director of Personnel.   The unit Professional Development Officer must document this training on CAPF 45, Senior Member Training Record, and update the unit Senior Training Report.
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