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Specialty Track SQTR – Technician Rating


	Required Task
	Date Achieved
	Certified by:

	Complete Level I, Senior Member Training Program.
	
	

	Attain 6 months experience.
	
	

	Display ability to perform assigned duties with minimum supervision.
	
	

	Study CAPR 173-1 and CAPR 173-2 to learn the basic objectives of a Finance Officer and understand the responsibilities at each echelon. Completion of a high school bookkeeping course is recommended.
	
	

	Inspect all checks received to ensure proper amount of payment, proper payee, current date, signature, and that the written amount is in agreement with printed amount.
	
	

	Deposit all receipts promptly to the unit account (some checks are invalid 90 days after issue) and maintain a duplicate deposit slip.
	
	

	Issue receipts for all cash payments received (receipts should be numbered).
	
	

	Post receipts to appropriate accounts in the receipts ledger.
	
	

	Ensure each disbursement is supported by an invoice or receipt (mark each invoice “paid” at time of disbursement).
	
	

	Ensure each check has two signatures, that the written amount agrees with the printed amount, and that the check is not made payable to cash.
	
	

	Ensure sufficient funds are available in the checking account prior to issuing the check. (Most banks charge a fee for returned checks.)
	
	

	Ensure each check is posted to the check (disbursement) register/expenditure record in the proper account.
	
	

	Prepare a statement of cash receipts and disbursements by account number each month and present it to the commander.
	
	

	Balance the checking account monthly (notify bank promptly of any discrepancy).
	
	


I do hereby certify that         has successfully completed the requirements and documentation to be awarded the “Technician” 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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