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Specialty Track SQTR – Senior Rating


	Required Task
	Date Achieved
	Certified by:

	Develop a thorough knowledge of the directives listed in paragraph 3a(2) of the technician rating.
	     
	     

	The administrative officer should become familiar with the following: (a) CAPM 39-1, Civil Air Patrol Uniform Manual; (b) CAPM 50-17, CAP Senior Member Training Program, chapter 8, Extension Course Institute (ECI); (c) CAPM 20-1, Organization of Civil Air Patrol; (d) CAPM 39-2, Civil Air Patrol Membership; (e) CAPR 123-3, Civil Air Patrol Inspection Program.
	     
	     

	Complete one year duty as administrative officer.
	     
	     

	Complete Level II, Senior Member Training Program.
	     
	     

	Display ability to perform duties without supervision.
	     
	     

	Administrative officers should become familiar with such related areas as personnel, management, and finance.
	     
	     

	Familiar with and adheres to all sections of the “Quick Reference Guide” at the bottom of this form.
	     
	     


QUICK REFERENCE GUIDE

(Applicable to all three levels)

PUBLICATIONS AND FORMS MANAGEMENT:

- Use CAPF 8 when requisitioning replacement copies of publications and blank forms (CAPR 5-4).

- Maintain a current, properly posted, official set of CAP publications (CAPR 5-4).

- Ensure maximum effort is made to conserve publications and blank forms (CAPR 5-4).

- Ensure current status of all publications is properly reflected in your CAP index (CAPR 0-2).

- Establish a policy for storing and issuing blank forms (CAPR 5-4).

- Inventory stocks of blank forms semiannually and requisition sufficient quantities to last until the next semiannual

  requisition is submitted (CAPR 0-9).

ADMINISTRATIVE COMMUNICATIONS:

- Knows the proper use of indorsements and separate letter replies to correspondence (CAPR 10-1).

- Do not impose any administrative or clerical controls on correspondence that could cause delay in CAP business

(CAPR 10-1). - Use the authority line on correspondence prepared by staff members that contains policy or is directive in nature

(CAPR 10-1). - Use the proper procedure when referring to a previous communication to or from the addressee on the same subject

(CAPR 10-1).

- Establish a suspense system to ensure prompt replies to incoming correspondence (CAPR 10-1).

- Use letterhead stationery which meets the established format (CAPR 10-1).

- Ensure administrative authorization are properly prepared (CAPR 10-3).

- Use proper procedures when preparing records for storage (CAPR 10-2).

- Ensure appropriate responsible officials approve travel authorization (CAPR 10-3).

- Ensure CAPF 57 is properly prepared and filed (CAPR 10-2).

- Use appropriate rules for items listed on CAPF 57 (CAPR 10-2).

- Ensure files disposition and control labels contain prescribed criteria (CAPR 10-2).

- Appoint a records officer in writing (CAPR 10-2).

- Properly dispose of calendar and fiscal year records (CAPR 10-2).

- Periodically review CAPF 57 to ensure all files and records are accounted for and cited disposition authorities are appropriate (CAPR 10-2).
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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