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OFFICE OF CIVILIAN DEFENSE
Washington, D, G, °

P

CIVIL ATR PATROL

NATIONAL HEADQUARTERS
WASHINGTON, NOVEMBER 27, 1942

N

</ _ SUBJECT: Preparation of all Vouchers for Courier Service and Tracking
Missions authorizeq by Commanding General, Army Air Forces,

TO: - Pilots Assigned to Such Missions,

1. Vouchers which are.not properly prepared to meet the ese~
tablished procedure of the Government cannot be honored for payment and
<’ ' mst necessarily be returned for correction, This means delay in pay=- »
: ment, If the following instructions are’carefully observed; checks in _
payment of vouchers can be cleared approximately two weeks after the

1 vouchers are received at National Headquarters, ‘

2. GENERAL INSTRUCTIONS for all Vouchers

a, The first hame, middle initial and last name of the
pPayes will be given and the signature should conform
exactly (first name, middle initial and last name),

) . In case of a married woman, her given name must be '
: ' used as Mrs, Helen M. Smith, not Mrs, Henry W, Smith,
\w’/

Where a corporation is the payee the voucher will bear
the signature of the person authorized to sign for the
corporation with his op her- title,

b. Addresses of payces will dlways be glven as,

¢/o  National Headquarters
Civil Air Patrol
513 Dupont Cirecle Building
Washington, D, @,

oy , Payces should not designate their home addresses on
\us - . the vouchers, but should forward to National Head-
quarters immediately upon arrival at the Army Base
their completo mailing address at the Base togoether
with the address to which mail should be sent after
e they have left the Baso.-,This‘is cssential in ordopy
diry Lo ' that payces roceive their checks rromptly,
dE . : .
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c. The duties performed and all rates for Per Dicm and
Aircraft Vouchers will follow strictly tho following
schodules: '

(l) _POI' Diem é._;lovrancesz......................%.OO

(2) Hourly Rates for Aircraft:

H, P, - Opcration & ' *Crash, Accident &

Rango Maintonance Deprociation Liability Tnsuranco  Iotal
50-60 $2,50 $2,00 $ 0.60 $ 5.10
65-75 2,70 2,50 0,725 54925
80-120%* 440 3.50 1.35 9425

- 125165 6,40 5,00 1,60 13,00

175-220 7.40 5,00 1.85 1,25

- 225=245 9.40 5,00 ' 2,225 16,625

250295 10,60 6,25 . . 2,725 19,575

300-345" 12,50 750 : : 3.975 234975

350-395 15,30 8,75 44725 28,775

\

4Q0=445 20,00 10,00 5475 35.475

* Tho figures presonted in the Insurance column of the fore-

" .going'schodulo ropresent the hourly premium charge for accident insurance

for Civil Air Patrol pilet only, In casc the pilot carrics with him an
obscrver and/or passongers, oxcopting membors of the armed scrvices of

~ the United States on active duty, add $0,125 to the hourly accident in-

surance premium charge for cach such ‘additional occupant of the airplano
and make a corrcsponding increasc in the total hourly rate,

¥% Excopt in coscs of emergency, courier nmissions and misccl=-
lancous scrvices will be limited to airplancs of less than 90 horscpower,
unlcss otherwisc specifically authorizcd in writing by National Head~

quartcrs.

d., Comploted .vouchers should alivays bo chocked with
another porson at the Basc before sonding them to
National Headquarters,

0. Vouchers will be mailed as a group for oach period
hereinafter preseribed, They will be preparced and .
mailed not lator than scven days after the closc of
tho period for which they are submitted,

f, Daily Opecration chorts and all vouchers will be
submitted to National Headquarters in duplicate,
The pilot or aircraft owner should rotain a copy
for his own file,

g. Do not moke crasurcs, An unavoidable crasure that
might appcay should be initialed and dated by tho
payce of the youcher,

he Do not abbreviate,

-2-
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DAILY OPERATIONS REPORT

Qo

Submit in duplicote to National Headquarters daily.,

List in tho colum hoaded "Pilot" not only the nome of
the pilot but also the name of any other person carricd,
Specify if passenger is a civilian or a member of the

In the 8bldfim hoaded "Misgion," statc the nature of tho
mission, 1.0,, "fracking," "Couricr," ctc,

The original of the report shall be signed by tho pilot
and the Army Commandor of tho using unit or his ropro-

Submit in duplicote to Netional Hoadquarters for periods
from tho lst to the 15th, inclusive, and the 16th to the
end of thc month inclusive, Do not submit a voucher
covering more than onc period,

b,

Armed Forcces,
Ce
d.

scntative,
PER DIEM VOUCHER
Qe
b.

The original shall be certified by the pilot (Payce) and
the Army Commander of the using unit or his representative
(Basc Commander),

ATRPIANE VOUCHER

Qe

Ce

Submit in duplicate to Netional Headquerters for periods
from the lst to tho 15th, inclusive, and the 16th to the
ond of the month, inclusive., Do not submit a voucher
covering morc than_onc period,

Airplanc vouchers will conform with daily operations
rcports as to NC number, dates of missions, missions and
time involved, Insurance costs arc based on flying tine,
If vouchers do notfconform to daily operations reports,
the rcimbursements,will not agrece with the insurance
premiums charged,

The payce nemed on an eireraft voucher shall be the ovmer
of the airplanc op his appointed agent and shall agree
with the ovmer spccificd on the insurance application
submitted to Hcadquarters,

All cirplancs assigned to Couricr Service will be. of less
than nincty horscpower (90 HP) unless otherwisc specif-
icolly authorized in writing by Netional Headquarters,

To determine tho Hourly Rotes to be paid for the use of
airplencs, the horscpower roting (maxirun, except takc=off)
rocorded by the .Civil Acronautics Administration' for each
such airplane will be usod, The usc of higher octanc

ﬂB -
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S

f.

8o

i.

' fuels, changes in propeller pitch and such other methods of

"souping up" an engine, will not be considered in any
way as affecting the horsepower rating or as effecting
a change in the Hourly Rates,

If a plane carries passengers (for whom accident in-
surence is required) on some trips in a. particular
period but not on other trips, specify the proper rates,
No additional charge is necessary for a paseenger who is
a member of the U, S. Armed Forces.

(STUDY EXALPLi AT14CidED)

In the column headed "Pilot" state the name of the pilot
and_other occupants, if any, Specify if a civilian or
member of the Armed Services. :

The Airplane Voucher shall include only time in flight
for actual missions under operations orders, These
figures shall agree with the daily operations repcrts,
Do not include time in flight from aome to Army Base and
return since funds and C. A. P. insurancc are not avail-
able for this purpose.

If the ovmer of an airplane desircs to designatc on
agint to sign his vouchors and collect rcntel for h:im,

hc should writc to National Hcadquartors for the propur
form of Powor-of-Attorncy and furtiicr instructions.
Spceify if owner is an individual or a corporation,
Power-of -Attorney shall always bc oreparcd in triplicate,
shgll havc two witnessos and be notarized, Scnd the
Original and onc cony to National Hecdaquartcrs, Retain
third copy for file, Namc of w«gent on vouchers shall
always agrec cxactly with namo of agent: speeificd in

a Po§or-of-Attorncy, (first nemc, middlc initial, and last
name).

Thce original of thce voucher shall be signod by the air-
craft owncr or his agent (designated os indicat:d wbove) .
(Paycc) and by the Army Commander of tho using unit or
his ronruscntative (Besc Commandor).

6. STUDY CAREFULIY THl EXAMPIE OF ALL VOUCHARS AT%.CiED.

M-3546
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.7 (Reve 6-15=42) OFFICE OF CIVILIAN DEFENSE

e’

WASHINGTON, D.C.

7. Samples Filleé in form CIVIL ATR PATROL

PER_DIEM VOUCHER

NAME: John W, Smith, Jr, DATE: August 1, 1942

ADDRESS &

¢/o National Headquartiers

-’ .

CAP SERIAL NO. _3=3-845
Civil Air Patrol '

et St e et

513 Dupont Circle Bldg,, Fash., D. C.

Dates

i Time on Duty
Duties Performed Days¥*

July 16th
- thru
July 21st
July 2%
July 27

thru

’

July 3lst

Pilot = Tracking - Fort Bell 6

1 5

Total Time 12 Days

Rate Per Day = §$ 8,00

1 Total Amount Due ' § 96,00
j i

I certify that the above bill is correct and just; that payment
therefore has not been reccived; that oll statutory requirements as to
American production and labor standards, and all conditions of purchase
applicable. to the transactions -have been ecmplied with; and that State
or local sales taxes ore not included in the amounts billed,

« , (signod) John ¥, Smith, Jr, (Signed)  Gol, Edward R, Joncs

#State time in terms of full, half,;or'quartcr-days.

Payoe Basc Commander * Fort Bell

-

r;‘: :
‘o
“v




"5 0CD Form No, 601 "

‘ s OFFICE OF CIVILIAN DEFENSE e
(Rav, 9=l=42) WASHINGTON, D. C.,
~ _Sample: Filled in form CIVIL ATR PATROL ‘
AIRPIANE VOUCHER <
NAME ¢ John W, Smith, Jr. DATE August. 1, 1942
X NC - 36749
ADDRESS: c¢/o National Hcadguarters MAKE Stinson Voyager
MODEL _A </
Civil Air Patrol ENGINE Franklin H P__80
513 Dupont Circlc Bldg,, Vash,, D, C. Bomb Racks Yes No X
! 1 O TF_m
Datcs | Pilot ! Mission {Hours | Minutes
| % i, : -
July 16 I JJW. Smith (P) Courior ' |
| Pagsenger, Major R, i ; :
. 0, Knight | Rate 9.25 @ 4 25
July 18 . Ralph McIain (P) o : .
: i Passcnger, James ] _ ; : B
i Jones (civilian) 3 Rate 9,375 3 i 38 ;o
July 19 | J.W, Smith (P) 3 n , | R
R.B. Black (Ob,) Rato: 9,375 . 2 55 :
| | -
July 27 . J.JW, Smith (P) } " Rate 9,25 6 32
? !
; :
l | f =
! : | Total Time ;_17 : 30
: | . 10:57 @ 9.25

Rate Per Hour $6 33 @ 9,375

!
\ I -
! o ' Total Amount Duc l$ 161 . 68
{

i

I cortify that the above bill is correct and just; that payment
therofore has not bcen reccived; thet all statutory rcequircments as to
American production and labor standards, and all conditions of purchase
applicable to the transactions have been complied with; and that State or
local - snlos taxes arc not included in the amount billcd and that the

“missions flown wcre as indicated thereon.

(Slgncd) Capt, James O, Thomas ' N’
cd John W, Smith, Jr, Opcrations Officer iy
royee for Base Commmnder, Fort Bell

'
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,* - 00D Form No. 607
' (Revised 9-1-42)

" /

- Sample: Filled in form

OFFICE OF CIVILIAN DEFENSE
Washington, D, C.

CIVIL AIR PATROL

\ 2 ;
DATLY QOPERATIONS REPORT
\w’~ ~ Base: _ Fort Bell, Florida Dates _ July 16 , 19 _42
't . Time
N C Make and H.P, Pilot Mission Hiw, | Min,
- 36749 Rearwin 80 H P J. W. Smith Courier = ~ 4 25
Major R.,D.Knight i
(Passenger) ;
n " J. W. Smith " '3 12
u n J. W. Smith » . 2 15
Jo B. ClaI‘k : »
Passenger (Civilian)
\-’
7/ \
- ! | - .
1 ll ! Y
| potal Time | 9 3 52
(Signed) Col, Edward R. Jones
\w’ ' Base Coumander, Fort Bell
: (signed) John ¥, Smith (pilot)
4-0218



