P&P F-1: Annual Financial Policy and Procedures
Northern Nevada Association of Health Underwriters
Date Approved by Board: July 6, 2021
Date Last Amended:

Purpose:  To define the policies and procedures that are to be reviewed and approved each new board year in accordance with the NNAHU By-Laws, Article V – Dues and Finance, Section 5, sub-sections A, B and C.

Policy and Procedures:  At the start of each new board year, the Vice President of Finance will review the prior year’s approved “Annual Financial Policy” P&P and submit a report at the first board meeting of the new board year for recommendations concerning changes, deletions and/or additions.  Such recommendations, if approved by a majority vote of the board, will become the operational guidelines for the next 12 months after passage unless subsequent amendments are approved by the board for this P&P.

1. Signing of Contracts for All Expenditures Associated with the Chapter’s at large operations or Chapter Committees

a. This policy applies to expenditures of the chapter or any chapter committees if such expenditures meet the definitions of this P&P and would come about from a proposed agreement of a contract between a vender and the chapter or its committees.

b. Any such contract must be reviewed by a committee of the Vice President of Finance, the President and the chairperson of the committee making the contracted expenditure.  The committee must approve the signing of the contract by a majority vote.  Any committee member in the minority has the right to appeal the vote to the full board and the contract will not be signed until the board has approved by voting in person or by email as allowed in the By-Laws.

c. The physical signing of any contract must be completed by the President and the chairperson of the committee.

d. Any contract signed obligating the chapter to any expenditure that does not conform to this policy will be considered to have been signed without authority of the chapter and be the sole responsibility of the signee who attempted to obligated the chapter without authority.

2. Expenditures Made With or Without a Contract That Are Subject to Advance Board Approval

a. Any expenditure that would cause a line item in the annual budget to exceed its approved limit for the year must be approved by a board vote in advance of the expenditure.

b. Any expenditure from a budgeted line item which is over $500 must be approved by a board vote in advance of the expenditure.

c. Any expenditure which is a regular, repeating expense, such as, but not limited to, payments for state lobbying work, regular member lunch meeting expenses, payments for CE credit processing, payments for CE course outline submissions, payments for member information and contact processing systems, credit card processing fees, bank processing fees or similar types of repeating expenses, are allowed to be paid on the sole authority of the Vice President of Finance if such expenses have been approved by the board in the annual budget.

3. Reimbursement of Expenses

a. Board members or committee chairpersons may apply for reimbursement of all approved expenses or expenditures that fit within the guidelines of this P&P, when expenses were related to the activities of this chapter and were paid by the board member or committee chairperson through the use of a personal credit card, electronic check, paper check, cash or other forms of normal personal financial transactions.

b. Reimbursement requests must be submitted on the “Expense Reimbursement Form” that has been board approved as part of this annual P&P.

c. Receipts must be submitted along with the completed “Expense Reimbursement Form”.

d. A completed “Expense Reimbursement Form” and receipts must be submitted to the Vice President of Finance within 30 days from the date of the expenditure having been incurred.

e. Reimbursement for expenditures for any reason and in any amount may not be paid in advance of the expenditure actually occurring unless the board has approved such a transaction.

4. Exceptions to the P&P

a. No board member or officer is authorized to approve any exception to this P&P without the approval of the board.

5. Reimbursement of Travel Expenses

a. As part of the “Annual Financial Policy” review submitted to the board, the Vice President of Finance will make additional recommendations for changes, deletions or addition to the “Travel Reimbursement” P&P.

6. Debit Card Policy

a. As part of the “Annual Financial Policy” review submitted to the board, the Vice President of Finance will make additional recommendations for changes, deletions or addition to the “Debit Card” P&P.

Financial Impact:

More efficient use of NNAHU finances and the elimination of potential misuse of chapter resources.




