P&P F-2: Chapter Bank Debit Card Policy and Procedures
Northern Nevada Association of Health Underwriters
Date Approved by Board: July 6, 2021
Date Last Amended:


Purpose:  To identify who may have access to the chapter’s bank debit cards, how they may be used, requirements for timely submission of information about charges and rules for surrendering a card after the completion of a term of office.

Policy and Procedures:  At the start of each new board year, the Vice President of Finance will submit to the board for review as part of the By-Laws required “Annual Financial Policy” (as called for in P&P F-1) and an update of this P&P as well.  The Vice President of Finance will submit any recommended changes, deletions and/or additions to this P&P at the first board meeting of the new board year and if such alterations are approved by a majority board vote, those alterations will become effective immediately and remain as the ruling P&P for one year or unless altered by a subsequent board vote during those twelve months.

1. Debit Card Holders

a. The President and Treasurer will be provided access to a debit card for use in their chapter activities, with such use limited to the P&Ps of “P&P F-1”.

2. Expense Reporting:

a. Each debit card user is required to complete a “Debit Card Expense Form” detailing the transaction made with the card and submit that form to the Vice President of Finance within seven (7) days of the transaction.

b. The “Debit Card Expense Form” will be reviewed and changed as approved by the board as part of this P&P each year during the “Annual Financial Policy” review called for in P&P F-1.

c. Chapter credit card transactions made by a user of a personal nature must be reimbursed to the chapter within seven (7) days of the transaction.  Personal transactions that are not reimbursed to the chapter within the seven (7) day timeline will result in the user being billed by the chapter for a flat service of $25 plus interest charges equal to the average national interest rate for consumer credit card accounts. 

3. Debit Card Surrender

a. When the President or Vice President of Finance completes their term of office on the last day of June each board year, they have until the 15th of July of the next board year to surrender the debit card that has been assigned to them to the Vice President of Finance.

b. Any of the two officers, who are listed as debit card holders in this P&P and who also, continue in the same office or advance to one of those same two offices for the new board year, need not surrender their card until the termination of their next term of office.

c. Any debit card holder, who must surrender their card according to the terms of this P&P, but fails to do so within the timeline required, the Vice President of Finance must have the card cancelled by the chapter’s bank that issued the debit card. 

Financial Impact:

Enhanced protection of NNAHU finances when the chapter’s debit card is being used.

