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Purpose:  To set rules for the issuance, usage and surrendering of the chapter’s bank debit credit cards.

Policy and Procedures:  The state chapter’s Treasurer will be responsible for the enforcement of the rules that this P&P sets down for the issuance, usage and surrendering of the chapter’s bank debit credit card associated with the chapter’s checking account.

1. The Treasure will oversee the issuance and surrendering of all the chapter’s bank debit credit card each board year.

a. Cards issued to the officers identified in this P&P will be issued to such officers as close to the adjournment of the July Board of Directors meeting each new board year.

b. The Treasurer will require the surrendering of all cards issued during a board year no later than June 30th of each year and if a card is not surrendered, the Treasurer will immediately have the card cancelled at the bank.

c. When a card has been issued to an officer, who will return to the board after the June 30th surrender date, and serve in a position which is identified as an approved card holder by this P&P, that officer is not required to surrender their issued card.

2. The Treasurer is the officer primarily responsible for overseeing the process of issuing or cancelling the chapter’s debit credit cards with the bank that the chapter uses for its checking account.

a. In the situation where the Treasurer is unavailable by personal circumstances or as had their authorization to transact the issuance or cancellation of chapter bank debit credit cards revoked, by a majority vote of the Board of Directors, another officer approved by the Board of Directors to process the issuance or cancellation will fulfill that responsibility.

b. In assigning the responsibility for bank debit credit card issuance or cancellation to another officer, the Board of Director will select for that function either the President, Vice President or Secretary.

c. The Board of Directors may not assign the responsibility of issuing or cancelling the chapter’s bank debit credit card to any officer, who is related by birth or marriage to the Treasurer.

d. The Board of Directors may not assign the responsibility of issuing or cancelling the chapter’s bank debit credit card to any officer, who is employed at the same firm as the Treasurer works at or has an ownership position in.

3. The President, Vice President, Treasurer and Secretary will by authorized by a majority vote of the Board of Directors to be the persons responsible for signing the bank signatory cards for the chapter’s checking and saving accounts each new board year and the vote to approve those officers will be taken in the July monthly Board of Directors meeting and noted in the minutes of that meeting for submission to the bank.

4. The only officers who may be issued cards, after taking office July 1st of each new board year, are the President, the Vice President and the Treasurer.

a. At the July Board of Directors meeting each new board year, the Treasurer will make a motion to approve the three named officers in this P&P and may only issue cards after getting a majority approval from the Board of Directors.

b. In the minutes of the July meeting, a clear statement of the motion will identify the three officers by name and title, who are authorized by this P&P to be issued a card, and such minutes will be provided to the bank as evidence of the authorization.

5. Cards may only be used for specifically approved budgeted items and if an officer holding a card wants to use the card to pay for an item that is not approved in the annual budget, advanced approval must be received through a majority vote of the Board of Directors.

6. This P&P will go into effective immediately upon approval of the Board of Directors.

Financial Impact:  Control over the issuance, usage and surrendering of the chapter’s bank debit credit card is a security issue and this P&P aims to protect the chapter from inappropriate use of such a financial instrument.
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