Documentation Acceptance
Policies and Procedures

Instructions: 

I.  Include the following documents to create your credit union’s documentation acceptance   

    policies and procedures.


1.  Matrix analysis (from Step 5)

2.  Checklists (see Step 11 sample)

3.  Undocumented individual flowchart (see Step 11 sample)
II. Complete the following questions to create your credit union’s own documentation 
    acceptance policies and procedures. 

1.  Who must present identification documents (each family member vs. primary 

                   accountholder)?

2.  Who, at the credit union, has authority to accept/validate the identification documents?


3.  What identification documents will be accepted and for what services (Step 5 matrix)?


4.  What number of identification documents must be presented and in what 

                  combination (creation of a table may help define this further)?


5.  Where can the member obtain the documents (creation of a table may help 

                  define this further)?

6.  Where will the documents (originals or photocopies) be filed?


7.  How long will the documents be on file?


8.  When must the member present/validate the identification documents?

9.  How often must the member present/validate the identification documents?
