Central Pennsylvania Health Information Management Association 
ARRANGEMENTS CHAIRPERSON JOB DESCRIPTION
Term

The Chairperson is appointed by the President Elect with the approval of the Executive Board at the last Board meeting of the term for the upcoming year. 
Responsibilities

The Arrangements Committee Chairperson is responsible for making 

all facility arrangements for the quarterly educational session/business meeting and for assuring that all arrangements are followed through on the day of the meeting. Selects at least one additional person to serve on the committee.
Qualifications 

The candidate must be an active member in good standing of CPHIMA. 

CPHIMA

QUARTERLY BOARD MEMBER DUTIES

ALL BOARD MEMBERS

The CPHIMA fiscal year is July 1 to June 30. New officers are installed at the June business meeting. The duties of officers and committee chairpersons officially begin July 1. 

Each CPHIMA officer and chairperson submits a report of their activities for each quarter to all members of the Board at least 2 days prior to the quarterly Board meeting. Reports are submitted even if there was no activity that quarter. 

Al l documents and information accumulated during the term of office is retained and/or forwarded to the Secretary for archiving according to the CPHIMA Retention Guidelines. 

An invoice for mileage reimbursement for CPHIMA related activities is submitted at the end of each fiscal year to the Treasurer.  
ARRANGEMENTS COMMITTEE CHAIRPERSON
FIRST QUARTER DUTIES PERFORMED JUNE – SEPTEMBER

1. Outgoing Chairperson: Assures that the incoming Chairperson receives all needed information about the location, arrangements, and contacts for the September Education session. Transfers any accumulated information about potential sites for meetings and for potential vendor-sponsors to the incoming Chairperson. 

 Incoming Chairperson: 

2. Prepare to attend the Education Planning Session by reviewing information from the outgoing Chairperson about potential meeting sites. Research potential sites for upcoming education sessions.   

3. Confirm the arrangements for the September education session and provide information on the location to the Program Chairperson for inclusion on the meeting notice.

4. Contact vendors for sponsorship of the September meeting. (see Sponsorship Policy)
5. Recruit at least one member for the Arrangements Committee and notifies the Secretary of the name and contact information by July 1. 
6. Serve as the contact for all interaction with the meeting site regarding arrangements for the meeting, including the food, room setup, and A-V equipment both prior to the meeting and during the meeting.

SECOND QUARTER DUTIES PERFORMED  OCTOBER - DECEMBER

1. Confirm the arrangements for the December quarterly education session and provide information to the Program Chairperson for inclusion on the meeting notice. 2. Contact vendors for sponsorship of the meeting. 

3. Serve as the contact for all interaction with the meeting site regarding arrangements for the meeting, including the food, room setup, and A-V equipment both prior to the meeting and during the meeting.

4. Schedule the December education session for the next year with the Hershey Hotel. 

THIRD QUARTER DUTIES PERFORMED JANUARY -MARCH

1. Confirm the arrangements for the quarterly education session and provide information to the Program Chairperson for inclusion on the meeting notice. 
2. Contact vendors for sponsorship of the meeting. (See Sponsorship Policy) 

3. Serve as the contact for all interaction with the meeting site regarding arrangements for the meeting, including the food, room setup, and A-V equipment both prior to the meeting and during the meeting.
FOURTH QUARTER DUITES PERFORMED APRIL – JUNE

1. Confirm the arrangements for the September quarterly education session and provide information to the Program Chairperson for inclusion on the meeting notice. 
2. Contact vendors for sponsorship of the meeting. (See Sponsorship Policy) 
3. Serve as the contact for all interaction with the meeting site regarding arrangements for the meeting, including the food, room setup, and A-V equipment both prior to the meeting and during the meeting.
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