Central Pennsylvania Health Information Management Association 
CODING ROUNDTABLE 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 Coding Roundtable Chairperson plans and conducts the Coding Roundtable sessions. Selects at least one additional person to serve on the committee.
Qualifications

The candidate must be an active member in good standing of CPHIMA. The candidate should be knowledgeable about ICD9 and CPT coding issues.  

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.  

CODING ROUNDTABLE CHAIRPERSON
FIRST QUARTER DUTIES PERFORMED JUNE – SEPTEMBER

1. Select at least one committee member and submit the contact information to the Secretary by July 1. 

2. Prepare for the education planning session by reviewing the annual membership planning surveys. One or both of the Co-Chairpersons must attend the planning meeting. Develop a plan for the roundtables for the coming year at the planning session.

3.  Prepare a schedule of the roundtables for the coming and year and submit to the Executive Board at the September Board meeting.

DUTIES PERFORMED SEPTEMBER – JUNE
1. Make arrangements for the roundtables, including the location, speaker(s), meeting notice and food, if appropriate.

2. Assure that the meeting notice is posted on the website and mailed through the 
listserve. 

3. The fee for non CPHIMA members to attend the Roundtable session is $10. Checks should be mailed to Knowledge Connex and an Income/Expense Voucher should be mailed to the Treasurer. There is no fee for CPHIMA members. 

4. Offer the CPHIMA $50 honorarium to the speaker and if accepted, submit the Income/Expense voucher to the Treasurer in advance of the Roundtable Session so the check can be available at the time of the session. 

5. Prepare a CE form for the session and make copies available.

6. Prepare a sign-in sheet for the Roundtable that will be maintained by CPHIMA to validate attendance at the session. 

7. Act as the moderator and host for the roundtable session.

8. Send a thank you note on CPHIMA stationery to each presenter. 

FOURTH QUARTER DUITES PERFORMED MARCH – JUNE

1. Submit information on the budget needs for the roundtables for the coming year. 

to the President Elect. 
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