Central Pennsylvania Health Information Management Association 
Past President Job Description
Term

The Past-President of CPHIMA serves for the term of one year immediately following the year served as President of the Association.  
Responsibilities

The major responsibility is to review and revise as needed the policies, procedures, job descriptions and quarterly duties of the elected and appointed Board members. The Past President is a voting member of the Executive Board.   
Qualifications 

The candidate must be an active member in good standing of CPHIMA and must have served the prior year as President of the Association.

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.  

PAST PRESIDENT
DUTIES PERFORMED JUNE – SEPTEMBER

1. Contacts PHIMA to determine what is involved with being the Legislative Liaison for CPHIMA.

2. Reviews and revises as needed CPHIMA Job Descriptions, Procedures, and the Quarterly Calendar of Duties. Seeks input from Officers and Chairpersons for needed revisions. 

3. Presents revised documents to the Executive Board for consideration. 
4. Forwards approved documents to the Website Chairperson for posting on the CPHIMA website. 

5. Performs duties as required for the Legislative Liaison.

6. Performs tasks as requested by the President or Executive Board. 

DUTIES PERFORMED SEPTEMBER – JUNE
1. Reviews and revises as needed CPHIMA Job Descriptions, Procedures, and the Quarterly Calendar of Duties. Seeks input from Officers and Chairpersons for needed revisions. 

2. Presents revised documents to the Executive Board for consideration. 

3. Forwards approved documents to the Website Chairperson for posting on the CPHIMA website. 

4. Performs duties as required for the Legislative Liaison.

5. Performs tasks as requested by the President or Executive Board. 
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