Central Pennsylvania Health Information Management Association 
PRESIDENT

Term

The President is elected by the voting membership of CPHIMA as the President-Elect and after the year as President-Elect serves one year as President.  
Responsibilities

The President is responsible for the agenda and presides at all meetings of the membership and the Executive Board. The President is a voting member of the Executive Board. The President is the official spokesperson and/or representative for CPHIMA. The President prepares a quarterly message for the CPHIMA newsletter and a quarterly report of CPHIMA activities for the PHIMA Board meetings. 

Qualifications 

The President must be an active member in good standing of CPHIMA and served the prior year as President-Elect 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.    

PRESIDENT
FIRST QUARTER DUTIES PERFORMED JUNE – SEPTEMBER

1. Prepare agenda and preside at the first quarterly Board meeting. Assure that all officers and chairpersons have the job description for the position and are comfortable with upcoming deadlines and requirements, as well as future meeting dates. 

2. Confirms meeting dates and locations for the year’s Board meetings.

3. Assure that required banking documents are signed.

4.  Prepare agenda and preside at the first quarter business meeting. 

5. Assure that the audit of CPHIMA financial documents is presented at the business meeting.

6. Coordinate the Education Planning session with the president-elect, program director, and arrangements chairperson. 

7. Assure that the treasurer’s financial records are audited. In years when there is an incoming treasurer, that person and the president-elect will audit the books. When there is no incoming treasurer, the president appoints an active member to perform the audit with the president-elect. 

8. Prepare the President’s Message and the calendar of Board and business meetings for year for the CPHIMA News Network (CNN) and submit according the public relations deadline. 

9. Prepare a quarterly report of CPHIMA activities for PHIMA and submit according to the PHIMA president’s deadline. The report should include the names and contact information of the new Board officers and chairpersons.

10. Attend the PHIMA quarterly meeting. Prepare a report of the meeting for the next CPHIMA Board meeting. Communicate immediately with CPHIMA Board members if the information warrants. 

11. Notify the CPHIMA nominating chairperson of the PHIMA nominating calendar of events and deadlines. Notify the CPHIMA public relations chairperson of the PHIMA public relations calendar of events and deadlines. Notify the CPHIMA past president of the PHIMA Legislative Committee contact.

SECOND QUARTER DUTIES PERFORMED SEPTEMBER - DECEMBER

1. Prepare agenda and preside at the second quarter Board meeting. 

2. Approve draft Board and business meeting minutes from the secretary and return within 3 working days of receipt.

3. Prepare the agenda and preside at the second quarter business meeting.

4. Prepare the President’s Message the CNN and submit according the public relations deadline.

5. Prepare a quarterly report of CPHIMA activities for PHIMA and submit according to the PHIMA president’s deadline.

6. Attend the PHIMA quarterly meeting. Prepare a report of the meeting for the next CPHIMA Board meeting. Communicate immediately with CPHIMA Board members if the information warrants.

THIRD QUARTER DUTIES PERFORMED DECEMBER – MARCH

1. Prepare agenda and preside at the third quarter Board meeting. 

Affirm the donations to the HIM programs for the next school year. 

Assure that FORE donations are sent to AHIMA.

2. Approve draft Board and business meeting minutes from the secretary and return within 3 working days of receipt.

3. Prepare the agenda and preside at the third quarter business meeting.

4. Prepare the President’s Message the CNN and submit according the public relations deadline.

5. Prepare a quarterly report of CPHIMA activities for PHIMA and submit according to the PHIMA president’s deadline.

6. Attend the PHIMA quarterly meeting. Prepare a report of the meeting for the next CPHIMA Board meeting. Communicate immediately with CPHIMA Board members if the information warrants.

FOURTH QUARTER DUTIES PERFORMED MARCH - JUNE

1. Prepare agenda and preside at the fourth quarter Board meeting. 

Assure incoming officers and committee chairpersons are invited to the Board meeting and that necessary materials are transferred from the outgoing position to the incoming. 

2. Approve draft Board and business meeting minutes from the secretary and return within 3 working days of receipt.

3. Prepare the agenda and preside at the fourth quarter business meeting.

4. Prepare the President’s Message the CNN and submit according the public relations deadline.

5. Prepare a quarterly report of CPHIMA activities for PHIMA and submit according to the PHIMA president’s deadline.

6. Attend the PHIMA quarterly meeting. Prepare a report of the meeting for the next CPHIMA Board meeting. Communicate immediately with CPHIMA Board members if the information warrants.

7. Attend the PHIMA Annual meeting and leadership conference.

8. Assist the President-elect in the recruitment and/or selection of Committee Chairpersons for the upcoming year. 

9. Select one member to serve as auditor with the President-elect for the CPHIMA financial records. 

10. Arrange for the Installation ceremony at the June Business meeting.

11. Notify the winners of the election and inform them of the Installation Ceremony at the June meeting. Notify any candidates for office who did not win the election.  

12. Review the Strategic Plan with the President-elect and update goals for the coming year. Schedule a planning session as needed to update and/or revise the plan. 
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