Central Pennsylvania Health Information Management Association 
TREASURER JOB DESCRIPTION

Term

The Treasurer is elected by the voting membership of CPHIMA for a two year term. 

Responsibilities

The Treasurer of CPHIMA serves as custodian of the Association funds. The Treasurer maintains the records of the financial status of the Association, including receipt of membership dues. The Treasurer is responsible for assisting in the preparation of the annual budget. The Treasurer is a voting member of the Executive Board.

Qualifications 

The candidate must be an active member in good standing of CPHIMA.  Must have experience in HIM; must demonstrate leadership capabilities; access to email and the Internet.
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. 

All 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.    

TREASURER

FIRST QUARTER DUTIES PERFORMED JUNE – SEPTEMBER

Outgoing Treasurer

1. assures that financial records are in order and transfers them to the new treasurer by the end of June. 

Incoming Treasurer:

2. Attend the audit of the treasurer’s financial records. 
3. Assure that appropriate actions have been taken to transfer treasurer and check signing information at the bank that handles CPHIMA accounts.
4. Become thoroughly familiar with CPHIMA financial procedures and policies.
5. Monitor the association’s certificate of deposit for renewal deadlines. 
6. Process incoming revenue and outgoing expenses

7. Prepare quarterly financial reports for presentation to the board
SECOND QUARTER DUTIES PERFORMED SEPTEMBER – DECEMBER
1. Process any registrations received for the quarterly education session
2. Process incoming revenue and outgoing expenses

3. Prepare quarterly financial reports for presentation to the board

      THIRD QUARTER DUTIES PERFORMED DECEMBER – MARCH
1. Process any registrations received for the quarterly education session
2. Assist the President-elect in developing a budget for the next year
3. Process incoming revenue and outgoing expenses

4. Prepare quarterly financial reports for presentation to the board

      FOURTH QUARTER DUTIES PERFORMED MARCH – JUNE

1. Process any registrations received for the quarterly education session
2. Process incoming revenue and outgoing expenses

3. Prepare quarterly financial reports for presentation to the board
4. Assure the financial records are balanced and in order for transferring to the incoming Treasurer.
5. Hold all annual membership renewal revenue received for the coming year for deposit July 1, the start of the new fiscal year. 
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