WEST VIRGINIA HEALTH INFORMATION MANAGEMENT ASSOCIATION

STATE PROCEDURE

ANNUAL CONVENTION COMMITTEE

Eligibility

The Chairperson of the Annual Convention Committee shall be an active or associate member in good standing as appointed by the President. The Chairperson holds office for a term of one year beginning July 1. The Chairperson may be reappointed as Annual Committee Chairperson.   The Education Chairperson will be responsible for the Annual Convention education.

RESPONSIBILITIES OF CHAIRPERSON:

Receive from predecessor a copy of the previous Annual meeting reports and program and the correspondence file for the year just completed.

Appoint and coordinate subcommittee members and notify President of their names and addresses.
Subcommittees include:

1. Arrangements (menus, printing, accommodations, decorations)

2. Education Program (speakers)

3. Hospitality / Cordiality (host/hostesses, gifts, door prizes)

4. Vendor Exhibit

5. Registration

Establish temporary working budget (budgeted line item from WVHIMA budget) by estimating attendance, break-even point and registration fees.

Present suggested fees to Board of Directors for approval.  

Update WVHIMA Board of Directors of progress at each board meeting.
Obtain from subcommittees a written report of all expenditures and receipts to prepare for submission to the President and Board of Directors.

Final report is to be submitted by July 1 for the new President.
RESPONSIBILITIES OF COMMITTEE

Arrangements (Liaison between committees and hotel staff)

1. Select menus and refreshments for lunches, breaks, and evening special events.

2. Arrange printing of programs, place cards, signs, etc.

3. Prepare program packet / folder to include program. CE Certificates, reports, attendee list, vendor list / map reports.

4. Arrange table settings, decorations, and seating for sessions and social functions.

5. Make hotel accommodations for current President and Distinguished Member for master billing.

6. Head Table arrangement at Banquet should be as follows:
OUTGOING AND CURRENT                       NEW
Past President                                 

 President Elect
President                                       

             Vice-President
President Elect                               

 Secretary
Vice President                                

 Treasurer
Secretary                                        

 Director(s)
Director(s)
7. Forward final schedule for printing.
8. Prepare list of expenditures and receipts for Committee Chairperson.

EDUCATION PROGRAM   (See also Education Committee Procedures)

1. Obtain from predecessor a copy of records, procedures, and correspondence for the year.
2. Select and arrange meeting rooms 

3. Contact potential speakers for the Education Program.

4. Obtain speakers, biographies, and scheduling of sessions.
5. Make hotel accommodations and travel arrangements (if necessary) for speakers.

6. Arrange for equipment such as projectors, signs, overheads, podiums- video, audio, etc.

7. Assign session facilitators.

8. Arrange payment and gifts for speakers.

9. Provide speaker information to include program and nametag, payment, letter of thanks, and evaluation form.
10. Prepare list of expenditures and receipts for Committee Chairperson.

HOSPITALITY / CORDIALITY

1. Obtain souvenirs and other mementos for a "meeting packet / goody bag".

2. Provide an information table with brochures of local attractions and / or Association memorabilia
3. Obtain gift & plaque for out-going President.

4. Obtain gifts for membership attendees.

5.  Obtain and arrange distribution of door prizes.

6.  Coordinate decorations with Arrangements.

7. Select entertainment for social events and make hotel arrangements (as needed).
8. Coordinate with Marketing for sale of promotional items.

9. Obtain corsages to be used for Past Presidents luncheon and/or banquet.  (President, President Elect, Distinguish Member)
10. Obtain "ribbons" for Officers and Committee Chairpersons.
11. Prepare list of expenditures and receipts for Committee Chairperson

REGISTRATION

1. Arrange to have notices, pre-registration forms and brochures of Annual Convention sent to WVHIMA membership and health care facilities.  Work with WVHIMA webmaster to get all registration information posted on WVHIMA website and e-blasts sent to members.
2. Tabulate pre-registration forms and process material accordingly.
3.  Set up Registration Table.

a) Arrange staffing for Registration Table.

b) Provide a daily registration to annual chair for meal counts..

c) Provide materials and equipment for meeting, such as computer, pens, pencils, receipts and copies of program.

4. Prepare list of convention attendees to be included in convention packet.

5. Print meal and event tickets, nametags for all attendees as needed.

6. Prepare list of expenditures and receipts for Committee Chairperson.
 VENDOR EXHIBITS

1. Obtain from predecessor a copy of all records, procedures, and correspondence from the previous year.

2. Contact meeting site to determine space, electrical power availability and dedicated phone lines for exhibitors. (normally done on site visit)
3. Draw floor plan of exhibit area allowing space for traffic during Vendor Reception and refreshments during breaks.

4. Send an invitation via the webmaster to exhibitors with a copy of vending rules and regulations and application by November. Applications should include established space, fees, and exhibit booth dimension.

5.  Contact each vendor for additional contributions for social events.

6.  A second notice to exhibitors shall be sent out in January.

7. Prepare a list of expenditures and receipts for Committee Chairperson.

BUDGET

Line items covered in the committee budget include:

1. Start up amount set aside in budget.

2. Speakers travel, fees, handouts, audio-visual equipment.

3. All hotel / resort arrangements and charges for meeting.

4. Mailings for vendors, registration, speakers.

5. Accommodations for President, Distinguished Member, and Speakers.

6. Decorations and entertainment.

7. Printing of materials.

8. Final expenditures and receipts will be submitted by Annual Convention Committee Chairperson before July 1 after the convention. At the end of the office year, the Chairperson will complete an expense report for the year just completed and forward to the Treasurer. This report must include a detailed summary of income, including the sources such as registration, vendor participation, expenses, etc. This information must be given to the Treasurer for IRS reporting.
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