West Virginia Information Management Association
State Procedures

Bylaws Committee

1. Composition – The Chairperson of the Bylaws Committee shall be an active member in good standing appointed by the President. The Chairperson holds the office for a term of one year beginning July 1 as stipulated in the Bylaws, and may be reappointed as Committee Chairperson

2. Responsibilities of Chairperson

a. Receive from predecessor the correspondence file for the previous year, updated procedures, and copies of the most recent WVHIMA Bylaws.

b. Appoint committee members in good standing as necessary and notify the President of their names and addresses.

c. Obtain AHIMA bylaws from the AHIMA website.

d. Provide committee members with copies of WVHIMA and AHIMA Bylaws.

e. Present recommendations for Bylaws amendments to WVHIMA Board for discussion and final approval before submission to the membership.

f. Prepare proposed bylaws amendments in proper format; include existing bylaw, proposed change, and reason comments.

i. Send two copies of the proposed amendments, a copy of the existing state bylaws, to the AHIMA Director of Volunteer Services for approval, email preferred.

ii. If feasible, after AHIMA approval, present proposed changes to the membership at the next regularly called meeting of the association.

g. Direct any questions concerning state bylaws to the AHIMA Director of Volunteer Services.

h. Forty-five days prior to mailing of proposed changes and ballots, notify membership that proposed Bylaw revisions are forthcoming and that their action will be required by mail-in or electronic ballot.

i. Prepare voting instructions and ballot for mailing to membership for vote (sample forms attached).

j. Provide  proposed revisions, cover letter and instructions, and ballot to membership.

k. Prepare revised bylaws incorporating the changes approved by the membership and send a copy of the revised bylaws to AHIMA Director of Volunteer Services for final approval, email preferred.

l. Once final approval is received from AHIMA;

i. Annually send one copy to the Treasurer so that he/she can forward them to the West Virginia Secretary of State’s Office.

ii. Send notification to the President that the bylaws have been sent to the Treasurer.

iii. Send one copy (via email or other acceptable media) to WVHIMA Central Office and Web-site Coordinator.

m. Complete business when term has ended.

i. Prepare written report and submit to President 30 days prior to annual convention

ii. Forward most current bylaws as approved by WVHIMA membership and AHIMA to successor.

iii. Update Bylaws Committee procedures and forward to President-elect 30 days prior to annual convention.

Responsibilities of the Committee

1. Maintain state bylaws that conform to all provisions as outlined in the AHIMA Bylaws.

2. Review bylaws to propose new amendments.

3. Review proposed amendments to bylaws as suggested by Board or membership.

4. Receive returned ballots from Central Office or web site coordinator and count them to determine if proposed amendments passed.

5. Complete an expense report at the end of the year and submit to the Treasurer and Budget Committee Chairperson.
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