WEST VIRGINIA HEALTH INFORMATION MANAGEMENT ASSOCIATION

POLICY

PRESIDENT

I.  Eligibility: 

The President shall be an active member in good standing.  The President shall hold office for a term of one year, after having served as President-Elect during the previous year, beginning the first of July after the annual convention as stipulated in the bylaws.  

II.  Duties/Responsibilities:

A.  Receive from predecessor the correspondence file from year just completed; copy from WVHIMA website procedures, attached forms, and bylaws.
B.  Obtain from AHIMA Executive Office:
1.  AHIMA bylaws are available on the AHIMA website 
2.  A notice of the number of delegates to which the state is entitled (to be received by July 30).  This is emailed to you from AHIMA.
C.  Administer state association functions:
1.  Become familiar with AHIMA and WVHIMA bylaws and procedures.  
2.  Preside at all WVHIMA Board meetings, all meetings of the members, and the Annual Convention.  
3.  Receive copy of meeting minutes from Secretary for approval.  
4.  Receive slate of officer candidates at least 60 days prior to the annual convention, from the Chairperson of the Nominating Committee.  
5.  Verify that WV and federal tax forms and fees have been completed and submitted by the Treasurer.  (Refer to the Treasurer’s Policy and Procedure)
6.  Represent WVHIMA at the AHIMA Team Talks and the Leadership Conference.  
7.  Send a congratulatory letter to the incoming President’s Healthcare Administrator and/or Supervisor prior to convention.  
D.  Promote AHIMA and WVHIMA:
1.  Encourage HIM professionals in West Virginia healthcare facilities and other fields of employment to join AHIMA and WVHIMA.  
2.  Encourage the networking with alliances with other healthcare organizations.  
3.  Participate in recruitment activities.  
4.  Inform membership of AHIMA and WVHIMA issues.  
5.  Forward an updated officers list to the West Virginia Hospital Association.  
6.  Encourage anyone with interest in WVHIMA to the WVHIMA website.
E.  Liaison with AHIMA:
1.  Send the names and contact information  of WVHIMA officers, delegate forms, and committee chairpersons to the AHIMA CSA Representative in the Executive Office.  
2.  Ensure that the Technology Chair includes the following on our e-blasts and other announcements via the website:  AHIMA CSA Board Liaison, AHIMA publications manager, the AHIMA President and all CSA presidents.  
3.  Ensure that the Annual Convention Committee Chairperson includes the following on e-blast and other announcements via the website of the Annual Convention program:  AHIMA’s CSA Board Liaison and AHIMA President, and surrounding state CSA Presidents  
4.  Ensure that the Annual Convention Committee Chairperson sends a notice of the location, date and contact information for   WVHIMA Annual Convention to other HIM publications (ie For the Record, Advance, etc.).
5.  Ensure that delegates’ credentials forms (President, President-Elect, and Vice President, Past President, and Second Year Past President (if applicable)) are completed and returned to the AHIMA Executive Office.  A copy will be returned to the WVHIMA President.  
.
F.  At the end of term, complete business: 

1.  Destroy predecessor’s correspondence file, except any items of lasting interest and destroy outdated procedures and bylaws.  

2.  Review office procedures, make necessary revisions, and forward to the President-Elect at least thirty days prior to the Annual Convention, if not sooner.
3.  Pass on to successor the correspondence file for the year just completed and copies of current bylaws and procedures.  
III.  President’ Budget:

A.  Line items covered by the president’s budget include: 

1.  Expenses for AHIMA national convention.  

2.  Winter and summer Team Talks & Leadership Conference  

3.  Hill Day

4.  Postage during year necessary for WVHIMA business.  

5.  Telephone calls during year necessary for WVHIMA business.

6.  Other seminars, meetings, etc. that the WVHIMA board requests attendance.

B.  Expenses must be forwarded to the Treasurer at the time incurred by completing an expense report for the expense and forwarding to the Treasurer.
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