WEST VIRGINIA HEALTH INFORMATION MANAGEMENT ASSOCIATION STATE PROCEDURES

SECRETARY

The secretary shall be an active member in good standing elected by the active membership in good standing.  The secretary holds office for a term of one year, beginning July first after the annual convention as stipulated in the bylaws.  

I.  Duties and Responsibilities:  
A.  Receive from predecessor the past minutes and supplies.
B.  Transcribe minutes of executive board meetings and association business meetings within ten (10) days of the meeting.  Submit completed minutes to the President for approval and provide copies for the board of directors executive meetings.  Minutes must be made available to the membership for review at the annual convention. 
C.  Maintain and distribute official records of the association such as minutes, current roster of membership and Board of Directors for the current year
D.  Conduct official correspondence as directed by the bylaws and the President.
E.  Provide notification of Executive Board of Director meetings or special meetings at least ten (10) days prior to the meeting date. 
F.  Pass on to successor copies of past meeting minutes, records, current membership roster and supplies.
G.  Review office procedures, make necessary revisions and forward to the President-elect at least thirty (30) days prior to the Annual Convention, if not sooner.  
III.  Secretary’s Budget:

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

1.  Postage and telephone calls necessary for meeting requirements in the above procedures.

2.  Any meetings or seminars requested by the Board to attend.  

A.  At the end of term of office the Secretary will complete a final report including a summary of expenses for the year thirty days prior to the annual convention.
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