West Virginia Health Information Management Association

Procedure

Treasurer
1. Eligibility:  The treasurer shall be an active member in good standing elected by the active membership.  The Treasurer holds office for a term of two years beginning on January 1st of the year following election of officers.  Prior to this time, the newly elected Treasurer shall be an ex officio member of the WVHIMA Board of Directors.

2. Duties/Responsibilities:

A.  Receive From Predecessor:  

1. Financial reports and audit summary.

2. Correspondence file from completed term.

3. Existing checkbook, checks, deposit slips

4. Historical treasurer correspondence from previous treasurer reports.

5. Updated WVHIMA treasurer procedures.

6. Remaining supply of WVHIMA stationary.

B.  Review from the WVHIMA Website:
a. WVHIMA approved By-laws.

b. WVHIMA Treasurer’s procedure.

C.  Receive from Central Office:

a. WVHIMA state portions of dues (check).  (Note:  Renewal of annual dues are be paid by members by January 1st each year.  A portion of WVHIMA member dues is returned to WVHIMA. ).  You may receive state dues rebate checks at various times throughout the year due to new members joining.

D.  Maintain Financial Accounts for WVHIMA.

a. Open a checking account in the name of WVHIMA or arrange for transfer of authorization from previous treasurer to new treasurer via signature cards.  When possible, the existing WVHIMA checking account should be maintained if that bank has a branch in or near the new treasurer’s location.  WVHIMA President and the annual convention chairperson’s name will also appear on the account.
b. The treasurer will update the bank account with the appropriate names during the month of June of each year.  The treasurer must take a copy of the minutes with the election results to the bank in order to prove change of officers.  The minutes must spell out in detail who the incoming officers will be.  

c. Disburse prompt payment of all verified receipts and keep accurate and complete records of receipts and disbursements. Mileage is reimbursed at 30 cents per mile (effective 2/1/05).   Prior to payment, approval for reimbursement must be given by the President or member of the executive board.

d. Balance accounts monthly and at the end of the treasurer’s term.  Historical information is maintained on Quicken software and is the software choice of WVHIMA.

E. Serve as a member of WVHIMA Budget Committee and assist in the preparation of the             

                          WVHIMA Budget and internal audit.

a. Retrieve a list of the past three-year budgets and submit a report to the Vice President prior to the Budget Meeting.

b. Prepare a categorized WVHIMA Budget report indicating monies spent and earned by each WVHIMA category to date prior to Budget meeting.

c. Assist the Budget Committee with the yearly WVHIMA internal audit.

The WVHIMA Budget Committee will perform an annual audit of WVHIMA assets and report to the WVHIMA membership at the annual meeting.  This audit will be prepared using the dates of January 1st thru December 31st of the year prior to the annual convention.

F.  Prepare and present the Treasurer’s Report for each WVHIMA Board of Directors meeting        

     and a Final Report for the WVHIMA membership at the annual business meeting.

G.  Storage of historical treasurer’s records will be kept in the storage building in a manner which    

      is easily retrievable.

H. Consult with the WVHIMA Board of Directors prior to destruction of any historical Treasurer    

       information.

3.  Annual State and Federal Tax Reporting Requirements:

a.  Federal Income Tax Preparation (complete yearly –before April 15th)

1. Complete yearly –Federal Income Tax Form 990-if the annual gross receipts are more than $25,000 for the past period of three years.  FORM-990 must be filed on the 15th day of the fifth month following the annual accounting period OR May 15th.  

Include the WVHIMA bank OMB no. 1545-0112 Interest Income along with the Form-990

b.  West Virginia Exempt Status forms-Two to be completed yearly:

1. Application to appoint or change agent for process, officers and principal office

This form is to be completed yearly by June 1st and submitted with a check for $30.  If the WVHIMA Bylaws have been changed or updated, an updated approved set of WVHIMA Bylaws must be included that have the AHIMA Approval Seal and sent with the above mentioned form and check.  If no changes have been made in the WVHIMA Bylaws, they do not need to be included.

Send above information to:  Secretary of State of West Virginia, Building 1, Room W-135, Charleston, WV 25305-0770

2.  West Virginia Department of Tax and Revenue-Internal Auditing Division-Corporation License Tax Return

This form is to be completed yearly and submitted with a check for $30 to        the address on the form.  This form remains the same yearly with the exception of the period covered and due date to current time frame.  

c.  Maintain all WVHIMA Tax documents and related forms for a minimum of seven (7) years.

4. Complete business of Treasurer and pass all correspondence relating to section 2 a-f of this procedure to the new treasurer.

5. Treasurer’s Budget

a. Line items covered by the treasurer’s budget include:

1. Postage and telephone fees necessary for meeting requirements in treasurer’s procedure.

2. All fees necessary to maintain WVHIMA checking and /or savings account.

3. Fees associated with both West Virginia and Federal Tax forms.

b. The treasurer shall complete and annual expense report and all other WVHIMA financial business reports and submit them to WVHIMA budget committee chairman-vice president of WVHIMA.
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