President Responsibilities Grid
	Key Activity
	Due Date
	President
	Co-Responsibility

	Communications
	Ongoing
	· Communicate regularly with your leadership team and your Regional Executive.
· Relay problems, successes, concerns, and issues to regional leaders and to HFMA. 

· Advocate the needs and views of members to Regional Executive and to HFMA. 

· Seek assistance and support from the Regional Executive and HFMA, as needed.
	President-elect

	Annual Operating Budget via QuickBooks Online
	June 1
	Ensure that Treasurer has information needed to complete on time
	Incoming Treasurer 

	Annual Education Program Plan
	June 1
	Ensure that Program Chair enters plan into Cvent by June 1 
	President/Program Chair

	Founders Maintenance
	July 1
	Ensure Founders Contact has information needed to complete maintenance on time
	Founders Contact

	Chapter Verification
	July 1
	Verify that:

· Your chapter has scheduled at least 4 board meetings and list dates

· Your chapter has reviewed and is in compliance with its bylaws

· Your website is current—this means that the new leadership and contact information is posted to the site and upcoming programs are prominently featured
· Your treasurer submitted the Annual Operating Budget online via QuickBooks by June 1
	· Board of Directors
· Webmaster

· Treasurer

	Financial Reporting
	August 1
	Ensure that the immediate Past President and Treasurer have completed:

· Annual Financial Review

· IRS 990
	· Immediate Past President
· Treasurer

· Immediate Past Treasurer

	Chapter Success Plan
	August 15
	· Chapter Success Plan due to RE
	· President-elect

	Fall Presidents Meetings
	Sept
	· Ensure that president and/or president-elect and one additional officer attends and participates
· FPM
· Represent the views of your chapter
	President-elect or other chapter officer

	Leadership Roster
	March 1
	· Support President-elect in choosing leadership team
· Ensure that roster is entered on time
	President-elect

	Leadership Training Conference
	April (date varies)
	· Ensure that two chapter leaders attend
· Participate in Regional Planning Time
	

	Annual Chapter Presidents Meeting
	May (date varies)
	Outgoing President provides list of attendees
	As delegated

	Financial Reporting
	August 1 after your term of office
	As immediate Past President,complete along with the prior DCMS year’s treasurer, your chapter’s:

· Annual Financial Review

· IRS 990
	· Immediate Past President

· Treasurer

· Immediate Past Treasurer


