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President






Revised:
June 2007  
Description:
The President is the chapter’s chief executive officer and is generally responsible for managing all chapter activities.  The President is guided in his/her decision-making process by the board of directors, the Chapter’s policies and procedures, and national HFMA guidelines.
Term:
One year

Specific Duties and Responsibilities:
1) Preside at all board meetings, matrix meetings, and general membership meetings and report pertinent information to the membership.

2) Acts as the chapter liaison with national HFMA, the Region, Regional Executive, board member, and other related healthcare organizations.

3) Appoint regular and special chapter committee members in accordance with the chapter’s constitution and by-laws.  Coordinates board consideration and selection of potential “shadows”, i.e. succession planning, for council director and matrix committee chair positions.

4) Coordinate with other Officers and Directors on the activities of the chapter, providing direction so as to obtain the goals and objectives of the chapter. 

5) Champions Yerger award submissions for chapter activities or projects.

6) Attend the following conferences and meetings:

a. Attend the Annual National Institute

b. Attend the Leadership Training Conference

c. Attend the Annual Fall Presidents’ meeting

d. Attend the AHA Washington Legislative Update meeting  as schedule permits
e. Attend the Mid-Atlantic meeting

7) Provide a president’s message for each Newsletter.
8) Coordinate with the president-elect on the Chapter Balanced Score Card reporting, Program Planning Tool reporting, and Davis Chapter Management System Reporting.

9) Approve all disbursements for payment consideration, consistent with Chapter policies and the operating budget.

10) Serve with the president-elect, secretary, and treasurer in the development of the multi-year plan.

11) Attend all chapter matrix and board meetings.

12) Develop and submit the Annual Highlight Report.

13) In conjunction with the treasurer, prepare the chapter operating budget.

14) Serves as a member of the nominating committee.  

15) Serves as a member of the awards committee.

16) Extends official invitations to national officers and board members to attend the Winter and Summer Meetings.
17) Coordinates the Founder Awards point submission process with assistance from Council Chairs, Directors, and Officers of NCHFMA. 

Office:

President-elect






Revised:
June 2007 


May 2008  

Description:
The President-elect acts in the capacity of the president when the chapter president is unable to preside.  He/she is responsible for timely reporting of the Chapter Balanced Score Card, Program Planning Tool, and  Davis Chapter Management System to national HFMA and to serve as the Chapter representative for maintaining all records as required by North Carolina State Board of CPA examiners.  The President-elect also is delegated responsibility by the president at his/her discretion.

Term:
One year

Specific Duties and Responsibilities:
1) Serve as chairperson for the strategic planning/chapter balanced score card committee, the nomination committee, and the council coordinating committee.
2) Solicit input from the president, secretary, treasurer, council chairs, and other members as appropriate in the coordination and development of the strategic plan.

3) Assist in the development of the financial budget for the Chapter.

4) Attend the following conferences and meetings:

a. The Annual National Institute

b. The Leadership Training Conference

c. The Fall Presidents’ meeting

d. The AHA Washington Legislative Update meeting as schedule permits.

e. All Chapter Matrix and Board Meetings.

5) Authorize check signing.

6) Assist with planning of the Annual Regional Meeting.

7) Coordinates completion of the Program Planning Tool by national HFMA deadline. 

8) Reports all Chapter Balanced Score Card and Davis Chapter Management System activity to national HFMA consistent with reporting requirements and deadlines and ensure the activities are reported accurately by National.

9) Forward copies of all documents sent to national HFMA to the president.

10) Provide an update on the Chapter Balanced Score Card and Davis Chapter Management activities at each matrix meeting with copies of the monthly report to the president.

11) Assist in the planning and development of activities to be submitted for consideration of achievement and improvement recognition.  
12) Coordinates authors and reviewers of Yerger submissions. Assists in writing or reviewing Yerger submission if other authors fail to complete submissions. 

13) Coordinate with each Director the activities of his/her council so as to maintain timely reporting to National HFMA of Chapter achievements.

14) Conducts Committee Chair and Matrix training at first meeting of Chapter Year.

15) Other duties as assigned by the president. 

Office:

Secretary






Revised:
June 2007   

Description:
The Secretary is responsible for maintaining all Chapter records of meetings and communicating that data to the appropriate members.  The Secretary is also responsible for development of the Membership Directory for the current year and its distribution to members.

Term:
One year

Specific Duties and Responsibilities:
1) Record and publish minutes from all Board Meetings and distribute to all officers and directors prior to the next Board Meeting.

2) Assure that the minutes from prior meetings are available for review and approval at all Board meetings.

3) Original minutes are to be placed in the minute binder and given to the in-coming secretary each year.

4) Attend Chapter Board meetings, Matrix meetings, and the Leadership Training Conference.

5) Responsible for ordering/maintaining HFMA letterhead stationery and envelopes.

6) Provide stationery and envelopes to members as requested.

7) Obtain roster downloads for Members as necessary and order mailing labels from HFMA National for shipping to Members as requested.

8) Responsible for preparing the North Carolina Chapter’s Membership Directory and for providing the verification to HFMA National of the mailing/distribution to members by the HFMA National deadline, if applicable.
9) Assists Chapter in meeting all goals and objectives set by the Chapter Board including the goals included in the Chapter Balanced Score Card and Davis Chapter Management System. 
10) Responsible for updating the policy and procedures manual and/or the job descriptions manual based on the actions taken at each Board Meeting.  The updated information is to be distributed to each Officer and Director.

11) Serve with the president, president-elect, and treasurer in the development of the multi-year plan.

12) Manage and control the archival storage of chapter documents and control the removal and replacement of documents from the archives.

Office:

Treasurer






Revised:
June 2007    
Description:
The Treasurer is responsible for the safekeeping, recording, and disbursement of all chapter funds in accordance with established fiscal policy, board direction, and the annual operating budget.

Term:
One year

Specific Duties and Responsibilities:
1) Establish a Chapter checking account and obtain appropriate signature cards and resolutions in accordance with Chapter policy.

2) Maintain chapter investments and discuss re-investments with the president.

3) Issue all checks for expenditures of the chapter on a timely basis and ensure that appropriate approvals have been obtained.

4) Oversees the Chapter Financial Management Committee and activities of Chapter Financial Management Committee members to ensure all deposits of chapter funds are accurate and timely and required back-up and documentation maintained per chapter policies and procedures. 

5) Maintains On-Line Quick Books on accrual basis per HFMA guidelines and chapter policies and procedures. 

6) Prepare and deliver a financial statement to the officers and directors each month, showing monthly and annual figures as well as days cash on hand.  

7) Reviews schedules prepared by seminar coordinators and Chapter Financial Management Committee members or prepares, if necessary, individual schedules on the workshops and institutes showing receipts and expenditures for review by Officers and Directors to ensure accuracy and complete documentation.

8) Submit the appropriate information to national HFMA for the tax return, Form 990 by the due date.

9) Prepare the chapter budget with input from president and board.
10) Attend the Leadership Training Conference.

11) Reconcile bank statements monthly.

12) Assist the financial review committee with the review of your year in any way possible and ensure review completed by national HFMA deadline.

13) Have the check book available at all meetings; bring cash for specific chapter activities such as New Member Reception and Sponsorship give-aways as requested by the Membership Chair and Sponsorship Chair as approved by Board. 

14) Deliver the check book, copy of last reconciliation, list of who needs 1099s, and other pertinent information to the incoming treasurer no later than July 31st.

15) Prepare the 1099s in accordance with the regulations.

16) Attend all chapter matrix and board meetings.

17) Serve with the president, president-elect, and secretary in the development and accomplishment of the multi-year plan.

18) Prepare the 990 for NC chapter for submission to national HFMA per national HFMA guidelines and submit to national by 8/1 deadline.

19) Assists Chapter in meeting all goals and objectives set by the Chapter Board including the goals included in Chapter Balanced Score Card, Strategic Plan, submission of Yergers.
Office:

Education Council Chairperson
Revised:
June 2007


May 2008   
Description:
The Education Council Chairperson has the responsibility to coordinate the activities of the Education Council, which is to provide half-day, one-day, and two-day workshops or teleconferences on topics of interest to the membership.

Term:
Two years

Specific Duties and Responsibilities:
1) To coordinate, with other members of the Education Council, the planning of the chapter workshops to meet the needs of the membership and the chapter goals within the Chapter Balanced Score Card and Strategic Plan.
2) Coordinate planning efforts concerning each workshop with the Publication Council and Technology Committee so that advance advertising and registration information can appear in the newsletter and on the website calendar.

3) Provides appropriate education on the requirements of coordinating a workshop with all Council members and education coordinators.

4) Serves as a Board Member and attends all Chapter Matrix and Board Meetings.

5) Develop a budget for the Council and submits to the president by May 1.

6) Provide means for evaluation of the quality of programs and communicate indicators back to the Council Members and Board.

7) Provide minutes of each Council Meeting and timely file with president and secretary.  

8) Provide education portions of Program Planning Tool, Chapter Balanced Score Card reporting, and Davis Chapter Management System reporting at least 10 days prior to national HFMA deadlines to president-elect.   Provide brochures for education seminars and workshops in email attachments to president-elect that can be forwarded to national HFMA by the president-elect during DCMS reporting.

9) Plan and organize each Council Meeting so that the meeting is productive and contributes to the goal of providing educational program opportunities.  Coordinate with council members between Council meetings as necessary to ensure workshop planning is progressing appropriately. 

10) Monitor Chapter Balanced Score Card and Davis Chapter Management System status.  Ensure meeting coordinators obtain complete payment information, fill out meeting summary forms, registration list and forward to president-elect.

11) Coordinate and co-sponsor educational sessions with other associations and organizations (NCHA, etc.).
12) Make deposits of education session forms and forward copies of deposit slips to Chapter Financial Management Committee member or treasurer as designated by treasurer.
13) Provide workshop brochure and curriculum to North Carolina State Board of CPAs to obtain approval of educational credits 30 days in advance of the planned workshop. Issue Continuing Professional Education Verification Forms to attendees of education sessions.  

14) Attend the Leadership Training Conference.

15) Maintain and publish to council members the Education Council Procedures Manual.
16)  Identify participating volunteers for Founders Award reporting, and submit to Chapter president by May 1 of each Chapter Year.

17) Retain documentation required for CPE certification (policy defines the required information).

Office:

Management Practices Council Chairperson
Revised:
June 2007    
Description:
The Management Practices Council Chairperson is responsible for coordinating the activities of the Management Practices Council to complete assigned projects as well as to identify and complete new projects that will improve our   management practices within our employer organizations.

Term:
Two years

Specific Duties and Responsibilities:
1) Assist Council Members in identification of projects which will have a significant impact on Healthcare related activities.

2) Direct assignment of responsible parties and completion dates on identified projects.  Follow-up with responsible parties at least monthly to ensure the project is progressing to be completed by the completion date. 

3) Provide available HFMA resources that will assist in project completion to council members.

4) Assist members in completion of projects and the completion of the project reporting form.  Oversees the preparation of articles outlining the results of completed projects for publication in the newsletter. This will allow the membership to make use of the project results. 

5) Develop a budget for the Council and submit to the president by May 1.

6) Review, periodically, the status of projects to ensure Chapter is meeting its Management Practices goals including the goals outlined in the Chapter Balanced Score Card and Davis Chapter Management System expectations.

7) Serves as a Board Member and attends all Chapter Matrix and Board Meetings.

8) Provide minutes of each Council Meeting and file with president, president-elect, treasurer, and secretary.

9) Attend the Leadership Training Conference.

10) Maintain and publish to Council Members the Management Practices Council Procedures Manual.  
11) If a Management Practices project is selected for submission as a Yerger award nominee, write the Yerger award submission. 

12) Identify participating volunteers for Founders Award reporting, and submit to Chapter president by May 1 of each Chapter Year.

13) Identify a shadow (active council member that may be selected by the board to be nominated for the future Council chair). Recommend the selected shadow to the Board when shadow requested. Mentor the shadow throughout the year. No promises are made to the shadow regarding future chair position.

Management Practices Policy:
It will be the responsibility of the Management Practices Council to identify activities that provide a significant impact on healthcare related activities.  Two or more members of NCHFMA must perform these activities.

Procedure:
1) The management practices Council will meet or confer via conference call at least four times to develop and implement plans and projects for the chapter year.
2) Projects will be identified based on need, impact on healthcare related activities, and time required for completion.

3) Two or more members will be assigned to each project.

4) Completion dates will be assigned for each project.

5) Project members will plan in advance the goals and objectives of the project, the anticipated impact on the membership, the action plan to complete the project, and the anticipated level of activity required by other HFMA members.

6) Once complete, the management practices council members will identify how HFMA was involved in the project.

7) A follow-up to the project will be required to identify how the project impacted healthcare related services and activities.

8) The HFMA members involved will be questioned to identify how well the project was received by the membership.  Documentation from groups or individuals should be included.

9) A project form, along with supporting documentation, will be completed with copies to the following Officers and Directors: president, president-elect, Management Practices Council Chairperson.

10) During the meetings, the Management Practices Council Chairperson will identify completed projects, projects in-process, and their anticipated date of completion and projects with no activity.

11) Members will be recruited to work on those projects that are behind schedule, if needed.

Office:

Membership Council Chairperson
Revised:
June 2007


May 2008 
Description:
The Membership Council Chairperson is responsible for developing a plan for membership recruitment and retention, along with setting membership goals with strategies to achieve those goals as well as Chapter Balanced Score Card and Davis Chapter Management System goals.

Term:
Two years

Specific Duties and Responsibilities:
1) Champion recruitment of new members by Council members, Board members, and the general membership reminding each to recruit new members at every opportunity. 

2) Develop, and implement, with Council members, new member recruitment plan coupled with marketing plan. 

3) Plan and host New Member Reception at both Annual Meeting and Summer Institute.  

4) Champion member retention. Develop and implement a project to increase membership retention.  Include council members in this project. 

5) Be knowledgeable about HFMA Membership procedures and manuals.

6) Coordinate the availability of membership applications at all NCHFMA-sponsored functions. Make sure the current membership application and mailing labels are being utilized. 

7) Evaluate and review progress of membership growth quarterly; compare with Council, Chapter Balanced Score Card, and Davis Chapter Management System goals, and report progress to Board at board meetings and to the membership at Matrix meetings. 

8) Coordinate methods to welcome and recognize new members and to encourage new members to attend NCHFMA activities. 
9) Coordinate a Committee of Council Members to follow-up on non-renewals and encourage as many as possible to renew.  Coordinate with council members between Council meetings as necessary to ensure membership recruitment, renewal follow-up, and new member welcomes are progressing appropriately. 

10) Participate in the “Member-Get-a-Member” campaign.

11) Participate in the Membership Audio Teleconference annually.

12) Assist president as requested to document members’ Founders Awards points annually. Assist president, if requested, to notify each member, and to submit the information to national HFMA by established deadline.

13) Serve as a Board Member and attend all Chapter Matrix and Board Meetings.

14) Develop a budget for the Council and submit to the president by May 1.

15) Develop and recommend to the Board of Directors membership recruitment and retention goals.
16) Provide membership activities’ portions of Program Planning Tool, Chapter Balanced Score Card reporting, and Davis Chapter Management System reporting at least 10 days prior to national HFMA deadlines to president-elect.   Provide invitation example for each membership activity in email attachments to president-elect that can be forwarded to national HFMA by the president-elect during CBSC & DCMS reporting.
17) Assign a member to contact and welcome all new members each month.

18) Send each new member and transfer member a welcome packet including a copy of the current Membership Directory.

19) Provide minutes of each Council Meeting and file with president, president-elect, treasurer, and secretary.

20) If a membership project is selected to be submitted as a Yerger nominee, write the project Yerger submission with assistance in review by prior Chapter Yerger winners. 

21) Attend the Leadership Training Conference.

22) Submit a listing of new members each month to the Chapter Information Technology Committee for the chapter webpage and/or to the Publications Council Chair for the newsletter.

23) Maintain and publish to Council Members the Membership Council Procedures Manual.
24) Identify participating volunteers for Founders Award reporting, and submit to Chapter president by May 1 of each Chapter Year.

25) Routinely call new members or current members to ask if the member is finding value in their membership, receive any feedback the member would like to offer, and verify contact information to ensure member is receiving meeting announcements, emails, etc. Provide this feedback to the Board at the board meetings in a general format (not specific to individual members). At least 10 calls per month. This will provide a personal touch to new members to ensure they are finding value and it will also assist in retaining members.

26) Identify a shadow (active council member that may be selected by the board to be nominated for the future Council chair). Recommend the selected shadow to the Board when shadow requested. Mentor the shadow throughout the year. No promises are made to the shadow regarding future chair position.

27) Involve Council members in Council activities to ensure council members feel value in participating in the council as well as fully assist with membership recruitment and retention.

28) Develop and promote social networking opportunities held throughout the State to promote interaction among members.

Office:

ProAction Council Chairperson
Revised:
June 2007   
Description:
The ProAction Council Chairperson is responsible for identifying specific Federal and State actions that impact the financial performance of NC HFMA members, notifying the members, soliciting information from the members, coordinating appropriate responses from council participants and membership, and disseminating that information to the NCHFMA membership.
Term:
Two years

Specific Duties and Responsibilities:
1) Receive and respond to requests from NCHFMA Board, Council Chairs, or membership that facilitates the achievement of Council goals and objectives.

2) Receive primarily Federal, State or local issues identified by membership, through requests from NCHA, or others and coordinate an appropriate response through the council, and providing that information to the membership, or others:  national, state or local representatives.  An informal poll of ProAction Council members must approve those issues not requested by the Board or NCHA that deserve the council’s energies and resources.

3) Coordinate NCHFMA Chapter’s analysis and response of NCHFMA approved national, local and state issues.

4) Delegate assignments and related materials to ProAction council members with specific due dates that will enable the NCHFMA to responsibly analyze Federal and State initiatives that impact our HFMA membership financial performance.

5) Coordinate methods, or other resources available to NCHFMA, to obtain the required information from council and all interested NCHFMA membership to provide meaningful analysis of issues identified.

6) Identify other Chapter members with a particular interest or expertise in the subject matter of the assignment and request them to provide input into our Chapter’s analysis of the issue.

7) Coordinate efforts with NCHA.

8) Follow up to ensure a broad-based response is received from the Chapter’s members.

9) Review individual responses, maintain confidentiality for any data received, and compile a meaningful summary of the specific affect those regulatory actions may have on NC membership entities so it is valuable to members.

10) Provide a White Paper analysis to the President and President-elect and others before making information available to general membership 

11) Summarize projects using the Management Practice Report in the Davis Chapter Management Manual.

12) Provide Education and Program Councils with timely specific topics of value to the membership, and assist with the identification and recruitment of credible source or speaker on the topic to inform and educate attendees of scheduled events.

13) Provide input to National HFMA on issues of interest to NC Chapter’s members through letters and phone calls, in a role as liaison with the Washington office of HFMA.

14) Serve as a Board Member and attend all Chapter Matrix and Board Meetings.  Represent the needs of the council members as a Board member and keep the Board updated as to the status of issues identified, resource needs, and plans for council success to inform NCHFMA’s membership.
15) Develop a budget for the Council and submit to the president by May 1.
16) Provide for minutes of each Council Meeting and file with president, secretary, and council members after each meeting.

17) Attend the Leadership Training Conference.

18) Coordinate information on ProAction issues that may include, but not limited to, surveys, web-site postings of information, or other activities with the Chapter Information Technology Committee.
19) Maintain and publish the Council Procedures Manual to Council Members.
20) Establish and complete annual goals that assist the chapter in maintaining the highest DCM award levels.
21) Identify a shadow (active council member that may be selected by the board to be nominated for the future Council chair). Recommend the selected shadow to the Board when shadow requested. Mentor the shadow throughout the year. No promises are made to the shadow regarding future chair position.

General Annual Goals:
1) Coordinate with other councils at least one Educational session.

2) Coordinate with other councils at least one Tarheel News article.

3) Coordinate with the Information Committee posting of necessary notifications to the membership, including the Chapter’s website.

4) Coordinate at least one project according to the Davis Chapter Management requirements for Yerger and write the Yerger submission according to NCHFMA policy.

Office:

Program Council Chairperson
Revised:
June 2007


May 2008   
Description:
The Program Council Chairperson is to coordinate, organize, and supervise the planning and implementation of the Summer Institute and the Annual Meeting.

Term:
Two years

Specific Duties and Responsibilities:
1) Obtain and coordinate speakers to provide quality education programs and meet the Davis Chapter Management System guidelines.

2) Provide registration list to the president-elect and Membership Council Chairperson reflecting name, title, company, membership number and CPA status.

3) Collect registration fees for the meetings, making a complete accounting of income and expenses to the treasurer.

4) Provide brochure and other necessary information to the North Carolina State Board of CPA at least 30 days in advance of event to obtain approval of educational credits for the planned program.  Issue Continuing Professional Education Verification Forms to attendees.
5) Provide feedback from each meeting to maintain quality needs of the membership.

6) Participate in contracting for future meetings by identifying potential locations and available dates, and negotiating contract terms.

7) Serves as a Board Member and attends all Chapter Matrix and Board Meetings.

8) Develop a budget for the Council and submit to the president by May 1.

9) Provide for minutes of each Council Meeting and file with president and secretary.

10) Attend the Leadership Training Conference.

11) Submit education calendar updates to the Chapter Information Technology Committee for the chapter webpage.

12) Maintain and publish to Council Members the Program Council Procedures Manual.
13) Identify participating volunteers for Founders Award reporting, and submit to Chapter president by May 1 of each Chapter Year.
14) Review national HFMA as well as chapter HFMA research of topics of greatest interest to the membership. Involve the entire council in selection of topics to be covered on various “tracks” at Programs.

15) Identify a shadow (active council member that may be selected by the board to be nominated for the future Council chair). Recommend the selected shadow to the Board when shadow requested. Mentor the shadow throughout the year. No promises are made to the shadow regarding future chair position.
16) Involve Council members in Council activities to ensure council members feel value in participating in the council and that Council members fully participate in Program planning and implementation.
17) Retain documentation required for CPE certification (policy defines the required information).

Office:

Publications Council Chairperson
Revised:
June 2007


May 2008    
Description:
The Publications Council Chairperson is to coordinate the publication of four TARHEEL NEWS editions per year, each with the objective of providing members with information regarding chapter and national activities.  All issues should have current and useful news of both national and local significance to healthcare finance professionals, in addition to serving as a forum for the exchange of ideas.

Term:
Two years

Specific Duties and Responsibilities:
1) Select a co-editor from the council members, so as to prepare a back-up for the editor.

2) Select a financially stable and reliable publisher.

3) Determine how the newsletter will be submitted to the publisher, i.e., on disk or hard copy and agree with the publisher on mode of delivery.

4) Distribute responsibility for various features in newsletter to Council members and establish submission deadlines.

5) Continually monitor Chapter Members’ acceptance of features and modify periodically when necessary.

6) Solicit advertising revenue to defray publication cost. Solicit at least one council member to solicit advertising at beginning of HFMA year.
7) Submit sample of newsletters as requested for judging and evaluation by National HFMA.

8) Serves as a Board Member and attends all Chapter Matrix and Board Meetings.

9) Develop a budget for the Council and submit to the president by May 1.

10) Provide for minutes of each Council Meeting and file with president and secretary.

11) Attend the Leadership Training Conference.

12) Submit an electronic version of each issue of the newsletter to the Chapter Information Technology Committee for the chapter webpage.

13) Maintain and publish to Council Members the Education Council Procedures Manual.
14) Identify participating volunteers and authors for Founders Award reporting, and submit to Chapter president by May 1 of each Chapter Year.

15) Submit publishing schedule to President for inclusion in Programming Tool by May 20 each year.

16) Assist chapter in meeting its Chapter Balanced Scorecard and Strategic Plan goals each year. Provide advertising of chapter meetings in the newsletter as well as articles that would support activities of other councils of the chapter.

Office:

Hospital Services Committee
Revised:
June 2007   
Objective:
To look at the present structure of traditional hospital services (Patient Financial Services and General Accounting) and how these areas may be affected by current and future changes in healthcare reform and governmental regulations.  Provide information to appropriate councils on needed programs, workshops and projects.  Provide members with methods to deal with these changes.

Responsibilities:
1) Keep membership abreast of employee benefit implications surrounding acquisitions/mergers.

2) Coordinate two educational sessions with Education and/or Program Councils.

3) Work with the Management Practices Council to complete two management practice projects relating to patient financial services or general accounting issues.  Summarize projects using the Management Practice Report in the Davis Chapter Management Manual.

4) Involve Hospital Services Committee members in committee tasks to ensure the members see value in their participating in the committee and to ensure the committee completes its activities and goals. Committee chairperson is to delegate committee tasks as appropriate. 
5) Committee chairperson, or designee, is responsible for recording, distributing, and maintaining committee meeting minutes on attached form and filing with president and secretary.

6) Receive and respond to requests from Council Chairpersons in order to facilitate the achievement of Council goals and objectives.
7) Recruit three new members, preferably from your committee specialization with one of the three being an “at risk” member.

8) Identify participating volunteers for Founders Award reporting, and submit to Chapter president by May 1 of each Chapter Year.

9) Identify a shadow (active committee member that may be selected by the board to be nominated for the future chair). Recommend the selected shadow to the Board when shadow requested. Mentor the shadow throughout the year. No promises are made to the shadow regarding future chair position.

10) Assists Chapter in meeting all goals and objectives set by the Chapter Board including the goals included in Chapter Balanced Score Card, Strategic Plan.

11) Involve Committee members in Committee activities to ensure members feel value in participating in the committee.

Hospital Services Committee Meeting Minutes
Location:  ___________________________________________Date:  ___________________

Objective:
To look at the present structure of traditional hospital services (Patient Financial Services and General Accounting) and how these areas may be affected by current and future changes in healthcare reform and governmental regulations.  Provide information to appropriate councils on needed programs, workshops and projects.  Provide members with methods to deal with these changes.

Responsibilities:
1) Keep membership abreast of employee benefit implications surrounding acquisitions/mergers.

2) Coordinate two educational sessions with Education and/or Program Councils.

3) Work with the Management Practices Council to complete two management practice projects relating to patient financial services or general accounting issues.  Summarize projects using the Management Practice Report in the Davis Chapter Management Manual.

4) Involve Hospital Services Committee members in committee tasks to ensure the members see value in their participating in the committee and to ensure the committee completes its activities and goals. Committee chairperson is to delegate committee tasks as appropriate. 

5) Committee chairperson, or designee, is responsible for recording, distributing, and maintaining committee meeting minutes on attached form and filing with president and secretary.

6) Receive and respond to requests from Council Chairpersons in order to facilitate the achievement of Council goals and objectives.
7) Recruit three new members, preferably from your committee specialization with one of the three being an “at risk” member.

8) Identify participating volunteers for Founders Award reporting, and submit to Chapter president by May 1 of each Chapter Year.

9) Identify a shadow (active committee member that may be selected by the board to be nominated for the future chair). Recommend the selected shadow to the Board when shadow requested. Mentor the shadow throughout the year. No promises are made to the shadow regarding future chair position.

10) Assists Chapter in meeting all goals and objectives set by the Chapter Board including the goals included in Chapter Balanced Score Card, Strategic Plan.

11) Involve Committee members in Committee activities to ensure members feel value in participating in the committee.

List of attendees:
	Name
	Present
	Name
	Present

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Summary of Activities:

Commitments:
Articles for Tarheel News
	Article Topic
	Responsibility
	Issue

	
	
	

	
	
	

	
	
	

	
	
	


Educational Sessions

	Session Topic
	Responsibility
	Date

	
	
	

	
	
	

	
	
	

	
	
	


Management Practices Projects

	Project
	Responsibility
	Date

	
	
	

	
	
	

	
	
	

	
	
	


Office:

Information Management Committee
Revised:
June 2007      
Objective:
To look at data elements for healthcare providers to make appropriate decisions.  We need to look at ways to test the quality of information which is available and to direct the data elements to be utilized in the analysis of all aspects of the industry, meeting JCAHO requirements and maintaining confidentiality.

Responsibilities:
1) To keep membership abreast of information systems in use.

2) Publish a minimum of four articles relating to IS developments (e.g., Clinical Information, Managed Care, etc.) in the Tarheel News.

3) Coordinate four educational sessions with Education and/or Program Councils.

4) Work with the Management Practices Council to complete two management practice projects relating to Information Systems.  Summarize projects using the Management Practice Report in the Davis Chapter Management Manual.

5) Committee chairperson is to delegate committee tasks as appropriate.

6) Committee chairperson, or designee, is responsible for recording, distributing, and maintaining committee meeting minutes on attached form and filing with president and secretary.

7) Receive and respond to requests from Council Chairpersons in order to facilitate the achievement of Council goals and objectives.
8) Recruit three new members, preferably from your committee specialization with one of the three being an “at risk” member.

9) Identify participating volunteers for Founders Award reporting, and submit to Chapter president by May 1 of each Chapter Year.

10) Assists Chapter in meeting all goals and objectives set by the Chapter Board including the goals included in Chapter Balanced Score Card, Strategic Plan.

11) Involve Committee members in Committee activities to ensure members feel value in participating in the committee.

Information Management Committee Meeting Minutes
Location:  ___________________________________________Date:  ___________________

Objective:
To look at data elements for healthcare providers to make appropriate decisions.  We need to look at ways to test the quality of information which is available and to direct the data elements to be utilized in the analysis of all aspects of the industry, meeting JCAHO requirements and maintaining confidentiality.

Responsibilities:
1) To keep membership abreast of information systems in use.

2) Publish a minimum of four articles relating to IS developments (e.g., Clinical Information, Managed Care, etc.) in the Tarheel News.

3) Coordinate four educational sessions with Education and/or Program Councils.

4) Work with the Management Practices Council to complete two management practice projects relating to Information Systems.  Summarize projects using the Management Practice Report in the Davis Chapter Management Manual.

5) Committee chairperson is to delegate committee tasks as appropriate.

6) Committee chairperson, or designee, is responsible for recording, distributing, and maintaining committee meeting minutes on attached form and filing with president and secretary.

7) Receive and respond to requests from Council Chairpersons in order to facilitate the achievement of Council goals and objectives.
8) Recruit three new members, preferably from you committee specialization with one of the three being an “at risk” member.

9) Identify participating volunteers for Founders Award reporting, and submit to Chapter president by May 1 of each Chapter Year.

10) Assists Chapter in meeting all goals and objectives set by the Chapter Board including the goals included in Chapter Balanced Score Card, Strategic Plan.

11) Involve Committee members in Committee activities to ensure members feel value in participating in the committee.

List of attendees:
	Name
	Present
	Name
	Present

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Summary of Activities:

Commitments:
Articles for Tarheel News
	Article Topic
	Responsibility
	Issue

	
	
	

	
	
	

	
	
	

	
	
	


Educational Sessions

	Session Topic
	Responsibility
	Date

	
	
	

	
	
	

	
	
	

	
	
	


Management Practices Projects

	Project
	Responsibility
	Date

	
	
	

	
	
	

	
	
	

	
	
	


Office:

Compliance Committee
Revised:
June 2007


May 2008   
Objective:
To monitor regulatory and enforcement activities that might impact healthcare providers.  In particular focus on OIG, RAC and IRS activities and identify the best method for communicating these developments to the membership.   Monitor the extent of adoption of Sarbanes-Oxley provisions among membership for purposes of communicating among members.  Follow the health service planning requirements (CON process, etc.) and inform the councils on these changes.

Responsibilities:
1) Develop process to monitor emerging issues and assess best means for communicating issues to membership.
2) Publish a minimum of seven articles relating to compliance and regulatory issues in the Tarheel News.

3) Coordinate four educational sessions with Education and/or Program Councils.

4) Work with the Management Practices Council to complete two management practice projects relating to Compliance.  Summarize projects using the Management Practice Report in the Davis Chapter Management Manual.

5) Committee chairperson is to delegate committee tasks as appropriate.

6) Committee chairperson, or designee, is responsible for recording, distributing, and maintaining committee meeting minutes on attached form and filing with president and secretary.

7) Receive and respond to requests from Council Chairpersons in order to facilitate the achievement of Council goals and objectives.
8) Recruit three new members, preferably from you committee specialization with one of the three being an “at risk” member.

9) Identify participating volunteers for Founders Award reporting, and submit to Chapter president by May 1 of each Chapter Year.

10) Assists Chapter in meeting all goals and objectives set by the Chapter Board including the goals included in Chapter Balanced Score Card, Strategic Plan.

11) Involve Committee members in Committee activities to ensure members feel value in participating in the committee.
Compliance Committee Meeting Minutes
Location:  ___________________________________________Date:  ___________________

Objective:
To monitor regulatory and enforcement activities that might impact healthcare providers.  In particular focus on OIG and IRS activities and identify the best method for communicating these developments to the membership.   Monitor the extent of adoption of Sarbanes-Oxley provisions among membership for purposes of communicating among members.  Follow the health service planning requirements (CON process, etc.) and inform the councils on these changes.

Responsibilities:

1) Develop process to monitor emerging issues and assess best means for communicating issues to membership.

2) Publish a minimum of seven articles relating to compliance and regulatory issues in the Tarheel News.

3) Coordinate four educational sessions with Education and/or Program Councils.

4) Work with the Management Practices Council to complete two management practice projects relating to Compliance.  Summarize projects using the Management Practice Report in the Davis Chapter Management Manual.

5) Committee chairperson is to delegate committee tasks as appropriate.

6) Committee chairperson, or designee, is responsible for recording, distributing, and maintaining committee meeting minutes on attached form and filing with president and secretary.

7) Receive and respond to requests from Council Chairpersons in order to facilitate the achievement of Council goals and objectives.
8) Recruit three new members, preferably from you committee specialization with one of the three being an “at risk” member.

9) Identify participating volunteers for Founders Award reporting, and submit to Chapter president by May 1 of each Chapter Year.

10) Assists Chapter in meeting all goals and objectives set by the Chapter Board including the goals included in Chapter Balanced Score Card, Strategic Plan.

11) Involve Committee members in Committee activities to ensure members feel value in participating in the committee.
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Office:

Payor/Managed Care Committee
Revised:
June 2007
Objective:
Responsible for keeping abreast of any Federal or State mandated healthcare reform which could have an effect on reimbursement to healthcare providers.  Primarily this committee will be concerned with the following issues as they relate to reimbursement of healthcare services: the impact on Medicare and Medicaid programs, the ability to find funding for other expanded healthcare programs, the various kinds of managed care programs (i.e., group vs. individual contracts) available in our state.

Responsibilities:
1) To keep membership abreast of payor/managed care issues.

2) Publish a minimum of five articles relating to payor/managed care issues (e.g., the basics of managed care, etc.) in the Tarheel News.

3) Coordinate three educational sessions with Education and/or Program Councils.

4) Work with the Management Practices Council to complete three management practice projects relating to Payor/Managed Care.  Summarize projects using the Management Practice Report in the Davis Chapter Management Manual.

5) Committee chairperson is to delegate committee tasks as appropriate.

6) Committee chairperson, or designee, is responsible for recording, distributing, and maintaining committee meeting minutes on attached form and filing with president and secretary.

7) Receive and respond to requests from Council Chairpersons in order to facilitate the achievement of Council goals and objectives.
8) Recruit three new members, preferably from you committee specialization with one of the three being an “at risk” member.

9) Identify participating volunteers for Founders Award reporting, and submit to Chapter president by May 1 of each Chapter Year.

10) Assists Chapter in meeting all goals and objectives set by the Chapter Board including the goals included in Chapter Balanced Score Card, Strategic Plan.

11) Involve Committee members in Committee activities to ensure members feel value in participating in the committee.

Payor/Managed Care Committee Meeting Minutes
Location:  ___________________________________________Date:  ___________________

Objective:
Responsible for keeping abreast of any Federal or State mandated healthcare reform which could have an effect on reimbursement to healthcare providers.  Primarily this committee will be concerned with the following issues as they relate to reimbursement of healthcare services: the impact on Medicare and Medicaid programs, the ability to find funding for other expanded healthcare programs, the various kinds of managed care programs (i.e., group vs. individual contracts) available in our state.

Responsibilities:
1) To keep membership abreast of payor/managed care issues.

2) Publish a minimum of five articles relating to payor/managed care issues (e.g., the basics of managed care, etc.) in the Tarheel News.

3) Coordinate three educational sessions with Education and/or Program Councils.

4) Work with the Management Practices Council to complete three management practice projects relating to Payor/Managed Care.  Summarize projects using the Management Practice Report in the Davis Chapter Management Manual.

5) Committee chairperson is to delegate committee tasks as appropriate.

6) Committee chairperson, or designee, is responsible for recording, distributing, and maintaining committee meeting minutes on attached form and filing with president and secretary.

7) Receive and respond to requests from Council Chairpersons in order to facilitate the achievement of Council goals and objectives.
8) Recruit three new members, preferably from you committee specialization with one of the three being an “at risk” member.

9) Identify participating volunteers for Founders Award reporting, and submit to Chapter president by May 1 of each Chapter Year.

10) Assists Chapter in meeting all goals and objectives set by the Chapter Board including the goals included in Chapter Balanced Score Card, Strategic Plan.

11) Involve Committee members in Committee activities to ensure members feel value in participating in the committee.
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Office:

Physician Services Committee
Revised:
June 2007
Objective:
Responsible for reviewing how physicians’ practices are currently structured and reimbursed; what changes will occur that will change their organizational structure, and the impact on other healthcare providers; how might federal direction combine payments to one provider of care, making the hospital and/or physician the distribution center for funds.

Responsibilities:
1) Inform and educate membership on current structures available: Freestanding, Hospital-based, Rural Health Clinics, PHO, EPO, MSO, IPA.

2) Publish a minimum of three articles relating to physician services issues in the Tarheel News.

3) Coordinate two educational sessions with Education and/or Program Councils.

4) Work with the Management Practices Council to complete three management practice projects relating to Physician Services.  Summarize projects using the Management Practice Report in the Davis Chapter Management Manual.

5) Committee chairperson is to delegate committee tasks as appropriate.

6) Committee chairperson, or designee, is responsible for recording, distributing, and maintaining committee meeting minutes on attached form and filing with president and secretary.
7) Receive and respond to requests from Council Chairpersons in order to facilitate the achievement of Council goals and objectives.
8) Recruit three new members, preferably from you committee specialization with one of the three being an “at risk” member.

9) Identify participating volunteers for Founders Award reporting, and submit to Chapter president by May 1 of each Chapter Year.

10) Assists Chapter in meeting all goals and objectives set by the Chapter Board including the goals included in Chapter Balanced Score Card, Strategic Plan.

11) Involve Committee members in Committee activities to ensure members feel value in participating in the committee.

Physician Services Committee Meeting Minutes
Location:  ___________________________________________Date:  ___________________

Objective:
Responsible for reviewing how physicians’ practices are currently structured and reimbursed; what changes will occur that will change their organizational structure, and the impact on other healthcare providers; how might federal direction combine payments to one provider of care, making the hospital and/or physician the distribution center for funds.

Responsibilities:
1) Inform and educate membership on current structures available: Freestanding, Hospital-based, Rural Health Clinics, PHO, EPO, MSO, IPA.

2) Publish a minimum of three articles relating to physician services issues in the Tarheel News.

3) Coordinate two educational sessions with Education and/or Program Councils.

4) Work with the Management Practices Council to complete three management practice projects relating to Physician Services.  Summarize projects using the Management Practice Report in the Davis Chapter Management Manual.

5) Committee chairperson is to delegate committee tasks as appropriate.

6) Committee chairperson, or designee, is responsible for recording, distributing, and maintaining committee meeting minutes on attached form and filing with president and secretary.
7) Receive and respond to requests from Council Chairpersons in order to facilitate the achievement of Council goals and objectives.
8) Recruit three new members, preferably from you committee specialization with one of the three being an “at risk” member.

9) Identify participating volunteers for Founders Award reporting, and submit to Chapter president by May 1 of each Chapter Year.

10) Assists Chapter in meeting all goals and objectives set by the Chapter Board including the goals included in Chapter Balanced Score Card, Strategic Plan.

11) Involve Committee members in Committee activities to ensure members feel value in participating in the committee.
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Office:

Chapter Technology Committee 


Revised:
June 2007


May 2008
Description:
The Chapter Technology Committee Chairperson is responsible for direction, support and assistance to the Chapter Technology Committee members in their activities to provide assigned information technology support to the operations of the Chapter.

Term:
Annual as Approved by Board
Specific Duties and Responsibilities:
1) Assist Board members with the identification and implementation of information technology support to chapter operations, including but not limited to:

· Maintenance of the Chapter Internet web site

· Chapter email, chat room, threaded discussion, and list-serve systems

· Internet educational systems
· Telephonic educational systems

· Web-based archival record retention
2) Develop a budget for chapter information technology applications and submit to the president by May 1 of each year.
3) Submit proposed information technology application projects to the Board for approval.
4) Direct committee members in completion of assigned projects and technology operations responsibilities.
5) Manage the provision of information technology to the chapter through the work of the committee members.
6) Prepare minutes of committee meetings and submit to president and secretary.
7) Serve as an ex officio Board Member and attend all Chapter Matrix and Board Meetings.
8) Recruit new members as needed, preferably from your committee specialization with one of the three being an “at risk” member.  Committee size is limited to 6 members as per Bylaws.  
9) Chair serves to coordinate the maintenance of the Chapter webpage with the contracted service provider. 

10) Identify participating volunteers for Founders Award reporting, and submit to Chapter president by May 1 of each Chapter Year.

11) Assists Chapter in meeting all goals and objectives set by the Chapter Board including the goals included in Chapter Balanced Score Card, Strategic Plan.

12) Involve Committee members in Committee activities to ensure members feel value in participating in the committee.

13) Attend the Leadership Training Conference.

Technology Committee Meeting Minutes
Location:  ___________________________________________Date:  ___________________

Objective:
The Chapter Technology Committee Chairperson is responsible for direction, support and assistance to the Chapter Technology Committee members in their activities to provide assigned information technology support to the operations of the Chapter.

Responsibilities:
1) Assist Board members with the identification and implementation of information technology support to chapter operations, including but not limited to:

· Maintenance of the Chapter Internet web site

· Chapter email, chat room, threaded discussion, and list-serve systems

· Internet educational systems

· Telephonic educational systems

· Web-based archival record retention

2) Develop a budget for chapter information technology applications and submit to the president by May 1 of each year.

3) Submit proposed information technology application projects to the Board for approval.

4) Direct committee members in completion of assigned projects and technology operations responsibilities.

5) Manage the provision of information technology to the chapter through the work of the committee members.

6) Prepare minutes of committee meetings and submit to president and secretary.

7) Serve as an ex officio Board Member and attend all Chapter Matrix and Board Meetings.
8) Recruit new members as needed, preferably from your committee specialization with one of the three being an “at risk” member.  Committee size is limited to 6 members as per Bylaws.  
9) Chair serves to coordinate the maintenance of the Chapter webpage with the contracted service provider. 

10) Identify participating volunteers for Founders Award reporting, and submit to Chapter president by May 1 of each Chapter Year.

11) Assists Chapter in meeting all goals and objectives set by the Chapter Board including the goals included in Chapter Balanced Score Card, Strategic Plan.

12) Involve Committee members in Committee activities to ensure members feel value in participating in the committee.

13) Attend the Leadership Training Conference.
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Office:

Corporate Sponsorship Committee
Revised:
June 2007


May 2008

Objective:
The Sponsor Committee Chairperson is responsible for maintaining the Chapter’s Sponsorship Program, including recruitment of Sponsors, development and oversight of sponsor benefits.  
Term:  
Annual as Approved by Board
Specific Duties and Responsibilities:
1) Identify prospective sponsors and explain policies and benefits of sponsorship of Chapter.  Describe Corporate Sponsor policy to prospective sponsors, and provide participation form/remittance advice to be submitted to treasurer.  

2) Correspond with existing sponsors to secure renewal commitments by June 1.

3) Obtains necessary information from each sponsor (using participation form submitted to treasurer) to provide benefits as represented and provides appropriate information to each Council including:

· Sponsor list by level with website link for Chapter web page

· Sponsor list by level to Program Chair for coordination of complimentary registration

· Sponsor list by level to Publications for inclusion in Tarheel News
· Sponsor list by level to secretary for inclusion in Membership Directory
· Sponsor logos for Program registration handouts (tote bags or other recognition)
4) Identify exhibiting sponsors for Summer Institute and Annual Meeting and coordinates exhibits in conjunction with Program Chair.  

5) Responsible for Sponsor recognition at Summer Institute and Annual Meeting including logo display on PowerPoint, Sponsor “Thank You” in registration packets, and other items as deemed appropriate.  
6) Develop a budget for sponsorship committee and submit to the president by May 1 of each year.
7) Committee chairperson is to delegate committee tasks as appropriate.

8) Committee chairperson, or designee, is responsible for recording, distributing, and maintaining committee meeting minutes on attached form and filing with president and secretary.
9) Receive and respond to requests from Council Chairpersons in order to facilitate the achievement of Council goals and objectives.
10) Serve as an ex officio Board Member and attend all Chapter Matrix and Board Meetings.
11) Identify participating volunteers for Founders Award reporting, and submit to Chapter president by May 1 of each Chapter Year.

12) Assists Chapter in meeting all goals and objectives set by the Chapter Board including the goals included in Chapter Balanced Score Card, Strategic Plan.

13) Involve Committee members in Committee activities to ensure members feel value in participating in the committee.

14) Attend the Leadership Training Conference.
Corporate Sponsorship Committee Meeting Minutes
Location:  ___________________________________________Date:  ___________________

Objective:
The Sponsor Committee Chairperson is responsible for maintaining the Chapter’s Sponsorship Program, including recruitment of Sponsors, development and oversight of sponsor benefits.  

Responsibilities:
1) Identify prospective sponsors and explain policies and benefits of sponsorship of Chapter.  Describe Corporate Sponsor policy to prospective sponsors, and provide participation form/remittance advice to be submitted to treasurer.  

2) Correspond with existing sponsors to secure renewal commitments by June 1.

3) Obtains necessary information from each sponsor (using participation form submitted to treasurer) to provide benefits as represented and provides appropriate information to each Council including:

a. Sponsor list by level with website link for Chapter web page

b. Sponsor list by level to Program Chair for coordination of complimentary registration

c. Sponsor list by level to Publications for inclusion in Tarheel News
d. Sponsor list by level to secretary for inclusion in Membership Directory
e. Sponsor logos for Program registration handouts (tote bags or other recognition)
4) Identify exhibiting sponsors for Summer Institute and Annual Meeting and coordinates exhibits in conjunction with Program Chair.  

5) Responsible for Sponsor recognition at Summer Institute and Annual Meeting including logo display on PowerPoint, Sponsor “Thank You” in registration packets, and other items as deemed appropriate.  

6) Develop a budget for sponsorship committee and submit to the president by May 1 of each year.

7) Committee chairperson is to delegate committee tasks as appropriate.

8) Committee chairperson, or designee, is responsible for recording, distributing, and maintaining committee meeting minutes on attached form and filing with president and secretary.
9) Receive and respond to requests from Council Chairpersons in order to facilitate the achievement of Council goals and objectives.
10) Serve as an ex officio Board Member and attend all Chapter Matrix and Board Meetings.
11) Identify participating volunteers for Founders Award reporting, and submit to Chapter president by May 1 of each Chapter Year.

12) Assists Chapter in meeting all goals and objectives set by the Chapter Board including the goals included in Chapter Balanced Score Card, Strategic Plan.

13) Involve Committee members in Committee activities to ensure members feel value in participating in the committee.

14) Attend the Leadership Training Conference.
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Summary of Activities:

