NC HFMA President-Elect
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 Scorecard, Program Planning Tool, and Davis Chapter Management System to national HFMA.  
· President-elect will serve a one year term to begin June 1, 2012 through May 31, 2013
The following year’s will be nominated to continue as Officer in the next role.  Our chapter is set up for an Officer to serve in the following roles upon nomination and election by chapter members:

· Secretary

· Treasurer

· President-Elect

· President

· Past President

· Serve as a Board Member and attend all Chapter Matrix and Board Meetings, Board Calls

· Matrix is normally held at least three-four times per year.  Meeting are normally conducted the following times

· Annual Meeting (March)

· Matrix Meetings (May & October)

· Summer Meeting (August or September)

· Board Meetings – normally 2-3 hour time frame

· Annual Meeting

· Following Matrix Meetings 

· Summer Meeting

· Board Calls

· Once a month for 1 hour

· Attend Leadership Training Conference (LTC)

· April 22-24, 2012   Fort Lauderdale, FL

· Attend Annual National Institute (ANI)

· June 24-27, 2012   Las Vegas, NE

· Attend Fall President’s Meeting

· August or September – TBD at later date

The President-elect duties and responsibilities include the following in addition to the above:

· Serve as chairperson for the Strategic Planning/Chapter Balanced Scorecard Committee, the Nominating Committee, and the Council Coordinating Committee.

· Solicit input from Officers and Board members as appropriate in the coordination and development of the strategic plan.

· Assist in the development of the financial budget for the Chapter.

· Authorize check signing.

· Assist with planning of the Annual Regional Meeting.

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

· Reports all Chapter Balanced Scorecard and Davis Chapter Management System activity to national HFMA consistent with reporting requirements and deadlines

· Provide update on CBSC and DCMS activities to board with copies of monthly reports to the President.

· Coordinates with each Director the activities of his/her council to maintain timely reporting to National HFMA of Chapter achievements.
· Conducts Committee Chair and Matrix training at first meeting of Chapter Year.

· Other duties as assigned by President.

Final Note:

· Registration fees will be waived for Annual and Summer meeting

· Hotel and travel expense are not waived by chapter for Annual or Summer meeting
· All LTC expenses will be paid by chapter for President-elect
NC HFMA Secretary 

The Secretary is responsible for maintaining all Chapter records of meetings and communicating 

data to the appropriate members.  The Secretary will be a Board Member and an Officer for the 

NC HFMA Chapter.  

· Secretary will serve a one year term to begin June 1, 2012 through May 31, 2013

The following year’s will be nominated to continue as Officer in the next role.  Essentially once a member is nominated for Officer position (Secretary) they must have commitment to serve for five years and support from their employer.  Our chapter is set up for an Officer to serve in the following roles upon nomination and election by chapter members:

· Secretary

· Treasurer

· President-Elect

· President

· Past President

· Serve as a Board Member and attend all Chapter Matrix and Board Meetings, Board Calls

· Matrix is normally held at least three-four times per year.  Meeting are normally conducted the following times

· Annual Meeting (March)

· Matrix Meetings (May & October)

· Summer Meeting (August or September)

· Board Meetings – normally 2-3 hour time frame

· Annual Meeting

· Following Matrix Meetings 

· Summer Meeting

· Board Calls

· Once a month for 1 hour

· Attend Leadership Training Conference (LTC)

· April 22-24, 2012   Fort Lauderdale, FL

The Secretary duties and responsibilities include the following in addition to the above:

· Record and publish minutes from all Board Meetings and distribute to all officers and directors prior to the next Board Meeting.

· Assure that the minutes from prior meetings are available for review and approval at all Board Meetings

· Original minutes are to be placed in minute binder and given to in-coming secretary each year

· Order/maintain HFMA letterhead stationery and envelopes.  Provide to members as requested

· Assist 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

· Responsible for updating the policy and procedures manual and/or the job descriptions manual based on the actions taken at each Board Meeting and then distribute updated information to each Officer and Director

· Serve with the president, president-elect, and treasurer in the development of the multi-year plan

· Manage and control the archival storage of chapter documents and control removal and replacement of documents from the archives

· Provide administrative support for Cvent to the Program and Educational Councils.  This 

Final Note:

· Registration fees will be waived for Annual and Summer meeting

· Hotel and travel expense are not waived by chapter for Annual or Summer meeting

· All LTC expenses will be paid by chapter for Secretary

NC HFMA Treasurer 

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.  The Treasurer will be a Board Member and an Officer for the NC HFMA Chapter.  

· Treasurer will serve a one year term to begin June 1, 2012 through May 31, 2013

The following year’s will be nominated to continue as Officer in the next role.  Our chapter is set up for an Officer to serve in the following roles upon nomination and election by chapter members:

· Secretary

· Treasurer

· President-Elect

· President

· Past President

· Serve as a Board Member and attend all Chapter Matrix and Board Meetings, Board Calls

· Matrix is normally held at least three-four times per year.  Meeting are normally conducted the following times

· Annual Meeting (March)

· Matrix Meetings (May & October)

· Summer Meeting (August or September)

· Board Meetings – normally 2-3 hour time frame

· Annual Meeting

· Following Matrix Meetings 

· Summer Meeting

· Board Calls

· Once a month for 1 hour

· Attend Leadership Training Conference (LTC)

· April 22-24, 2012   Fort Lauderdale, FL

The Treasurer duties and responsibilities include the following in addition to the above:

· Establish chapter checking account and obtain appropriate signature cards and resolutions in accordance with Chapter policy.

· Maintain chapter investments and discuss re-investments with the President.

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

· Maintains on-line quickbooks on accrual basis per HFMA guidelines and chapter policies and procedures.

· Prepare and deliver monthly financial statements to officers and directors, with monthly and annual figures as well as days cash on hand.

· Submit appropriate information to national HFMA for tax return, form 990 by due date, August 1.

· Prepare the chapter budget with input from President and Board.

· Reconcile bank statements monthly.

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

· Transfer checkbook, copy of last reconciliation, and other pertinent information to upcoming Treasurer no later than July 31st.

· Prepare 1099s in accordance with the regulations.

· Lead Strategic Planning process and serve with President, President-Elect, and Secretary in development and accomplishment of multi-year plan.

· Assist 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.

Final Note:

· Registration fees will be waived for Annual and Summer meeting

· Hotel and travel expense are not waived by chapter for Annual or Summer meeting

· All LTC expenses will be paid by chapter for Treasurer

NC HFMA Program Chair

· The Program Chair is to coordinate, organize, and supervise the planning and implementation of the Summer Institute and the Annual Meeting

· The Program Chair will serve a two year term to begin June 1, 2012 through May 31, 2014

· Serve as a Board Member and attend all Chapter Matrix and Board Meetings, Board Calls

· Matrix is normally held at least three-four times per year.  Meeting are normally conducted the following times

· Annual Meeting (March)

· Matrix Meetings (May & October)

· Summer Meeting (August or September)

· Board Meetings – normally 2-3 hour time frame

· Annual Meeting

· Following Matrix Meetings 

· Summer Meeting

· Board Calls

· Once a month for 1 hour

· Attend Leadership Training Conference (LTC)

· April 22-24, 2012   Fort Lauderdale, FL

The Program Chair duties and responsibilities include the following in addition to the above:

· Obtain and coordinate speakers to provide quality education programs and meet the Davis Chapter Management System guidelines with National

· Provide feedback from each meeting to maintain quality needs of the membership

· Develop a budget for the Council and submit to Treasurer during budget period

· Provide minutes for each Council meeting

· Identify and report participating volunteers for Founders Award reporting, and submit by May 1 of each year

· Identify a shadow 1 year prior to term expiring (active council member that may be selected by the board to be nominated for future Council chair) and mentor throughout the last year of term

Final Note:

· Registration fees will be waived for Annual and Summer meeting

· Hotel room will be provided for Annual and Summer meeting and paid by Chapter for Program Council Director

· All LTC expenses will be paid by chapter for Program Chair

NC HFMA Chapter Services Chair

· Chapter Services Chair is to assist the Program Council and Education Council in the coordination of meeting facilities and provide Cvent support for the Summer Meeting, the Annual Meeting, and educational seminars and programs sponsored by the Chapter

· The Chapter Services Chair will serve a two year term to begin June 1, 2012 through May 31, 2014

· Serve as a Board Member and attend all Chapter Matrix and Board Meetings, Board Calls

· Matrix is normally held at least three-four times per year.  Meeting are normally conducted the following times

· Annual Meeting (March)

· Matrix Meetings (May & October)

· Summer Meeting (August or September)

· Board Meetings – normally 2-3 hour time frame

· Annual Meeting

· Following Matrix Meetings 

· Summer Meeting

· Board Calls

· Once a month for 1 hour

· Attend Leadership Training Conference (LTC)

· April 22-24, 2012   Fort Lauderdale, FL

The Chapter Services Chair duties and responsibilities include the following in addition to the above:

· Provide administrative support for Cvent to the Program and Educational Councils.  This includes meeting notice information, the registration process and any reports relating to the meeting that may be required

· Coordinate the contract negotiation process with hotels for meeting space and rooms

· Establish and secure dates for continuous meetings up to three years in advance (ie Summer and Annual Meeting, Health Insurance Institute)

· Provide administrative support to other Council Directors or Board

· Develop a budget for the Council and submit to Treasurer during budget period

· Provide minutes for each Council meeting

· Identify and report participating volunteers for Founders Award reporting, and submit by May 1 of each year

· Identify a shadow 1 year prior to term expiring (active council member that may be selected by the board to be nominated for future Chapter Services Chair) and mentor throughout the last year of term

Final Note:

· Registration fees will be waived for Annual and Summer meeting

· Hotel and travel expense are not waived by chapter for Annual or Summer meeting

· All LTC expenses will be paid by chapter for Chapter Services Chair

NC HFMA Sponsorship Chair

The Sponsorship Committee Chairperson is responsible for maintaining the Chapter’s 

Sponsorship Program, including recruitment of Sponsors, development and oversight of sponsor

benefits.

· Sponsorship Chair will serve one year term to begin June 1, 2012 through May 31, 2013 and is approved by the Board

· Serve as a ex officio Board Member and attend all Chapter Matrix and Board Meetings, Board Calls

· Matrix is normally held at least three-four times per year.  Meeting are normally conducted the following times

· Annual Meeting (March)

· Matrix Meetings (May & October)

· Summer Meeting (August or September)

· Board Meetings – normally 2-3 hour time frame

· Annual Meeting

· Following Matrix Meetings 

· Summer Meeting

· Board Calls

· Once a month for 1 hour

· Attend Leadership Training Conference (LTC)

· April 22-24, 2012   Fort Lauderdale, FL

The Sponsorship Chair duties and responsibilities include the following in addition to the above:

· Identify prospective sponsors and explain policies and benefits of sponsorship of Chapter

· Correspond with existing sponsors to secure renewal commitments by June 1

· Obtain information for each sponsor:

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

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

· Sponsor list by level to Publications for inclusion in Tarheel News

· Sponsor logos for Program registration handouts as requested

· Identify exhibiting sponsors for Summer Institute and Annual Meeting and coordinates exhibits in conjunction with Program Chair

· Develop a budget for the Council and submit to Treasurer during budget period

· Delegate committee tasks as appropriate

· Responsible for recording, distributing and maintaining committee meeting minutes

· Identify and report participating volunteers for Founders Award reporting, and submit by May 1 of each year

· Assists Chapter in meeting all goals and objectives set by the Chapter Board

Final Note:

· Registration fees will be waived for Annual and Summer meeting

· All LTC expenses will be paid by chapter for Sponsorship Chair

