
Sample Committee Descriptions and Sign-Up Form

Education/Programming Committee: The Education/Program Committee is responsible for planning and coordinating all chapter educational sessions, including speakers, attendee registration, site arrangements and payment, and meeting follow-up.  The Education/Program Committee will include a Chairperson and at least XX other committee members. The Education/Program Committee is charged with designing all educational programs for the chapter.  This includes four institutes per year (list all potential educational programs).  The Education Committee incorporates education from the following major function (list areas). Other specific job responsibilities include: 

· Provide tentative meeting schedule to the Board with proposed dates and topics by (DEADLINE).  

· Establish committee goals, which may include: net program income, member and total attendance, and member educational hours.  

· Establish a monitoring system and report results to Board. 

· Coordinate a minimum of four chapter educational sessions during the year on a variety of topics to meet the members’ needs.  

· (Insert any additional information here) 

Time Commitment: X hours/year average or X hours/month
Membership Committee:  The purpose of the Membership Committee is to provide coordination and awareness of member needs.  This is done through an annual member survey, dissemination and compilation of evaluation forms from each education program.  The Membership Committee is also charged with new member recruitment and members retention.  The Membership Committee welcomes all new members to the committee, either personally or through a welcome packet, and coordinates the annual new member event. The Membership Committee is responsible for building and maintaining the chapter’s membership.  The committee will coordinate the chapter’s membership campaign to fulfill the chapter’s goal of new members for the upcoming year.  The Membership Committee will include a Chairperson and at least XX other committee members.  

Other specific job responsibilities include: 

· Work with appropriate Board member to identify at least XX health care related organizations to promote membership and the chapter. 

· Develop and maintain process to identify new members through the educational sessions and chapter newsletter.  Contact each potential candidate at least once during the year for possible membership.

· Contact at least XX colleges and inquire about potential health care related classes and the ability to recruit student members. 

· Develop a year-end summary of activities and objectives for the current year. 

· (Add other duties or responsibilities specific to your chapter.)

Time Commitment:  X hours/year average or X hours/month
Communications Committee: The Communications Committee works with all committees to provide communication and education for members through the chapter newsletter.  This includes promoting upcoming events, and publishing articles written by HFMA members. The Communications/Newsletter Committee is responsible for the coordination and publication of XX newsletters for chapter members.  The Chairperson will ensure that the newsletters meet all applicable Davis Chapter Management System requirements.  The Communications/Newsletter committee will include a Chairperson and at least XX other committee members.

Other specific job responsibilities include:

· Establish and publish a listing of newsletter publication and submission deadlines for the year.

· Coordinate the publication of XX chapter newsletters per year.

· Add other duties or responsibilities specific to your chapter

Time Commitment:  X hours/year average or X hours/month
List all committees and their responsibilities and annual or monthly time commitment.
HFMA (insert) CHAPTER

20XX-20XX (insert correct years) COMMITTEE SIGN-UP 
AND COMMITMENT
I am interested in the following volunteer opportunities (please list your choices in preferred order.)

COMMITTEES

· Education/Program

· Membership

· Newsletter

· Communications/Newsletter
· Sponsorship

· (List other Committees) 

I understand the duties, responsibilities and time commitment of the Committee(s) for which I have volunteered.

Signed












Name












Title












Company












Address












City, State, Zip











Phone












Fax












E-mail












RETURN VIA EMAIL or FAX BY (DEADLINE) TO:
Your Name, President

Address

Phone

Email

Fax

