West Virginia Chapter HFMA

Succession Plan

For the Office of the President

Duties of the President 

The President shall be the chief executive officer of the Chapter. He/she shall preside at all meetings as he/she deems necessary. It shall be his/her duty to exercise supervision over the activities and welfare of the Chapter and keep in constant touch with the members of the Board of Directors relative to matters of policy. He/she shall be responsible for maintaining regular communication with the President, National HFMA.

Succession Timeline

Pre-LTC -
On or before January 1 of the year preceding your Presidency, begin preparing strategic plan, including strategies and tactics for the chapter as a whole as well as for individual committees.  Confirm committee chairperson commitments and begin selecting committee members, with the help of the respective chairpersons.  Make travel plans for LTC.


Plan a committee day, including confirming the time and location.


In conjunction with other officers and Sponsorship Committee Chairperson, prepare a budget.

March -
In conjunction with the incoming Sponsorship Committee Chairperson, prepare the first sponsorship solicitation.  It should be mailed no later than March 15.

April -
Attend LTC.  Share the strategic plan, committee goals and budget with the other officers attending.  Integrate comments and decisions from this planning session into the strategic plan and budget.

May -
May 10, annual election notification form is due to National.


Lead discussion at committee day.


Finalize Sponsorship efforts, at least for major contributors.  (may require a second mailing, phone call, etc.)

June -
June 1, strategic plan and operating budget are due to National.


June 20, annual report is due to National (normally completed by outgoing president).

July
Confirm that program and entertainment committee is on track to mail/email agendas at least 8 weeks prior to Fall meeting.


Prepare President’s message for quarterly newsletter.


Distribute Conflict of Interest and Whistleblower Policies to all Officers and Board Members for completion and submission to the Treasurer.


Confirm Financial Review and 990 will be complete for submission to National.

August -
Prepare for Fall President’s Meeting.

September -
Attend fall president’s meeting.


Prepare President’s message for quarterly newsletter.

November -
Confirm that program and entertainment committee is on track to mail/email agendas for winter meeting at least 8 weeks prior to Winter meeting.

December -
Prepare President’s message for quarterly newsletter.

January -
Prepare and attend winter meeting/board meeting, etc 

Assign writing Yerger award entries.

February -
Submit Frederick C. Morgan nominations to National by February 28.

March -
Finalize Yerger award entries.

April -
Yerger award entries are due April 1.


Prepare President’s message for quarterly newsletter.

May -
Verification of Board Meeting Minutes due to national by May 10.


Prepare Annual Report – due June 20.
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West Virginia Chapter HFMA

Succession Plan

For the Office of the President-Elect

Duties of the President Elect
In the absence of the President, or during his/her incapacity (as determined by the Board of Directors), the President’s duties will be performed by the President-Elect.  The President or the Board of Directors may assign such duties as will allow the President-Elect to familiarize himself/herself with the duties of the Presidency and the policies of the Chapter.  The President-Elect shall have administrative responsibility of the Membership Directory and the Strategic Plan.

Timetable 

April:


Attend Leadership Training Conference.  Be sure to attend the 




sessions geared towards this new role.



June:


Attend the Mini LTC sponsored by the Chapter leadership.

Work with Program and Patient Accounts Committees to complete the agenda for the upcoming educational events.




If you attend ANI make sure you attend the Region IV meeting.




Due date for Strategic Plan to National is June 1.

August:
Prepare for the Fall Educational Session.  Follow-up with any Committee Chairperson that you will be the liaison to make sure tasks have been completed prior to the Board meeting.


Receive and review all information sent regarding the upcoming Fall President’s meeting.

September:
Attend the Fall President’s meeting along with the President and met the other Region IV leaders.  This will be a great networking opportunity.


Begin planning your year of Educational sessions.  Decide on how many events we will have the following year.  Work with the hotels as soon as dates are decided.


Work with Program and Patient Accounts to plan the agenda for the upcoming meetings.



Attend the Fall Educational Sessions.  Follow-up with Committee Chair’s prior to the Board meeting.

September


Thru October
Receive and review files from National HFMA that will contain listings of Certified Members, Founders recipients and Members.  Respond back with any corrections.  These files will be used to produce the Membership Directory.  Now that an electronic file exists for the Directory, the process will be to edit and update the information.  Much of the information will be pulled from other areas such as National’s web page.  You will need to print copies to members who cannot access the website.


Review By-Laws

November

Thru January:
Work with Program to plan the agenda for the upcoming meeting.  This will be the meeting to install the new slate of Officers.  


Receive and review information from National HFMA regarding the Leadership Training Conference in April. Registrations must be back to National by March 15.  Work with a Travel Agency for best results in planning a trip.  Invite appropriate HFMA leadership to attend the LTC.  Notify/remind all those invited of the location, dates, to make airplane reservations, how to make hotel reservations and provide any other pertinent information.  Be available to answer any questions about LTC.  

January
Attend the Winter Educational Session in January.  Follow-up with Committees prior to the Board Meeting.  Discuss Committee membership opportunities and ask for volunteers at the meeting.  

February 

Thru March
Begin preparing your Strategic Plan, Budget and Chapter Goals for the upcoming year.  Finalize the Committee Chairs.


Plan and finalize the Mini-LTC with the hotel, which will be held in May or early June with the Chapter volunteers.

April:
Attend Leadership Training Conference.  Set aside Chapter time to discuss the Strategic plan, budget and goals for the upcoming year with the leadership team.  Make changes as necessary after feedback from team.


Chapter Leader Roster due to National April 1.

May:
Attend the Spring Educational Session

CBSC Goals, Education Plan in the Program Planning Tool and Budget due to National June 1. 

June: 

           Hold the Chapter Mini-LTC. 

Revised 03.01.2010

West Virginia Chapter HFMA

Succession Plan

For the Office of Secretary
Duties of the Secretary

The Secretary is responsible for maintaining all chapter records of meetings and communicating pertinent information to the appropriate members and other interested individuals.  

The Secretary shall have administrative responsibility for maintaining the Chapter's Founders Merit Award records. This position is also responsible for reporting all Davis Management System (DMS) scoring information to the National office. 

Succession Timetable

June -
As Board Liaison to the Program and Entertainment Committee, assist in planning for three educational sessions at mini – LTC.

August-
Founders Awards Points Report is due to National on or around August 10.  See attachment for further details.  


Distribute prior meeting minutes to Officers and Directors for review prior to Fall Meeting.

September -
Attend board meeting and take minutes.


Prepare board minutes.

November - 
Quarterly Davis Chapter Management System report is due to National on the 10th of the month (see attachment for further explanation).

November/December - Monitor preparation for next educational meeting.


Distribute prior meeting minutes to Officers and Directors for review prior to Fall Meeting.

January-
Attend board meeting and take minutes.  


Prepare board minutes.


Review Policies and Procedures.


Review Succession Plans. Forward succession plans to Officers and Committee Chairs for review/revision.

January -
Review the Founders and DCMS files to be sure that all required information has been kept.  Required information includes (1.) all of the chapter’s educational meeting agendas, including the attendance listing, (2.) chapter newsletters or other publications and (3.) meeting agendas from any non-WV Chapter or joint Chapter HFMA events.

February -
Quarterly Davis Chapter Management System report is due to National on the 10th of the month.

April -

Attend LTC.



Distribute prior meeting minutes to Officers and Directors for review prior to Fall Meeting

May -
Attend board meeting and take minutes.


Prepare board minutes.



Quarterly Davis Chapter Management System report is due to National on the 10th of the month.

June - 
 
Attend Mini-LTC

Revision 03.01.2010

West Virginia Chapter HFMA

Succession Plan

For the Office of Treasurer
Duties of the 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.  

They are also responsible for providing guidance to the Board and assisting in the development of financial policies and procedures.  The Treasurer is not in the officer rotation and can serve up to two 2 year terms (total of 4 years) in office.

Succession Timetable

August -
Transition checkbook and financials from outgoing Secretary/Treasurer.  Notify bank/brokerage of signature changes.



Deposit sponsorship money after received from sponsorship chair.

September -

Prepare/distribute financial statements for Board meeting.

Attend board meeting.  Present financial statements.

Deposit September meeting registration fees/ Pay September meeting invoices 

Complete and submit Financial Meeting Review Form to Program Chair.

October/November - 
Deposit Revenue Cycle meeting registration fees/ Pay meeting invoices

Complete and submit Financial Meeting Review Form to Program Chair.

January-

Prepare/distribute financial statements for Board meeting.



Attend board meeting.  Present financial statements.  

February-
Deposit January meeting registrations fees/Invoices for January meeting will come due this month.


Complete and submit Financial Meeting Review Form to Program Chair.
March -

Assist President Elect in preparing budget for next fiscal year.



Order President’s Plaque for current President. (To be presented at May meeting.)



Order President’s Pin for President Elect.  (To be presented at May meeting.)

March/April - 

Deposit Revenue Cycle meeting registration fees/ Pay meeting invoices



Complete and submit Financial Meeting Review Form to Program Chair.
April -


Attend National LTC.




Travel expenses for LTC will come due this month.  

May -

Prepare/distribute financial statements for Board meeting.

Attend board meeting.  Present financial statements.

Deposit May meeting registrations fees/Invoices for May meeting will come due this month.

Complete and submit Financial Meeting Review Form to Program Chair.
Consult with incoming Treasurer regarding accruals for next fiscal year.

Participate in National 990 Conference Call.



Submit approved budget to National HFMA via QuickBooks by June 1.  


June/July - 

Prepare annual financial statements. Provide necessary information to Audit and Finance Committee for annual financial review prior to submission to National by August 1.




Complete 990 Form to be sent to National by August 1.

Check requests for ANI travel will come due this month.


Collect and Submit Signed Conflict of Interest Forms and Whistleblower Policies.


West Virginia Chapter HFMAPRIVATE 
Succession Plan

For the Chair of Program and Entertainment Committee
PRIVATE Duties of the Program and Entertainment Committee Chair

tc  \l 1 "Duties of the Program and Entertainment Committee Chair"
The Program and Entertainment Committee will plan and conduct the meetings of the Chapter, presenting timely topics of interest to the membership as a whole, as well as special focus seminars.  Committee should include representatives from Patient Financial Services, CFO/Accounting, and CPA firms interested in the Health Care track. The committee will seek approval from professional bodies for a minimum of 12 hours of continuing education credit of topics that will assist members in fulfilling their professional requirements.  Attendance records for this purpose will be prepared by the committee and forwarded to the Chapter archives (Hospital Association) for permanent retention.  The Committee shall be responsible for planning the social events for the Chapter Programs, Regional Meetings and special seminars.  The chair will coordinate the performance of these duties by the committee members.

PRIVATE Succession Timetabletc  \l 2 "Succession Timetable"
This succession timetable assumes that the Chapter will hold meetings in September, January, and May.  Additional sessions, including CFO forums will require the repetition of the items in September, January, and May beginning 8 weeks prior to date of meeting.  Altering the dates of meetings will merely change the timetable so that the agenda is sent out 8 weeks prior to the meeting date.

Pre-June 1 -
Begin dialogue with incoming VP and outgoing Chair to determine/ inform of the status of program and entertainment planning for September meeting.  Get details from incoming President of meetings scheduled for the current year especially copies of the contracts with the hotels.  Also find out details of any speaker commitments for upcoming year. 


Complete Educational Program Plan in Program Planning Tool.

June - 
During Mini-LTC, Program Chair and Committee will plan programs and assign speaker responsibilities for the upcoming year.   Assign committee members the tasks associated with each meeting.



Preparation of program agenda (speaker forms and bios)



Working with hotel on meeting space requirements, meals/drinks 



Meeting pre-registrations and payments



Decorations/Entertainment/Golf



Working meeting registration desk during meeting



Speaker gifts



Door prizes ($300)





Speaker introductions



CPE sign-up sheets



WV Society CPE reporting



Preparation of attendee folders



Speaker presentation handouts



Sponsor signs



LCD Projectors

July/ -
Finalize agenda for the upcoming program so members have it 

November/
approximately 8 weeks prior to the meeting.  Prepare agenda in PDF

March
or Word formats and email to the Internet Committee Chairperson for distribution to all WV HFMA chapter members and members of WV Society of CPA’s who have indicated interest in Healthcare track.  Have hard copies printed for members without e-mail and mail 8 weeks prior to meeting.  

November/ -
Complete Meeting Evaluation and Review Document. 

February/
Enter information in National Program Planning Tool.

May

August/ - 
Revise and update the agenda as necessary for any changes made after 

December/
initial mailing.  Email the updated agenda along with a reminder of the

April
upcoming deadline approximately one week prior to the hotel reservation deadline.  In the event there have been no changes to the agenda, merely include link to website in this email.  If the hotel reservation date is more than two weeks earlier than the early registration deadline for meeting attendance, send another reminder ten days before the early registration deadline.  The facilities coordinator will coordinate final menu choices with the hotel as well as details regarding the meeting room setups, make reservations for speakers who will be staying overnight on the master bill, follow-up on entertainment arrangements and the purchase of door prizes and speaker gifts. 

September/ -
Coordinate pre-registrations and payments. The facilities coordinator will 

January/
confirm final counts with the hotel.  Send list of registrants for 

May
golf outing, if applicable, to coordinator for pairings.  Immediately after the early registration deadline, coordinate to make necessary number of copies of the following to include in each attendee packet:  Attendee list; attendance record; speaker evaluations; final meeting agenda with meeting room locations if available; sponsor list; and general meeting evaluation

Prepare CPE sign in sheets for each session for the CPA’s to sign for certification and create a check-in sheet.  Create name badges from registration list (make sure to put the appropriate tags on each name tag – FHFMA, Sponsor, chapter officer, etc)

On first day of meeting, set up sign in table for registrations. Meet with contact at hotel to review arrangements.  Set up or coordinate set up of decorations necessary for the evening’s entertainment including the sound equipment.  Make certain sponsor signs are displayed at all sponsored events. Be available throughout evening to coordinate with hotel personnel.  Coordinate entertainment as necessary.  At end of evening, secure equipment, registration paraphernalia, etc.  Throughout remainder of meeting, coordinate registration table, hotel arrangements, speakers, speaker gifts with thank you cards, introductions of speakers, entertainment, etc.  On last day of meeting, bring in door prizes, set up in meeting room during last break.  At end of last session, gather nametags for door prize drawings as well as the general evaluations and speaker evaluations.  Hold door prize drawings. Secure all HFMA property (sound equipment, signs, etc.).  Schedule a committee meeting to discuss the next meeting.

Immediately after meeting, update list of attendees including a distinction between HFMA members and non-members and supply to Chapter Vice-President for Davis Chapter Management reporting.  Review and summarize the evaluations and provide results to interested speakers and bring to next board meeting.  Send copies of agenda, speaker bios, attendance records, and handouts to WVSCPA’s.

May - 

Provide the future Chair an overview of the duties required and explain the time frames and deadlines required.      



Coordinate with the Mid-Atlantic Committee Chair to provide any assistance necessary.  Coordinate with the President-elect in scheduling the upcoming year meetings and contracting with hotels.


Begin dialogue with incoming VP and incoming Chair to determine/ inform of the status of program and entertainment planning for September meeting.  Update the future chair with all materials not previously transferred including files of speakers (including details of those used and unused by the Chapter) budgets, evaluation results, templates of agendas, etc.

Revision Date:  May 2006

West Virginia Chapter HFMA

Succession Plan 

For the Newsletter Committee

Duties of the Newsletter Chair

The Chapter Newsletter Committee will publish Mountain Talk, the newsletter of the West Virginia Chapter, to serve as a primary communication device to the entire membership. It will contain membership news, significant committee reports and original articles by Chapter Members.

Succession Timetable

April:
Attend Leadership Training Conference.  Be sure to attend the sessions geared 


towards this new role.  

Send Quarterly Mountain Talk Newsletter to Members.


Newsletter required for Davis Chapter Management Reporting.


Report distribution to National

May:
Prepare Editorial Calendar for Newsletter.  See attached for example of previous year.  Coordinate With Program Chair and Patient Accounts chair for Calendar of Events.  Review Planning Calendar and Resource Guide from LTC.

June:
Attend the Mini LTC sponsored by the Chapter leadership. Prepare July Newsletter.  Send out reminder notices to those assigned for articles. Consider articles for Founder’s Points and Certification.  Announce Awards Received at ANI in July Newsletter. Publish Strategic Plan.

July:
Send Quarterly Mountain Talk Newsletter to Members.


Newsletter required for Davis Chapter Management Reporting.


Report distribution to National.


September:
Prepare October Newsletter.  Send out reminder notices to those assigned for articles.  

October:
Send Quarterly Mountain Talk Newsletter to Members. Consider article from National’s annual report. Newsletter required for Davis Chapter Management Reporting.


Report distribution to National.

December:
Prepare January Newsletter.  Send out reminder notices to those assigned for articles.  Include article on Chapter Awards.

January:
Send Quarterly Mountain Talk Newsletter to Members.


Newsletter required for Davis Chapter Management Reporting.


Report distribution to National

March:
Prepare April Newsletter.  Send out reminder notices to those assigned for articles.

Revised 3/2010

West Virginia Chapter HFMA

Succession Plan

For the Member Service Committee
Duties of the Committee

The Membership Service Committee is charged with the responsibility of promoting membership growth and retention through various individual communications and non-marketing campaigns.

Succession Timetable

May -

Attend mini-LTC and assist with strategic plan.

Ongoing -
Attend board meetings; provide assistance on as-needed basis.

Send letters on a monthly basis welcoming new members and thanking re-instated members.  This is done from the information provided from National.  

Provide information to the membership on special programs offered through National to recruit and retain members.

When possible, identify new members prior to chapter meetings and assign a veteran member to serve as a mentor and to help introduce the new member to other chapter members.

August -
Contact via telephone any person on National’s list of members that has not renewed their HFMA membership.  In the event an individual has left the organization, we ask for the forwarding address of the member and the name of the individual that has filled that member’s position. 

West Virginia Chapter HFMA

Succession Plan

For the Chapter Advisory/Nominating Committee
Duties of the Committee

The council shall consist of Past Presidents and will serve in an advisory capacity to the Board of Directors.  It shall meet at least semi-annually for the purpose of reviewing the Chapter operations and strategic plan.  Any recommendations for change which will provide for the most efficient operation of the Chapter will be made to the Board.

Succession Timetable

May -

Attend mini-LTC and assist with strategic plan.

Ongoing -
Attend board meetings; provide assistance on as-needed basis.

November -
Work with President Elect to identify and contact potential board members and  Treasurer for the coming year.
December – 
Finalize Leadership Roster for next Chapter Year.
January -
Present roster at Winter Board Meeting. 

February - 
Send election forms to membership.

March - 
Tally election results.

May - 
Assist with installation of officers at the Spring Meeting.

West Virginia Chapter HFMA

Succession Plan

For the Patient Accounts Committee
Duties of the Committee

The Patient Accounts Committee will meet annually in the Spring and Fall with third party payers and related health care groups to maintain a positive working relationship, to share problems, and work at developing solutions.  The committee will keep the membership informed on general updates, change in organizational structures, program policy, personnel and funding and reimbursement issues.  Results of committee meetings will be published in the Chapter newsletter.

Succession Timetable

May -     Committee Day

               Form committees and discuss what each committee is responsible 

               for.  Discuss and share ideas about possible topics and speakers 

               for upcoming year;

               Ask for volunteers to commit to recruiting efforts for topics and 

               speakers for fall and spring workshops;

              Schedule dates and times for the fall and spring workshops (Nov 

              and Apr) with the Flatwoods Conference Center coordinator

              while at Committee Day;

Mid-July

               Follow up with members of the committee regarding possible 

               “hot topics” and speakers and set up tentative agenda;

August      

              Confirm speakers; confirm conference center reservation; Make 

               food selections for the group;

Sept/Oct     

               Confirm date with speakers;   Inquire of any special needs they

               may have (visual aids, printing/copying, etc);   Contact 

               conference center with classroom requirements/needs;

               Finalize agenda and prepare for mailing (approximately 4 to 6 

               weeks before workshop);

Late Oct

               A week prior to workshop, will need to confirm final counts for

               food and classroom set up; 




                               Nov

                Patient Accounts Fall Workshop

                Complete Meeting Evaluation Tool. 

                Forward payment and registration information to Treasurer. 

                Forward registrant information to the Program Chair for entry into the Program                   

                Planning Tool.


Feb 

         Start planning the Spring Patient Accounts Workshop (April)

        Talk to members of the committee for possible ideas for topics 

        and speakers;

Mar 

        Confirm conference center reservation;

        Should have tentative agenda;

        Confirm with speakers, the date and scheduled presentation time;

         will also need to confirm any special needs (visual aids, printing

         services, etc);

         Prepare agenda for mailing (approximately 4 to 6 weeks prior to 
 

         workshop);

Apr

          A week prior to meeting, confirm final food/classroom set up;

         Late April - Patient Accounts Workshop 

         Complete Meeting Evaluation Tool. 

         Forward payment and registration information to Treasurer. 

         Forward registrant information to the Program Chair for entry into the Program                   

         Planning Tool
West Virginia Chapter HFMA

Succession Plan

For the Chairperson of the Audit and Finance Committee
Duties of the Committee

The Audit and Finance Committee shall advise the Treasurer on revisions to the financial policies and procedures and will be responsible to appoint the Chapter member/other party to perform the annual financial audit. This committee shall be comprised of the President, President Elect and the outgoing and incoming Treasurers. 
Succession Timetable

September - 
Schedule Audit Committee to be held before September Board Meeting. Review the audit results for the past year. Report results of the financial review and Audit Committee Meeting to the Board of Directors.

West Virginia Chapter HFMA

Succession Plan

For the Awards Committee Chair
Duties of the Awards Committee Chair

The Committee Chair shall be responsible for coordinating the Chapter Awards throughout the year.  The Awards include: Penman of the Year, Speaker of the Year, Lucille P. Craft, Walter R. Mitchell Jr., and the Sr. M. Madeline Lopez Award.  These Chapter Awards will be presented at the annual awards banquet at the Winter Meeting. The Committee members will assist the Chair in evaluating the speaker’s presentations and voting for the Penman Award.

Succession Timetable

All Meetings -
Compile speaker evaluations and articles written in newsletter.

June - 
Attend Mini- LTC

August -
Send out the nominations to the general membership of the Chapter for the Craft, Mitchell and Lopez Awards.

September - 
Send out to the board all the nominated names from the general membership for the Craft, Mitchell and Lopez Awards.

October -         Compile the speaker evaluations and newsletters for evaluation of awards.  Distribute this information to the Awards Committee. Schedule Conference Call to Vote on articles and evaluations for presentation of plaques and other awards.

December -
Order Plaques and checks for presentation at the Awards Banquet. (These must arrive for presentation at the Winter Meeting.)

January -
Awards Banquet

