UTAH CHAPTER OF HIMSS LEADERSHIP
Board Member Roles & Responsibilities

The Chapter Board of Directors and its officers are the organizational leaders of HIMSS Chapters. As all Chapters have no paid staff, Chapter board members assume a dual role—that of guiding and managing the organization and doing the work.

General Board Member Responsibilities

As those assuming the legal responsibility for Chapters, Chapter board members accept a range of governing and management responsibilities (as outlined by HIMSS) including:
· Faithfully attending board meetings
· Effectively and ethically managing Chapter monies
· Ensuring that the Chapter is in compliance with all federal, state and local requirements (fulfill contractual obligations, fulfill HIMSS expectations)

· Keeping the Chapter “safe”– raising awareness of potential risks (e.g., selecting safe sites to hold events, making sure that adequate procedures are in place for managing chapter finances, and avoiding risks where possible, or obtaining insurance coverage as appropriate to reduce risk)
· Making big decisions for the future (long and short range planning)

· Making sure that the organization is accountable to its constituencies and maintains a good reputation

· Obtaining help as needed to implement decisions

· Planning for the recruitment and integration of new, and the departure of old Chapter board members

· Acting as ambassadors and marketers of HIMSS to constituent communities

Chapter Board

General expectations of board membership in the Utah Chapter of HIMSS (UHIMSS) include:

· Elected to a term of two years

· Attend board meetings (generally held monthly)
· Perform duties as assigned by role

· Attend membership events

· Assist in planning and carrying out events

· Participate in decision making and strategic planning
Chapter Board Positions and Responsibilities
The following outline board positions and a summary of their responsibilities in UHIMSS:
POSITION: CHAPTER PRESIDENT

Exercise executive leadership and supervision over all business affairs and activities of the Chapter

Responsibilities:

· Preside at all meetings of the Board and the membership

· Establish the agenda and schedule for all regular and special meetings of the Board and the membership
· Execute business agreements on behalf of the Chapter, as authorized by the Board
· Authorize all expenditures of Chapter funds with approval of the Board

· Appoint chairs and members of all standing committees and special task forces

· Serve as the primary liaison with HIMSS

· Act as chief representative of the Chapter to external audiences, organizations and agencies, including the community at large
· Ensure compliance with all reporting obligations to federal, state, and local governments and to HIMSS

· Manage annual Board transition
· Perform any other non-specified duties necessary to further the business of the Chapter as duly authorized by the Chapter Board
POSITION: CHAPTER VICE PRESIDENT/PRESIDENT-ELECT
Assist the Chapter president in conducting the business affairs and activities of the Chapter.  Prepare to become the next Chapter president

Responsibilities:

· Preside over meetings of the Board or the membership in the event of the Chapter president’s absence
· Assist the president as needed in all of the president’s responsibilities
· Chair committees or special task force groups and/or serve as liaison to one or more committees, as assigned by the Chapter president
· Attend the HIMSS Chapter Presidents’ Leadership Training Workshop

· Complete the unfulfilled term of the current Chapter president if the president is unable to fulfill term
POSITION: SECRETARY

Coordinate the arrangements and materials related to the Chapter Board meetings.  Manage the records of the Chapter
Responsibilities:

1. Coordinate board meetings
2. Record, prepare, and distribute board meeting minutes

3. Organize and manage chapter records

4. Manage the completion of the Annual Standards Report

POSITION: TREASURER

Acts as the chief financial officer of the Chapter and manages all income and expenses, bank accounts and financial records for the Chapter

Responsibilities:

· Manage and account for all income and expenses

· Maintain all required documents and financial records

· Prepare, maintain, and report Chapter budget

· Assist committees in purchases and reimbursements

· File federal and state tax forms

· Renew Chapter business license

· Ensure that annual audit occurs

POSITION: PROGRAM CHAIR

Provide leadership in planning and implementing educational, professional development, and networking opportunities for members and healthcare information professionals in the community
Responsibilities:

· Provide leadership in the design, creation and implementation of Chapter events (presenters, venues, logistics, food, awards)
· Collaborate with the treasurer and board to develop the revenue and expense budgets for events
· Work with other chairs and committees to market events
POSITION: SPONSORSHIP CHAIR

Provide leadership in the development and strategy for annual and event sponsorship plans

Responsibilities:

· Collaborate with the Board in identifying possible vendor sponsors for Chapter programs
· Reach out to potential sponsors and maintain relationships with current sponsors in order to retain and increase chapter funding, as well as vendor and member satisfaction

· Work with the program committee to ensure that sponsorship levels have adequate funding to support events, and that the vendors will be satisfied with events they sponsor

· Work with the communications committee to ensure that chapter sponsors and logos are correctly identified and listed

· Work with the membership committee to preserve an appropriate vendor and provider balance within the Chapter and at events to maintain satisfaction on both sides

· Work with the Chapter treasurer to ensure vendor sponsors are invoiced and submit funding for correct monetary amounts

POSITION: MEMBERSHIP CHAIR

Provide leadership in the development of annual recruiting, retention and benefits plans for members

Responsibilities:

· Collaborate with the Board in planning and implementing recruiting and retention efforts for members – demonstrate membership value

· Ensure that membership recruitment and application materials are prepared and available at public Chapter programs
· Assist in recruiting committee members

POSITION: COMMUNICATIONS CHAIR

Provide leadership in the development of a strategy to communicate/market chapter events and benefits to the Chapter’s targeted audiences
Responsibilities:

· Direct all Chapter communication efforts, including overseeing website and newsletter functions

· Provide leadership to the Board in the exploration of appropriate methods of communicating to Chapter members, prospective members, and the healthcare community about the Chapter

· Ensure that the Chapter communicates to membership through selected media, at least four times a year

· Ensure ongoing production of print or electronic newsletters, bulletins, educational event notices or brochures, and other communications, as appropriate

POSITION: NEWSLETTER EDITOR
Supports the communications committee in creating and distributing Chapter newsletters
Responsibilities:

1. Collaborate with the board on newsletter content
2. Gather newsletter content and create newsletter

3. Work with communications group to distribute and post newsletter
POSITION: WEBMASTER

Supports the communications committee in developing and maintaining the Chapter website

Description:

Provide leadership and support to the program and membership committee in the development and updating of the chapter website with current information on chapter programs and announcements.

Responsibilities:

· Collaborate with the Board and committees to ensure that website content is current (event information, announcements, newsletters, board member information, etc)
· Develop and maintain event registration pages

· Work with website provider to update and maintain website
POSITION: ADVOCACY LIAISON

Provide leadership to the Board in advocacy efforts specific to our community.  Represent the Chapter as a member of the HIMSS advocacy efforts

Responsibilities:

· Work with the HIMSS Chapter Advocacy Liaison Roundtable and committee members to create an advocacy action plan specific to our community

· Keep members of the Board informed about advocacy efforts

· Recruit Chapter volunteers and other community leaders to join advocacy efforts
· Organize visits and other avenues of frequent communication with state and federal elected officials

· Speak to local media about key policy and advocacy issues

· Attend HIMSS-sponsored advocacy training and message development sessions

POSITION: HIE LIAISON

Provide leadership to the Board in HIE efforts specific to our community

Responsibilities:

· Participate on the monthly HIMSS Chapter HIE Liaison Roundtable call and report to the Chapter

· Monitor HIE activities in our region and state

· Communicate HIE information to the Board and membership
POSITION: STUDENT LIAISON

Represents the interests of student members to the Board

Responsibilities:

· Represents student membership on issues of interest or concern related to student members

· Assists in student recruitment efforts

· Helps to communicate Chapter events to student groups
POSITION: MEMBER-AT-LARGE
Represents the interests of the general membership provides leadership and support to the Board

Responsibilities:

· Represents the general membership on issues of interest or concern, particularly those that arise outside of the standing committee structure
· Conducts projects and accepts duties as assigned by the President and the Board

POSITION: PAST PRESIDENT

An officer of the Board of Directors to provide continuity of leadership, having completed duties as president of the Chapter
Responsibilities:

· Offer information and guidance on recent decisions, plans and business of the Chapter to provide continuity
· Help ensure smooth Chapter leadership transitions by participating in the recruitment and identification of future Chapter officers and board members by serving on or chairing the nominating committee
