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POSITION TITLE:
Secretary/Treasurer

ELECTED:

By ballot of membership (active members in good




standing) to serve for two years.

RESIGNATION:
Must be in writing to the Board of Directors and becomes 

effective only when accepted by the Board of Directors.

VACANCY:

Filled by Board of Directors action.

BASIC PURPOSE:   
Oversee the receipt and disbursement of all association moneys.  

Direct Central Office to keep accurate financial records, following 

procedures outlined for their maintenance.




Oversee the payroll activities for the Central Office Coordinator.




Collect any assessments appropriate to the Michigan Health 

Information Management Association.




Review and sign business documents as required, both financial 

and non-financial.

GENERAL RESPONSIBILITIES AND DUTIES:







Attend all Board of Directors meetings and other meetings upon 

request.
With data received from Central Office, prepare financial report 

for each Board of Directors meeting.




Serve as a Strategy Manager of the Finance Strategy 

(for two years in office) and as member for one 

year following, and provide this committee with records of income and disbursements to use as a basis for developing proposed budget for the following year.




Prepare and present a detailed financial report at the pre-

convention Board of Directors meeting and the Annual 

Convention.

Direct the Central Office to make a $50.00 contribution to FORE 

in memory of any deceased member of MHIMA.


Sign business documents of the Association as required.




Responsible for all payroll activities related to Central





Office Coordinator.

Review all Board minutes and the work plan and coordinate    

            corrections with Central Office Coordinator.

Provide oversight with the accountant in preparation of all financial and tax documents needing submission.

Maintain knowledge of the recent tax laws associated with tax exempt and charity organizations.

POSITION REQUIREMENTS:




Signed Willingness to Serve and Conflict of Interest form
EXPERIENCE:
(From Willingness to Serve)

CERTIFICATION/REGISTRATION:  
Active AHIMA member in good standing.

RECEIVE FROM PREDECESSOR:




Any specific state procedures.




Policy and procedure manual of secretary/treasurer.

MAINTAIN ACCOUNTS:

Review all reports from Central Office including reconciliation report, and all bank statements to assure accuracy of reporting

Review monthly budget reports for discrepancies or errors

Review monthly Medical Record Charity reports for accuracy




CALENDAR

MAY

Direct Central Office to prepare a check for FORE for $1.00 donation for each full -

registered member attending the Annual Convention.

JULY

Attend Board of Directors meeting.

Attend Finance Strategy meeting.

Present Treasurer’s report to Finance Strategy and Board
of Directors.


Direct Central Office to issue checks to delegates for attendance at AHIMA Annual 

Convention.

SEPTEMBER

Attend Board of Directors meeting.

Attend Finance Strategy meeting.

Present Treasurer’s report to Finance Strategy and Board of Directors.

NOVEMBER

Attend Board of Directors meeting.

Attend Finance Strategy meeting.

Present Treasurer’s report to Finance Strategy and Board of Directors.

JANUARY

Review annual payroll for Central Office Coordinator to assure accuracy
Attend Finance Strategy meeting.

Present Annual Treasurer’s report to Finance Strategy and Board of Directors.

Have Central Office prepare “Call to Meeting” for March issue of FOCUS.
MARCH

Attend Board of Directors meeting

Attend Finance Strategy meeting.

Present Treasurer’s report to Finance Strategy and Board of Directors.

Direct Central Office to send AHIMA two copies of the annual convention program.

MAY

Present at MHIMA Annual Convention the fiscal year end Treasurer’s report.

Attend pre-convention Board of Directors meeting.

Attend Business meeting at MHIMA Annual Convention.

Destroy correspondence and other documents following the guidelines of


the retention policy.

EFFECTIVE DATE:  March, 1989

DATE OF LAST REVISION:  March, 1995, June 1996, September 1996, October 1999, March, 2007, January, 2008, December 2008, November 2009
