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POSITION TITLE:
Vice President

ELECTED:
By ballot of membership (active members in good standing) to serve for one year.  

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:  Serve as aide to the President.


Assume the duties of the President in his absence or inability to serve.


Serve as Strategy Manager for convention functions, and perform such duties as delegated by the President or Board of Directors.


Coordinate the Annual Convention, speakers and schedule.

GENERAL RESPONSIBILITIES AND DUTIES:


Attend all meetings of the Board of Directors.


Keep informed of the activities of the Association.


Assume responsibility for the purchase of a gift for the outgoing President and for any other special gifts or awards upon request of the President and the Board of Directors.


Perform such duties as delegated by the President.

POSITION REQUIREMENTS:


Signed Willingness to Serve and Conflict of Interest forms.


EXPERIENCE:  

Previous MHIMA involvement at Board or Committee level preferred.

CERTIFICATION/REGISTRATION:  

Active AHIMA credentialed member in good standing.

RECEIVE FROM CENTRAL OFFICE:  


Policy and Procedures for Vice President.

CALENDAR

MAY
Send copies of signed contract for next Annual Meeting to Central Office Coordinator for distribution as needed.

JULY
Obtain agreement on tentative date for next annual meeting from Board 

of Directors unless already known.


Obtain Board of Directors approval of proposed site for next annual 

meeting, if not yet determined.


Submit Interim Report for Board of Directors meeting.


Attend Board of Directors meeting.

SEPTEMBER  



Prepare interim report for Board meeting.


Attend Board of Directors meeting.


Sign contract for future Annual Meeting site (two years from


present)

OCTOBER


Work with Central Office Coordinator and Project Team to 

develop budget for Annual Meeting.


Central Office Coordinator will serve as coordinator of vendor/exhibit 
area for annual meeting.

NOVEMBER


Prepare interim report for Board meeting (may be oral report).


Attend Board of Directors meeting.


Present statement of budget to Board of Directors for determination of 

the registration fee.

JANUARY


Prepare interim report for Board meeting (may be oral).


Attend Board of Directors meeting.



Submit final program to the Board of Directors.


Instruct Central Office Coordinator to submit information on exhibitors to 

Board.

MARCH
Prepare interim report for Board meeting (may be oral).


Attend Board of Directors meeting.

APRIL
Send annual report to Central Office for inclusion in annual report to the 

membership.

MAY
Attend Board of Directors meeting (pre-convention).


Attend Annual Business meeting of MHIMA.


Introduce and present President with gift at Annual Convention

Destroy correspondence and other documents following the guidelines 

of the Retention Policy.


Present tentative report for Annual Convention at pre-convention Board 

meeting, if such a meeting is planned.

JULY


Present final Annual Convention report to Board of Directors.


Attend Leadership Conference if requested by President Elect

EFFECTIVE DATE:  March, 1989

DATE OF LAST REVIEW/REVISION:  December, 1994, September 1996, October 1999, March, 2007, January, 2008, December, 2008, November 2009.
