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Position Title:  Arrangements Committee Chairperson
Position Summary/Purpose:   
Arrange for food functions, registration and hospitality at the annual FHIMA meeting.
Reports to:   
· Assigned Board Liaison   
Estimated Time Required:   
· 40-60 hours during the year for planning activities

· 40 hours the week of the Annual Meeting 
Responsibilities/Tasks:
1. Prepare budget for Arrangements Committee.
2. Assist in design of cover for Annual Meeting mailer and convention program.
3. Design cover for Membership Luncheon Program.
4. Design game piece for Vendor Area.
5. Design luncheon tickets.
6. Purchase House of Delegates favors if needed.
7. Design and purchase items for Membership Luncheon centerpieces.  
8. Arrange for reserved tables at Membership Luncheon.
9. Choose menu items for luncheons, breaks, etc for convention.
10. Provide controlled entry into luncheon functions to assure tickets are received from all those entering.
11. Obtain door prizes from regional associations.
12. Distribute door prizes from associations as well as vendors at the vendor luncheon.
13. Coordinate volunteer area in the vendor area.
14. Registration functions including manning the registration area for pre-registered members as well as walk-ins.
15. Work closely with Executive Director for coordinating the pre-registered members as well as on-site payment and deposits

16. Provide directional signage for the meeting as well as recognition signs for sponsorships.
17. Coordinate President’s reception as requested.
18. Prepare attendee, delegate and speaker packets.
19. Utilize FHIMA Leaders Community forum to post and discuss legislative activities.
20. Submit a written report to the Board 14 days prior to Board Meetings. 
21. Prepare annual report on committee activities and send to the Executive Director for distribution at convention.   
22. Revise job description and policy and procedure annually (May).
Training and Support:  
1. The incoming chairperson is required to attend a formal orientation session at the beginning of his or her term.  

2. The outgoing chairperson is responsible for turning over all applicable materials to the incoming chairperson.

3. The outgoing chairperson is strongly encouraged to continue as a committee member for one year after their term is completed.  

4. Executive Director available to offer support as needed in carrying out the duties of the committee.     

Budget:   
To be determined annually by the FHIMA Board of Directors.  Budget amount will be provided by the Executive Director at the beginning of the term.  Requests for additional funds may be submitted to the Board of Directors for approval at any board meeting.  

Qualifications:  
1. Active member of FHIMA.

2. Excellent written and verbal communication skills.

3. Strong organizational skills.

4. Ability to effectively lead and motivate committee members.

5. Ability to visit meeting site.

6. Enthusiasm for the HIM profession.   

Benefits:  
1. Chairperson receives complimentary registration to the FHIMA Annual Meeting.  

2. Chairperson receives 4 night hotel accommodations (Sunday – Wednesday) for Annual Meeting or according to remuneration in Standing Rules.
3. Chairperson is asked to attend Leadership Orientation at annual convention at beginning and completion of his or her term.
4. Recognition at Annual Membership Luncheon.  
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