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Position Title:  Program Committee Chairperson
Position Summary/Purpose:   
Plan and arrange the Program for the FHIMA Annual Meeting.
Reports to:   

· Assigned Board Liaison   
Time Required:  
· One year term

· Two – three hours per week; Thirty hours 30 hours the week of Annual Meeting.  Time can be split among committee members.
Responsibilities/Tasks:
1. Select number of committee members as outlined in Standing Rules.

2. Prepare budget for Program Committee.
3. Prepare and arrange the educational program for the FHIMA annual convention including drafting the agenda for the program.
4. Solicit, contact and confirm speakers and ensure remuneration is consistent with FHIMA Standing Rules.
5. Arrange all travel details for all speakers.
6. Track all speaker details regarding hotel, travel, etc.

7. Obtain all presentations and handouts from all speakers.
8. Arrange for AV equipment for use during the convention.
9. Assist the Executive Director with items needed for the printed program.
10. Present the final program to the HOD for approval.
11. Utilize FHIMA Leaders Community forum to post and discuss committee activities.

12. Submit a written report to the Board 14 days prior to Board Meetings. 
13. Prepare annual report on committee activities and send to the Executive Director.   
14. Revise job description and policy and procedure annually (May).  
15. Prepare program survey and tabulate results after conclusion of annual convention.
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 recruit speakers.

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 as outlined in the FHIMA Standing Rules.  

3. Chairperson is asked to attend Leadership Orientation during annual convention at the beginning and completion of his or her term.
4. Recognition at Annual Membership Luncheon.  
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