
POSITION DESCRIPTION:PRIVATE 


PAST PRESIDENT; DIRECTOR

1)
Serve as Director of the Inland Northwest Health Information Management Association (INHIMA) Executive Board.  (Article V, Section 5, Bylaws)

2)
Review and update the INHIMA procedure manual annually.  (Article V, Section 5, Bylaws)

3)
Provide each incoming INHIMA officer or committee chairperson with a current copy of the procedure manual, position description, bylaws, standing rules, expense vouchers, stationary, etc.

4)
Submit an expense statement and voucher to the Treasurer for purchased supplies, such as letterheads, flyers, envelopes, stamps, etc.

5)
Receive from Spokane Community College  (SCC) representative completed applications for scholarship(s) as per guidelines for INHIMA scholarships.

6)
Convene a committee of three, to include Past President and two current INHIMA members, to review and determine recipient(s) of INHIMA scholarship(s).

7)
Notify the program director of the selection results and confirm continued enrollment of the student.

8)
Notify the recipient(s) by letter of the scholarship award..

9)
Retain the completed applications for INHIMA scholarship until June in case an alternate needs to be chosen.

10)
Deliver to successor, immediately after retiring from office, all accounts, records, books, papers, computer discs, and other property belonging to INHIMA.  (Article V, Section 6, Bylaws)
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