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NJ HFMA Roles and Responsibilities for Board Directors/Liaisons
Committee/Forum Oversight
1. Facilitate/make recommendations with regard to succession planning for the committee chairs/co-chairs by end of January of each year.

2. Attend and participate, as appropriate, assigned committee(s) as the Board Liaison.
3. Ensure committee chairs provide meeting schedule and related call-in information, if applicable, to the Chapter Administrator and Publications Chair as soon as possible at the beginning of the Chapter year.
4. Provide Board-approved Agenda Template to committee chairs and review submission timeframes and usage.
5. Provide Board-approved Minutes Template to committee chairs and review submission timeframes and usage.
6. Ensure committee chairs distribute committee minutes to the Chapter Secretary (for DCMS reporting), Publications Chair (for web-site publication), and Chapter Administrator (for retention) by the end of the month in which the meeting occurs.  This is critical to ensure compliance with DCMS reporting requirements.
7. Encourage committee chairs to incorporate roundtable discussions/speakers as part of each meeting in order to share best practices and discuss emerging hot topics, reporting such discussions in the applicable section of the minutes.  This will aid in improving educational hours/registrants for DCMS and providing certification maintenance.
8. Ensure that committee chairs develop a committee roster containing member contact information and submit to the Chapter Administrator and Publications Chair no later than July 1.

9. Ensure Committee Chairs complete the Committee Chair Survey which is distributed in February/March and submit responses to the Chapter Administrator.
10. Working with the committee chairs, develop and submit committee goals and objectives to Chapter Administrator and Publications Chair by August 1. 

11. Report committee goals and objectives at the August Board meeting.

12. Provide Board updates to committee chairs and/or committee, as necessary and appropriate (i.e. upcoming events, decisions made by the Board).

13. Ensure committee chairs submit annual attendance records to the Chapter Administrator by the end of the fiscal year (June for prior Chapter year).
14. Provide guidance to the committee chairs on an ongoing basis.
15. If applicable, provide guidance with regard to nominating a committee member for Non-Leadership Award.
Committee Guidance with Quarterly Meetings
16. Assist with coordination of quarterly meetings.
17. Obtain approval for paying speakers at quarterly meetings.
18. Obtain approval for quarterly meetings flier.
19. Ensure established timeframes are met.

Growing HFMA
20. Encourage members to find other members.

21. Encourage members to be active in NJ HFMA events especially educational sessions, networking events and quarterly meetings.

22. Encourage members to write articles for FOCUS magazine and/or the Chapter website.
23. Encourage members early in the Chapter year to give consideration to ideas for future Yerger applications so that planning and data accumulation can begin at the outset.

24. Support NJ HFMA educational/networking events through participation.
Board Meeting Preparation
25. Attend and participate in monthly board meetings.
26. Attend and participate in subcommittees for the Board, as needed.
27. Report committee goals and objectives at the Board meeting.
28. Provide status update of respective committees at monthly board meetings.
29. Bring quarterly session survey results to Board for review.
30. Provider quarterly statistics to the Board for review.
31. Submit committee suggestions/questions to the Board and obtain approval/answers, disseminating information back to the committee and/or chairs.
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