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NJ HFMA Roles and Responsibilities for Committee/Forum Chairs and Co-Chairs

Meeting Preparation

1. Determine date/time/location of committee meeting. Decide if meetings will be face-to-face and/or conference calls.
2. For conference calls, determine the conference call-in number and password assigned to your committee from the Chapter Administrator and disseminate to all committee members.

3. Provide committee meeting information to the Chapter Administrator and the Publications Chair as soon as possible at the beginning of the Chapter year.

4. Plan monthly meetings; develop agenda using Board-approved format and circulate to committee members in advance of meeting.
5. Allow sufficient meeting notice time to committee members.
6. Complete meeting minutes using the Board-approved format.
7. Send draft minutes to committee members and Board Liaison for approval.

8. Once approved, forward final minutes to NJHFMA Chapter Secretary, for DCMS reporting and Publications Chair, for posting on website.

Educational Initiatives 

9. Consider roundtable discussions as part of each meeting for members to share best practices to professional concerns and emerging hot topics.  Report as appropriate on Agenda and Minutes consistent with approved formats.
10. Although committee meetings are not a typical venue for educational sessions, should a meeting include an educational component distinct from roundtable discussion, determine if the education qualifies for CPE credits by contacting the CPE coordinator.

Committee Responsibilities 
11. Develop a committee roster and contact list for all committee members with name, title, organization, email address, and phone number.  Provide committee roster to Chapter Administrator by July 1.
12. Distribute list to all committee members and update as needed.
13. Review goals and objectives for your committee and revise/update if needed at the beginning of the fiscal year.  Provide updated committee goals and objectives to your Board Liaison, the Chapter Administrator and the Publications Chair by August 1.
14. Track attendance of committee members for all meetings-only those members who participate in 50% or more of the meetings can get credit for participation. 

15. Communicate with your Board Liaison on any questions/issues you may have regarding committee operations, membership or responsibilities.
16. Complete the Committee Chair Survey distributed in February/March by the President and provide the survey results to Board Liaison and the Chapter Administrator in a timely manner.
17. At the end of the Chapter year, submit attendance records by the end of the Chapter year (June for prior Chapter year) to the Chapter Administrator.

Growing Your Committee

18. Encourage members of your committee to find other members.

19. Encourage members of your committee to be active in NJ HFMA events   especially educational sessions and quarterly meetings.

20.  Encourage members to write articles for the FOCUS magazine and/or the Chapter website.
21. 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.
22. Encourage participation on projects and subcommittees, where applicable, within the committee.
