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WISCONSIN-MINNESOTA ASSOCIATION FOR HEALTHCARE DOCUMENTATION INTEGRITY 

POLICIES AND PROCEDURES


WI-MN AHDI MEMBERSHIP
Categories of Membership:
All members of WI-MN AHDI must hold same categories of membership in AHDI

·  Individual Professional
No fee

·  Student


No fee

·  Postgraduate


No fee

·  Sustaining


No fee

·  Honorary


No fee

· 
·  Educational

$100 annually
(This includes 3 free 1-day student passes to the


WI-MN AHDI convention and a link on the website.)

· Corporate    
      
$300 annually (This includes 1/4 page ad in the mailed newsletter,


1/2 price for a table at the WI-MN AHDI convention, a full-

page ad in the convention program, and a link on the website.) The Corporate membership will be offered at the time vendor letters are sent for the annual meeting and will be for 1 calendar year from the time membership is received for a 12-month period beginning the 1st of the month that the dues are paid.   AHDI Corporate members may send up to six of their MTs to attend the WI-MN AHDI Annual Meeting at the discounted rate, i.e., member rate.  
Associate

Anyone who has qualified for membership through an AHDI vendor contract offering. Associate members shall not be counted in regard to delegate apportionment.  Associate members shall not be eligible to vote or hold office in WI-MN AHDI, however, may serve on or as chairperson in the Region.
The federal IRS requires that dues notices and all requests for donations and contributions include the following statement: “Contributions or gifts to WI-MN AHDI are not tax deductible as charitable contributions for federal income tax purposes; however, they may be tax deductible as ordinary and necessary business expenses.”

WI-MN AHDI ELECTIONS

Nominating Chair: President appoints Nominating Co-Chairs representing each state at the second meeting prior to the annual business meeting.

Time of year for elections:   Elections are to be closed 30-45 days after the annual business meeting. Election results are to be communicated to the AHDI Administrative Office by November 15th.

Type of ballot:  Vote will be by voting on-site at the annual meeting, mail and/or  electronic.
Content of ballot:

Offices to include:
(      President (1 year, maximum of 3 years)

(     Vice President (1 year, maximum of 3 years)  

(     Secretary  (1 year, maximum of 3 years)

· Treasurer  (1 year, maximum of 3 years)

·  Delegate (2 years, maximum of 2 terms) 

Candidates for each office are listed in alphabetical order with the incumbent candidate indicated. 

· A space for write-in candidates will be clearly indicated for each office.

· Instructions for voting clearly indicated.

· A place for the voting member to indicate their validating AHDI membership number will be clearly indicated.

Length of Term of Office:
One year with the exception of Delegate, which is a two-year term.  
President appoints Chief Election Teller.

(Chief Election Teller Responsibilities:

· Chief Election Teller (Teller) should not be a candidate for any election for which voting is taking place at the time of their appointment as election teller.

· Teller verifies the validity of ballots by checking AHDI membership numbers on the outside of all ballots against the roster of valid AHDI membership numbers. 

· Teller opens and counts all valid ballots.

· Teller reports results of voting to the President within 72 hours of tally. Report to include total number of ballots received, total valid ballots, total invalid ballots, and names of candidates receiving the most votes for each office.

· 
· Ballots are retained for 90 days following the appropriate notification of the election results to the President. After 90 days,Teller to dispose of ballots properly.

Report of election results:

· Teller reports the results to the outgoing President. 

· Within 72 hours the outgoing President will notify all candidates and the WI-MN AHDI Board of Directors of the total number of votes cast and the names of those elected (but not the actual number of votes per candidate). 

· The outgoing President will also notify the AHDI Administrative Office, the current AHDI President, and the AHDI Board Partner.

· Outgoing WI-MN AHDI President informs the Newsletter Editor of the results for publication in the next issue of WI-MN AHDI Update. At the next Board of Directors meeting, the incoming President announces the names of the new officers for entry into the minutes.

Tie votes:
In the event of a tie vote, the Teller will send a ballot to the then sitting Board of Directors of WI-MN AHDI. The ballot shall identify those candidates who received a tie vote. The Board of Directors shall break the tie by majority vote if two candidates are tied, and by plurality vote if more than two candidates are tied. Any director who is also one of the tied candidates shall not participate in the vote to break the tie. 

Orientation of new officers:

It is the responsibility of the outgoing officer to contact their replacement to orient them on their duties and transfer of materials to carry out the office.


WI-MN AHDI BOARD OF DIRECTORS

The WI-MN AHDI Board of Directors is composed of the Officers, Delegate, Newsletter Editor, Chapter Representatives, and Convention Coordinator. The Executive Committee consists of the Officers, i.e., President, Vice President, Immediate Past President, Secretary, and Treasurer. The Cert Connector, Webmistress/Webmaster, Student Liaison, and Advocacy Liaison are appointed positions that report to the WI-MN AHDI Board.  

WI-MN AHDI does not currently have an advisory board.

Bylaws/Policies and Procedures Committee:
· The Board of Directors serves as the Bylaws/Policies and Procedures Committee with the Immediate Past President as the chairperson.

· Bylaws should be reviewed throughout the year and proposed changes submitted to the Board of Directors via e-mail correspondence.  
· Recommends changes in WI-MN AHDI policies and procedures manual for review/approval by the WI-MN AHDI Board of Directors.

WI/MN AHDI Board Meetings:
· BOD meetings are scheduled quarterly (4 times a year), including the one held at the time of the regional convention. WI-MN AHDI members may attend BOD meetings as non-voting observers and should be seated in the gallery (except when listed on the agenda as a speaker).

· The first meeting of the year is held on a Saturday or Sunday in the first quarter (may be held via the internet or telephone conference at the discretion of the Board).

· The second meeting will be held via Internet, telephone conference or face to face at the convention site during the second quarter. If held at the convention site, the Coordinator(s) will make the necessary arrangements for meeting space, tour of facility, and lunch/coffee.

· The third meeting will be held via Internet or telephone conference during the third quarter.  
· The fourth meeting will be held during the WI-MN AHDI annual meeting, e.g., (Thursday

· night and Saturday following the conclusion of the annual meeting)

· Additional meetings may be scheduled as necessary by the President.  

· An agenda is to be prepared by the President and distributed to all Board members one week prior to the meeting.

· The date of the next Board meeting will be agreed upon prior to the conclusion of each BOD meeting.

· The general membership will be notified of the dates and times of the BOD meetings via WI-MN AHDI Update, blast e-mail or other electronic means.

Board of Directors Funding:

· WI-MN AHDI will be responsible for funding of the Officers, Delegates, Newsletter Editor, Convention Coordinator(s) and Student Liaison with verifiable receipts submitted to the Treasurer. Mileage reimbursement is $0.35 mile. Car-pooling is encouraged. Lodging reimbursement will be one-half of the double-occupancy rate.  Each chapter will be responsible for funding meeting expenses for one Chapter Representative, unless that person also serves in a capacity noted above (officer, etc.).  In that situation, funding will be provided by WI-MN AHDI.  

· If funding is available, all Board members will have their registration fee waived for the WI-MN AHDI annual meeting. Available funding will be discussed at the third Board meeting.  (Waiver of annual meeting registration fee is contingent upon the Board member having attended all previous WI-MN AHDI Board meetings that year, unless the absence has been excused by the President.)

· All WI-MN AHDI Board members are expected to be present at the WI-MN AHDI annual meeting and annual business meeting at their own expense, with the exception of what would normally be to and from the BOD meeting and expenses as required for the attendance of a regularly scheduled BOD meeting, i.e., one night one-half of the double-occupancy hotel room rate (if required) if funding is available. BOD members will be responsible for the expense of the remainder of their attendance at the WI-MN AHDI annual meeting.  WI-MN AHDI will fund the President’s expenses for the entire convention.  

· Other WI-MN AHDI Board members’ expenses will be funded as the treasury allows and at the Board's discretion. 

· Funding information for hotel expense and travel of Executive Board members will be made available at the second Board meeting.

· It is understood that if any Board member has any other available funding (chapter, employer, contribution, etc.) that funding will precede funding from WI-MN AHDI. The executive Board of Directors determines financial support at second Board meeting.

WI-MN AHDI Finances:

· The annual budget should be completed by the outgoing and incoming Presidents and Treasurers and Executive Committee and presented to the Board at the first meeting of the year.

· Receipts and expense vouchers are required for every reimbursed expense.

· The fiscal year runs from January 1 through December 31.

· Any expenditure that exceeds the budget limits needs Board approval.  All approved expenses shall be reimbursed by the Treasurer upon submission of dated receipts.

· A monetary advance, with President approval, is permitted prior to an event that allows for reimbursed expenses.

· The Treasurer and the President approve working expenses. The Board of Directors approves convention expenses and Delegate expenses. See Delegate funding.

· There is no time limit for requesting reimbursement, but it should be in a timely manner.

· An annual audit of the books shall be done by appointed WI-MN AHDI designees representing each state.  A professional audit shall be done by an accountant or legal advisor at the end of the Treasurer’s term or as designated by the Board.

Promotional/Fundraising Activities:

· WI-MN AHDI promotional items are sold at a cost to be determined on a yearly basis.

· Funds raised from nonprofessional resources are to be recorded separately in the financial records.

WI-MN AHDI Board of Directors



WI-MN AHDI President:

Qualifications for holding office:

Individual professional member with mailing address within the designated boundaries of Wisconsin or Minnesota.
Has served at least one year as Vice President, has previously served as President or has served on the Regional Board past or present.
Chief executive officer and serves as President of the Board.

Duties of the WI-MN AHDI President:
· Appoints Committee Chairpersons, Chief Election Teller, and Parliamentarian with Board approval.  NOTE: It is recommended that the Immediate Past President serve as parliamentarian.

· Appoints and coordinates activities of the Cert Connector, Newsletter Editor, Webmistress/Webmaster, Student Liaison and Advocacy Liaison. Requests quarterly updates which will be submitted to the Board of Directors.

· Fills vacancies on committees and appoints members to special committees.

· Ex-officio member of all committees except the nominating committee.

· Submits an annual report of the Board to the general membership at the annual business meeting, which is then published in the newsletter.

· Submits a “President’s Message” for publication in each issue of the newsletter, WI-MN AHDI Update, to the editor in a timely manner.

· Presides at all meetings of membership and Board.

· Between regularly scheduled meetings, initiates e-mail votes that are required by sending an e-mail to the Board.  After the first and second motions are received, the President will request the e-mail vote with a deadline to end the voting.  At the next regularly scheduled Board meeting, the President will read the results of the vote into the minutes.

· Initiates any blast e-mails to be sent to the WI/MN AHDI membership.
· Provides the AHDI Administrative Office with the names of the Delegate(s) and Alternate Delegate(s), in order to have them credentialed for the House of Delegates at the AHDI annual meeting. (The President is contacted by AHDI with instructions for accomplishing this duty.)
· Serves as First Alternate Delegate.
· May serve as Chapter Representative, if a member of a chapter.

· Acts as a liaison between WI-MN AHDI and AHDI.

· Ultimately responsible for accuracy of content of newsletter.

· Along with the incoming President, outgoing and incoming Treasurers and/or Executive Committee, prepares annual budget for approval by the WI-MN AHDI Board during the first quarter of the year.  

· If requested by the BOD, prepares cover letter to health information/transcription directors, supervisors, educators, and service owners for public relations issues of WI-MN AHDI Update, encouraging involvement.

· Should receive a newsletter from each chapter promptly.  Should be informed of the chapter roster and slate of officers no later than January 15.

· Along with the Treasurer, approves or disallows incidental expenditures and handles legal/financial matters as they arise, seeking assistance as necessary from outside consultants.

· Invitation to be extended to AHDI Board Partner and/or AHDI representative(s) for the annual meeting of the WI-MN AHDI Board of Directors.

· The President will act as hostess to the AHDI Board Partner/Representative(s) at the WI-MN AHDI annual meeting. Hostess duties to include welcoming our guests and verifying accommodations.

· The President shares AHDI membership roster and monthly updates with Nominating Committee Chair, Teller, Membership Chair, and Newsletter Editor.

· Outgoing President receives results of the balloting from the Election Teller. Within 72 hours notifies all candidates and the BOD of the total votes cast and names of those elected (but not the actual number of votes per candidate). Informs the Newsletter Editor of the results for publication in the next issue of WI-MN AHDI Update. Also informs the AHDI Administrative Office and WI-MN AHDI current Board Partner of the names and addresses of incoming officers. At the next Board of Directors meeting, the incoming President announces the names of the new officers for entry into the minutes.

· President receives information from each chapter on their desired symposium dates to prevent conflicting dates.

· The WI-MN AHDI President shall serve a one-year term, not to exceed re-election for more than three consecutive terms.

President Funding:
· Funding includes waiving of the expenses of registration and one-half double occupancy hotel rate to attend the entire WI-MN AHDI annual meeting. 

· WI-MN AHDI will similarly fund the President to attend the AHDI annual meeting (including leadership conference, if offered). Funding includes early-bird registration along with travel and hotel expenses (one-half double occupancy rate).  Reimbursement for meals and miscellaneous expenses will be provided with receipts submitted to the Treasurer, not to exceed $40 per day. AHDI membership paid for.  

WI-MN AHDI Vice President
Qualifications for holding office:

Individual professional member with mailing address within the designated boundaries of Wisconsin or Minnesota.
Prepares to assume the presidency the following year.

           Duties of the WI-MN AHDI Vice President:
· In the absence of the President, performs duties of the President (this includes having the Vice President’s name being added to the checking account to sign checks if necessary).

· May serve as Chapter Representative on the Board of Directors, if a member of a chapter.

· Serves as second Alternate Delegate.

· Coordinates purchase of and presents a plaque to the outgoing President at the WI-MN AHDI annual meeting.  Provides ordering information to the next Vice President
· Serves as Membership Committee chair.

· The roster of new members and in conjunction with the Annual Meeting Coordinator(s) renewal notices (institutional and corporate members) are the responsibility of the Membership Chair (Vice President) in conjunction with the Newsletter Editor. The President supplies the roster upon receipt from AHDI. 

· Where applicable, coordinates with Treasurer membership dues, notifications, and cancellations.

· (    The WI-MN AHDI Vice President shall serve a one-year term, not to exceed re-election for more than three consecutive terms.
Vice President Funding:  
· WI-MN AHDI funds the  Vice President’s expenses as indicated in the policies for Board of Director’s funding.

· Funding includes waiving of registration fee for the WI-MN AHDI annual meeting, if funds are available.

· On an annual basis, WI-MN AHDI will consider approval of the funding for one night’s lodging (at one-half the double occupancy rate) and registration fee for the Leadership Session at the AHDI annual meeting (if offered) if the Vice President is planning to attend the AHDI annual meeting.

WI-MN AHDI Secretary:

Qualifications for holding office: 

Individual professional member with mailing address within the designated boundaries of Wisconsin or Minnesota.

Keeps a full and accurate record of all Board meetings and annual business meeting.

Duties of the WI-MN AHDI Secretary: 
· Submits minutes to the Board for correction and approval. These should be distributed within a month after the meeting to allow for adequate perusal by the Board members prior to the next Board meeting.

· Sends copies of all minutes to the WI-MN AHDI President and the AHDI Board Partner, following their approval. Sends a copy of the Board of Directors minutes held at the annual meeting to the AHDI Administrative Office following their approval.  Maintains a file of all minutes/correspondence and submits a copy to the President.  

· May serve as Chapter Representative on the Board, if a member of a chapter.

· Serves as fourth Alternate Delegate.
· Prepares written correspondence of WI-MN AHDI (upon content approval by the President).

· If tape recording is used during Board meetings, tapes are to be erased following transcription of the minutes.

· Enters election results into the minutes as presented by the President during the first Board meeting of the year.

· The supplies all new Board members with WI-MN AHDI stationery via electronic file, bylaws, and polices and procedures prior to the beginning of their terms.

· The WI-MN AHDI Secretary will obtain the CEC application and approval forms from the convention coordinator(s) to keep on file for three years.

· The WI-MN AHDI Secretary shall serve a one-year term, not to exceed re-election for more than three consecutive terms.

Secretary Funding:  
(WI-MN AHDI funds the Secretary’s expenses as indicated in the policies for Board of Directors’ funding.

· Funding includes waiving of registration fee for the WI-MN AHDI annual meeting, if funds are available.

WI-MN AHDI Treasurer:
Qualifications for holding office: 

Individual professional member with mailing address within the designated boundaries of Wisconsin or Minnesota.

Treasurer is the chief financial officer.


Duties of the WI-MN AHDI Treasurer:

(    Receives and safely keeps all association funds as designated by the Board of Directors, including registration fees and vendor fees for the WI-MN AHDI annual meeting, and dues from appropriate members. Advertising and dues revenues are categorized separately.

· Any expenditure that exceeds the budget limits needs Board approval. 
· Pays out funds by check with two signatures required to include the Treasurer and President or Vice President (the Vice President should be added to the checking account as a signer to sign checks as necessary).  Checks are not to be pre-signed.

· Provides access to financial records for annual audit or upon the direction of the President or Board.

· Along with the incoming and outgoing Presidents, the incoming Treasurer and/or Executive Committee, prepares annual budget for approval by the WI-MN AHDI Board for approval at the first meeting of the year.  

· The Treasurer presents a financial report at each Board of Directors’ meeting and the annual business meeting, which includes debits and credits to date for the year.  The Treasurer supplies a quarterly statement for publication in the newsletter consisting simply of the balance on hand.

· The year-end Treasurer’s report is sent to the AHDI Administrative Office, AHDI President, and Board Partner.

· The Treasurer distributes expense reimbursement forms to all new Board members at the beginning of their term.

· The Treasurer is responsible for smooth transition of information regarding WI-MN AHDI finances to an incoming Treasurer.

· Submits a financial statement to AHDI Administrative Office annually.

· May serve as Chapter Representative on the Board, if a member of a chapter.

· Serves as fifth Alternate Delegate.
· The WI-MN AHDI Treasurer shall serve a one-year term, not to exceed re-election for more than 3 consecutive terms.

Treasurer Funding:  

· WI-MN AHDI funds the Treasurer’s expenses as indicated in the policies for Board of Directors funding.

· Funding includes waiving of registration fee for the WI-MN AHDI annual meeting, if funds are available.

WI-MN AHDI Immediate Past President:
Qualifications for holding office:

Individual professional member with mailing address within the designated boundaries of Wisconsin or Minnesota.

Is an officer and receives all privileges of an officer of the Board.


Duties of the WI-MN AHDI Immediate Past President:


(    Shall act as Board liaison to other related associations.
· Shall act as parliamentarian (upon appointment by the President).

· May serve as Chapter Representative on the Board, if a member of a chapter.

· Serves as third Alternate Delegate.
· Chairs the Bylaws and the Policy and Procedures Committees. Reviews the Bylaws and the Policies and Procedures manual and makes recommendations to the Board for revision throughout the year via e-mail.  Proposed revisions are further discussed and voted on by the Board at regularly scheduled meetings or via e-mail vote.
· Orients new President to all materials and duties.


Immediate Past President Funding:
· WI-MN AHDI funds the immediate Past President’s expenses as indicated in the policies for Board of Directors funding.

· Funding includes waiving of registration fee for the WI-MN AHDI annual meeting, if funds are available.


WI-MN AHDI Delegates:
Qualifications for holding office:

Individual professional member with mailing address within the designated boundaries of Wisconsin or Minnesota.

Duties of the WI-MN AHDI Delegates:
When WI-MN AHDI has more than one Delegate, all duties will be divided equally,

· Represents WI-MN AHDI at the AHDI House of Delegates meetings.  
· Investigates the pros and cons of the House of Delegates agenda issues affecting WI-MN AHDI and AHDI.

· Communication regarding attendance at AHDI House of Delegates must be made to the Alternate Delegate two months prior.

· Reports disposition of House of Delegates agenda issues to WI-MN AHDI membership by addressing the WI-MN AHDI annual business meeting and reporting to members through WI-MN AHDI Update.

· Attends all HOD meetings/webinars or makes arrangements for an Alternate Delegate to attend. Accepts appointment to AHDI councils and committees.

· Maintains an open and available line of communication with constituent members.

· Visits at least one symposium/chapter meeting of each member chapter per two-year term, if possible. A yearly summary of visit(s) will be submitted to the President by December 31 of each year.

· Must assure that all information received prior to the seating of the House of Delegates is sent to the Alternate Delegate(s) to keep them informed on agenda items.

· May serve as Chapter Representative, if a member of a chapter.

· Informs members of agenda items prior to the seating of the House of Delegates. If more than one Delegate, will perform alternately.

WI-MN AHDI Delegate Visibility:
· Will be present at the WI-MN AHDI annual meeting and give a presentation to the membership.

· Will contact the President of each chapter either by phone, by e-mail, or by attending a symposium/chapter meeting of each chapter as often as needed, but at least twice during the delegate’s term.

· Will routinely communicate with other state/regional association Delegates on AHDI issues.

WI-MN AHDI Delegate Accountability:
Reports first to the President, as necessary, then to the Board of Directors at meetings, then to members through the WI-MN AHDI Update and at the WI-MN AHDI annual meeting.

WI-MN AHDI Delegate Funding:
· Expenses to the AHDI House of Delegates meeting will include the lowest available fare airline ticket, ground transportation (taxi, bus, shuttle), parking, early annual meeting registration, one-half the cost of a double-occupancy room for the length of the annual meeting and House of Delegates.  Reimbursement for meals and miscellaneous expenses will be provided with receipts submitted to the Treasurer, not to exceed $40 per day.  Funding of expenses is void if delegate does not fulfill duties/obligations as listed above.

· The Delegate(s) shall attend the AHDI Leadership Session at the AHDI annual meeting, the cost of the Leadership Session shall be paid by WI-MN AHDI.
· Incidental expenses paid for by WI-MN AHDI to include printing costs, postage, and any special materials needed by the Delegate while serving on any AHDI council or committee when these expenses are not reimbursed by AHDI.

· WI-MN AHDI funds the Delegate’s expenses as indicated in the policies for Board of Directors’ funding.

· Funding includes waiving of registration fee for the WI-MN AHDI annual meeting, if funds are available.

· The Delegate pays any expenses above the per diem and expenses listed above. Any registration to out-of-region chapter meetings or other state/regional association meetings is the responsibility of the Delegate.

· WI-MN AHDI pays mileage and lodging to attend one meeting/symposium of each chapter per two-year term. Mileage reimbursement is $0.35 per mile. It is suggested that the host chapter waive any registration fees for the delegate.

Duties of WI-MN AHDI Alternate Delegates:
· It is the responsibility of the Delegates to notify the Alternate Delegates in succession, if unable to attend the House of Delegates annual meeting.

· The First and Second Alternate Delegates shall attend the AHDI Leadership Session

· Delegate succession will be as follows:


First Alternate Delegate – President 


Second Alternate Delegate – Vice President

Third Alternate Delegate – Immediate Past President


Fourth Alternate Delegate – Secretary


Fifth Alternate Delegate - Treasurer

WI-MN AHDI Newsletter Committee Chair/Editor:
Qualifications for position:

Is appointed by the President.
Individual professional member with mailing address within the designated boundaries of Wisconsin or Minnesota.


Duties and Responsibilities of the Newsletter Committee Chair/Editor:
· Solicits articles and compiles the newsletter, WI-MN AHDI Update.
· Obtains approval of the President for all contents of the newsletter.

· Responsible for publication and forwarding to the Webmistress/Webmaster for inclusion on the website

· Documents expenses, which are submitted to the Treasurer for reimbursement.

· Prepares and mails election ballots and biographies of candidates.

Newsletter Committee Chair/Editor Funding:
· WI-MN AHDI funds the Newsletter Editor expenses as indicated in the policies for Board of Directors funding.

· Funding includes waiving of the registration fee for the WI-MN AHDI annual meeting, if funding is available.

Student Liaison:

Qualifications for holding office:

Student member of AHDI with mailing address within the designated boundaries of Wisconsin or Minnesota.
Is appointed by the President.
Enrolled in a technical school in Wisconsin or Minnesota or an approved AHDI on-line educational setting.

This office will be rotated between Wisconsin and Minnesota.  This person will be from the state where the annual convention will be held.

Duties and Responsibilities of the Student Liaison:  

(    Will be the voice of all medical transcription students in Wisconsin and Minnesota.  
(     Attend scheduled AHDI BOD meetings and come prepared to discuss student issues.  An           assigned BOD member would assist in setting up appropriate contacts at various schools            throughout Wisconsin and Minnesota, also assist with the development of potential                      questions to ask, input we are looking for, etc.

(     Student Liaison contact information would be placed on the WI-MN AHDI website for         

      students to submit questions, concerns, etc., which will in turn be brought to the BOD 
      meetings.  

(     Create and submit an article for the WI-MN newsletter at least twice throughout the year.

(     Encouraged to attend HOD/free AHDI webinars regarding membership, benefits, fireside             chats, etc. 

Student Liaison Funding:

· WI-MN AHDI funds the Student Liaison expenses as indicated in the policies for Board of Directors funding.

· Funding includes waiving of the registration fee for the WI-MN AHDI annual meeting, if funding is available.
Webmistress/Webmaster

Qualifications for holding office:

Is appointed by the President.

Individual professional member with mailing address within the designated boundaries of Wisconsin or Minnesota.

Duties and Responsibilities of the Webmistress/Webmaster:
Maintains the WI-MN AHDI website and performs other duties as requested by the WI-MN AHDI Board of Directors.

Webmistress/Webmaster Funding:

Funding includes waiving of the registration fee for the WI-MN AHDI annual meeting, if funding is available.

Advocacy Liaison
Is appointed by the President.

Individual professional member with mailing address within the designated boundaries of Wisconsin or Minnesota.

Duties and Responsibilities of the Advocacy Liaison:
Promotes and coordinates national and state advocacy events.
Advocacy Liaison Funding:

· Funding includes waiving of the registration fee for the WI-MN AHDI annual meeting, if funding is available.
Chapter Representatives to the WI-MN AHDI Board of Directors:
· Chapter Representatives are appointed or elected, one from each chapter, to attend the WI-MN AHDI Board of Director meetings.  A Chapter Representative may also be a WI-MN AHDI officer.

· A Chapter Representative who is unable to attend a Board of Directors meeting MUST make alternate chapter representation arrangements, i.e., Chapter President, to attend said meeting. This is necessary to assure a continuity of communication between the WI-MN AHDI BOD and the chapters located in the WI-MN AHDI region.

· Each regional chapter pays the expenses (transportation, lodging if necessary, and meals) or per diem, for one of its members to serve on the WI-MN AHDI Board of Directors as the Chapter Representative, to attend all regularly scheduled Board of Directors meetings per year. 

· Chapter Representative will submit a chapter roster, slate of officers, and identify the name, address, and phone number of the Chapter Representative and Newsletter Editor for the following year, to the WI-MN AHDI President no later than January 15th.
· Each chapter shall send a copy of their newsletter to the WI-MN AHDI President, Newsletter Editor, and Delegate(s) beginning in January of each year.

Duties of the WI-MN AHDI Chapter Representative:
· Presents the concerns and protects the interests of their chapter component association.

· Considers, determines, and helps execute long- and short-range plans for the continued growth and financial stability of WI-MN AHDI.

· Reports back to their respective chapters on the activities of the Board of Directors.

· Ascertains that the chapter has submitted the roster and slate of officers, identifies the Chapter Representative, and Newsletter Editor for the next year.

· Also ascertains that copies of their chapter newsletter are sent to the AHDI President, AHDI Administrative Office, AHDI Board Partner, and the WI-MN AHDI Board of Directors, WI-MN AHDI Newsletter Editor, and WI-MN AHDI Delegate(s).

· Completes other duties as assigned for the successful management of the annual meeting.

· Accepts and carries out all committee assignments for respective chapter.

· Serves on the Bylaws Committee.

Chapter Representative Funding:
Each local chapter within WI-MN AHDI pays the expenses (transportation, lodging if necessary, and meals) or per diem, for one of its members to serve on the WI-MN AHDI Board of Directors as Chapter Representative and to attend all regularly scheduled Board of Directors meetings.  As stated above, if funding is available, all Board members will have their registration fee waived for the WI-MN AHDI annual meeting. Available funding will be discussed at the third Board meeting.  (Waiver of annual meeting registration fee is contingent upon the Board member having attended all previous WI-MN AHDI Board meetings that year, unless the absence has been excused by the WI-MN AHDI President.)

WI-MN AHDI On-Site Annual Meeting Coordinator(s):
· One on-site Annual Meeting Coordinator is designated as a voting member of the Board of Directors.  During the Board of Directors meeting held during the annual meeting, the next year’s Annual Meeting Coordinator will be invited by the President to attend.  

· The Coordinator may also serve as Chapter Representative on the Board of Directors.

· The On-Site Coordinator(s) (up to two) is/are appointed by the sponsoring chapter. This process should be put in place two years prior to each scheduled annual meeting to ensure adequate planning and publicity.

Duties of WI-MN AHDI On-Site Annual Meeting Coordinator(s):
· Supervises arrangements with the convention facility.

· Establishes committees requiring local membership involvement.

· Reports to the Board of Directors on annual meeting. Presents options concerning speakers, menu, anticipated costs and all other related planning for the annual meeting at  the second Board of Directors meeting of the year.

· Arranges for the second Board of Directors’ meeting of the year to take place at the convention site and extends invitations to the Board members. 

· Arranges for a tour of the facility (meeting rooms, sleeping rooms, dining rooms), as well as a meal at the second BOD meeting so the quality of the food, service, etc. can be sampled.
· Arranges for the fourth Board of Directors’ meeting to take place during the WI-MN AHDI annual convention.

· Maintains convention materials for use by the next year’s Coordinator(s).

· Registration fee is waived for the annual meeting’s on-site Coordinator(s) for up to a total of two coordinators.

· One complimentary room for two nights for the on-site Coordinator(s) (unless this is provided by the facility).  

· Contacts potential vendors/exhibitors.  As part of this contact, will distribute information to all vendors regarding Corporate membership.
· The amount charged for vendor booths is determined by the Board of Directors at the last BOD meeting of the year for the next year’s annual meeting.

· Assures that CEC approval has been obtained from AHDI for the annual meeting presentations. Copies of the application and approval forms will be forwarded to the Secretary to be kept on file.

· Registration fees for convention attendees will be determined by the Board of Directors at the on-site meeting, based on the host chapter’s annual meeting expense report compiled after meeting with the hotel contact person(s).

· The on-site Coordinator(s) shall provide an annual meeting summary for use by the Board of Directors and the next year’s on-site Coordinator(s). Convention materials shall be forwarded to the next year’s on-site Coordinator as soon as possible following the conclusion of the annual meeting. These include the WI-MN AHDI banner, WI-MN AHDI pins, and accessories for the WI-MN AHDI booth at the annual meeting. Invitation to be extended to next year’s on-site Coordinator(s) to attend WI-MN AHDI convention Board meeting.

Cert Connector:

· The Cert Connector is an ambassador of good will and promotes RMT/CMT certification.
· The Cert Connector has AHDI handouts to distribute to interested parties.
· The Cert Connector provides a report to the WI-MN AHDI Board of Directors and to the membership at the WI-MN AHDI Annual Meeting.  The Cert Connector may also submit articles for publication in WI-MN AHDI Update.

· WI-MN AHDI funds the Cert Connector expenses as indicated in the policies for Board of Directors funding.

· Funding includes waiving of the registration fee for the WI-MN AHDI annual meeting, if funding is available.

WI-MN AHDI NEWSLETTER GUIDELINES
The WI-MN AHDI newsletter, WI-MN AHDI Update, is published and distributed via USPS (first 

quarter) and electronically (all other quarters).

The newsletter is to be published quarterly according to the following schedule:

· March, distributed via USPS - (January-March)

· June, distributed electronically - (April-June)

· June/July - Early-bird convention registration as a separate mailing. 



(To be done by the convention host chapter.)

· September, distributed electronically - (July-September) This issue to include convention registration with elimination of early-bird date and nomination forms for next year’s slate of officers.  

· October- Election ballots with biographies of candidates as a separate mailing and by e-mail and/or link on website

· November, distributed electronically - (October-December) Election results included in this issue.

Deadline for all newsletter articles is the second week of the second month of each quarter.

Newsletter distribution: WI-MN AHDI members, other state/regional association Presidents, AHDI President, AHDI Administrative Office, and AHDI Board Partner and those with paid subscriptions.  WI-MN AHDI Chapter Representatives will help facilitate distribution of the WI-MN AHDI newsletter in their areas.

The President shall review the content of the newsletter for accuracy before publication.

The newsletter may be used to promote other regional association activities or sale items.

WI-MN AHDI Newsletter Editor shall receive any prize monies from any contests entered.

Advertising should be solicited from interested vendors and service owners, as well as employers.

Newsletter layout to include the following:

· Calendar of events.

· AHDI Board Partner and WI-MN AHDI BOD names with phone numbers and addresses including fax numbers and e-mail addresses. These are requested at the January/February BOD meeting.

· List of Chapter Presidents and Representatives (at least once a year).

· President’s message.

· Highlights of BOD meetings.

· Delegate’s message.

· Cert Connector’s message or information.

· Treasurer’s report.

· Information on WI-MN AHDI annual meeting, when pertinent, (as well as separate registration mailing).

· Notification of AHDI and AHIMA events (gratis advertising).

· Any items from AHDI that they may want publicized.

· Other columns and articles related to medical transcription.

· Work-wanted ads from practitioners will be printed gratis on an available basis.

Advertising prices will be as follows:


Business card-size ad - $15/Month or $150/year


1/8th page ad - $25/month or $250/year


$50 - quarter-page ad.


$100 - half-page ad.


$200 - full-page ad.

Corporate members may place one ad in the mailed newsletter free-of-charge (limited to a 1/4-page ad).

Refer to section on membership categories.

The above advertising policy applies to the newsletter, website, and convention program advertising, with the exception that corporate members may place a full-page ad in the convention program.

WI-MN AHDI ANNUAL MEETING GUIDELINES

Each chapter component association is requested to not schedule a symposium or major event within thirty (30) days before or after the WI-MN AHDI annual meeting.

Annual Meeting Registration Forms and Program:

Early-bird registration forms are sent in June/July. Then, a registration form and program without the early-bird rate is included in the July-Sept newsletter. Registration form should include 1-day only registration, i.e. Friday or Saturday.  This form is the responsibility of the convention host chapter.

Registration form and program are sent to all WI-MN AHDI members individually and via the newsletter, website, to state/regional association presidents, the AHDI President, the AHDI Administrative Office, transcription supervisors/managers in hospitals and clinics in the area of the annual meeting, medical transcription services and teaching facilities in the area, and also to active AHDI members in nearby states, when deemed feasible or on request.

AHDI Corporate members may send up to six of their MTs to attend the WI-MN AHDI Annual Meeting at the discounted rate, i.e., member rate.  

Speakers and WI-MN AHDI Board Partner shall receive a letter of invitation and copy of the program.

Exhibitors/vendors shall receive a letter of reminder and program.

Annual Meeting Publicity/Promotion:

Local newspapers and television and radio stations “calendar of events” can be contacted for local promotion.

The local convention bureau can be contacted to help with the event, as they sometimes will provide bags, brochures, name tags, etc.

Neighboring state/regional associations can be asked to promote the WI-MN AHDI annual meeting in their newsletters.

Annual Meeting Program:
The WI-MN AHDI annual meeting is held typically the first or second weekend of October annually.  There is a loose agreement of circulating the site of the annual meeting through all of the chapter sites, if a chapter component association feels it can volunteer to take on the responsibility of sponsoring the annual meeting.

The average number of continuing education credits (CECs) is 10 to 12. The average annual meeting attendance is approximately 125-150.

A local convention center/hotel with appropriate meeting rooms and moderately priced accommodations will be selected.

A typical annual meeting program consists of CECs, Friday evening reception/banquet (with optional entertainment), annual business meeting, and Board of Directors meeting.

All chapter component associations are assigned annual meeting duties by the Board of Directors at the second WI-MN AHDI BOD meeting of the year. The Chapter Representative/President is accountable for fulfillment of assigned chapter duties.

The final WI-MN AHDI BOD meeting of the year is held during the WI-MN AHDI annual convention.  
Each chapter/component association will contribute at least one door prize.  All Board members are encouraged to solicit additional door prizes. All door prizes should be appropriately marked with the donor so that acknowledgment may be publicly given.

The federal IRS requires that all requests for donations and contributions include the following statement: “Contributions or gifts to WI-MN AHDI are not tax deductible as charitable contributions for federal income tax purposes; however, they may be tax deductible as ordinary and necessary business expenses.”

The host chapter will receive a stipend of $75 from WI-MN AHDI as a token of appreciation.    

At least one chapter will staff the on-site registration table. The treasurer accepts mail-in registrations and communicates the results in the form of a list to the on-site Coordinator(s).

Other chapter component association responsibilities include:

· Staffing of WI-MN AHDI booth (next year’s host chapter) to include WI-MN AHDI pin sales.

· Coordination of awarding door prizes.

· Coordination of the silent auction (if held).  

· Speaker gifts and other awards.  

Responsibilities of the Coordinator/host chapter component association include the following:

· Reception/banquet entertainment (if offered).  

· Posters and signs.

· Publicity.

· Hostesses/hospitality.

· Program speakers.

· Speaker release forms and certificates.

· Submission of CEC forms to AHDI.

· Vendors/exhibitors/chapter tables.

· Coordinates the printing of registration forms, programs, name tags, post-convention surveys.

· Assigns a timekeeper and door monitor to greet latecomers and the next speaker.

· Assembles registration packets and convention program with assistance from the WI-MN AHDI Board.  

The host chapter may solicit assistance from other chapters to accomplish these duties.  

Vendor fees will be set at the Board meeting held during the annual meeting for the following

year and communicated to the next year’s host chapter.  

WI-MN AHDI corporate members may receive an exhibit space at one-half of the current rate and are also encouraged to sponsor an annual meeting activity. Corporate members are also entitled to a free full-page ad in the annual meeting program.

Exhibitors/vendors are to sign a contract and pay their rental fees in advance.

Chapter component associations may reserve exhibit space free of charge; however, the Board of Directors should approve promotional items.

Speakers should receive a gift (approximate value of $20 to $25). They should also receive a certificate of appreciation signed by the WI-MN AHDI President.  Any other speaker reimbursement arrangements will require approval by the WI-MN AHDI Board.  

A member of the host chapter will send a thank you note to all speakers after the annual meeting.

The WI-MN AHDI Secretary will obtain the CEC application and approval forms the Convention Coordinator(s) to keep on file for three years.

Annual meeting program ad prices:


Please see newsletter guidelines section.

The host chapter should submit receipts for all expenses to the WI-MN AHDI Treasurer.  

WI-MN AHDI DISTINGUISHED MEMBER AWARD

Criteria: 

WI-MN AHDI practitioners, who are in good standing, are encouraged to nominate eligible individuals for the Shari Marshall Award for Distinguished Service in WI-MN AHDI. Nomination form will be included the second or third quarter newsletter. Completed nomination forms should be submitted to the WI-MN AHDI President by the established deadline. Selection of the distinguished member will be made from among those nominated via a secret ballot of the WI-MN AHDI Board of Directors and will be presented during the WI-MN AHDI annual meeting.

Requirements:

· The nominee must be a practitioner member of AHDI/WI-MN AHDI for at least three consecutive years.

· The nominee must bring recognition to the medical transcription profession.

· The nominee must exemplify exceptional or outstanding service to AHDI/WI-MN AHDI.

· The nominee must demonstrate a consistent pattern of outstanding professional achievement.

A nomination form is included in the files of the newsletter chair/editor.

WI-MN AHDI ACHIEVEMENT AWARD
This award is given for excellent achievement at a local chapter level. 

A framed certificate and corsage to be presented and given by the convention coordinator.

Other awards are at the discretion of the Board of Directors.
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