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Chapter Annual Checklist

Overview

The purpose of the chapter annual checklist is to provide an outline of ongoing chapter
leader action items. This checklist is only a sample and chapter leaders should add
additional action items specific fo the chapter.

Questions? Contact HIMSS chapters staff or chapfers@himss.org.

Quick Links

e Accountability Reporting
o Chapterrequest form (collaboration, speaker, financial support)
e Chapter Leader Resource Area

e Email portal

Ongoing

o Let HIMSS staff know about your events. Send details fo chapters@himss.org to post on
the HIMSS calendar of events.

e Submit chapter board changes throughout the year to HIMSS staff or
chapters@himss.org

o Submit chapter request form for collaboration approval, speaker assistance, or
financial support

e Include chapters@himss.org on all mass email distributions

(July - September)

Submit Chapter Board List for Accountability Reporting | Due July 1

Update chapter email address forwarding and board group email (password set my
current owner) — this will be done by HIMSS staff if included in the Chapter Board List
submission

Update web and social presence

Chapter leaders review governance material, bylaws, role descriptions, and specific
chapter processes
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D Update chapter banking information and ensure a minimum of two signatories


mailto:chapters@himss.org
http://clra.himsschapter.org/Accountability-Reporting
https://surveys.himss.org/Checkbox/Survey.aspx?s=99cad66d3a984d2cb71ed44c8e4efee4
http://clra.himsschapter.org/
https://mail.himsschapter.org/index.php
mailto:chapters@himss.org
mailto:chapters@himss.org
https://surveys.himss.org/Checkbox/Survey.aspx?s=99cad66d3a984d2cb71ed44c8e4efee4
mailto:chapters@himss.org
https://surveys.himss.org/checkbox/6D160DEA-505C-4070-9D9E-AC1A42BC2228
http://clra.himsschapter.org/chapter-leader-emails
http://clra.himsschapter.org/bylaws-1

New chapter leaders utilize Chapter Leader Development resources (review
handbooks/onboarding document and attend Chapter Leadership Academy)

D Host board kick-off meeting and/or leadership retreat

D Notify membership and stakeholders of new chapter board

Submit Administrative Report for Accountability Reporting | Due August 1 (discuss with
chapter board awards submission through report)

D Attend Chapter Leader Exchange

Q2 (October - December)

D US chapters submit form 990 to IRS | Due November 15

D Submit Financials for Accountability Reporting | Due November 1

Q3 (January - March)

D Board meets to discuss election planning and develop timeline

Q4 (April - June)

Adhere to chapter’s election timeline for open call for nominations, election
processes, and announcement of winners/non-winners

D Submit new FY board list to HIMSS staff immediately following election

D Officer fransition and potentially host officer transition meeting

Chapter Annual Checklist Q


http://clra.himsschapter.org/chapter-leader-development
http://clra.himsschapter.org/board-management
https://surveys.himss.org/checkbox/F440C002-DAAA-4957-9BF8-A4E3F550CBF4
https://www.irs.gov/
https://surveys.himss.org/checkbox/F87A88CF-F6C8-454D-B9D6-237C3C1D81D0
http://clra.himsschapter.org/elections-board-transition

