coordinates PAC affairs in
cooperation with other
executive members

presides at all meetings and
establishes meeting rules with
the executive members
prepares thhe agenda for all
meetings inNn consultation with
the executives

usually thhe primary contact

person for the PAC > = Ty

w1
= i

e assists thhe chairperson in
his/her responsibilities

records all financial transactions of
the PAC including receipt and
disbursement of funds

maintains and safeguards all
financial books and records of the
PAC

prepares and reports on financial
activity and financial position of the
PAC

assists with PAC budget preparation
ensures financial controls and
practices are in place.
usually a signing authority
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records minutes of regular and

executive meetings
presents minutes for adoption

at meetings
maintains a record of minutes

and correspondence





