HELP!  I’ve Been Elected to the PAC Executive
SD73 DPAC Training Session - October 28, 2008

Resources
1. BC School Act

2. Roles & Responsibilities of Executives (see Tab 7 – BCCPAC Leadership Manual)

3. Sample Duties of Executive & Representatives

4. PAC Interest Survey & Letter (2 Documents)
5. Executive Orientation – Sample Agenda

6. The Role of the Chair/Vice-Chair (see Tab 14 – BCCPAC Leadership Manual; VP Role)

7. Effective Meetings (see Tab 14 – BCCPAC Leadership Manual)

8. Developing the Agenda (see Tab 14 – BCCPAC Leadership Manual)

9. Sample Council Agendas (see Tab 14 – BCCPAC Leadership Manual)
10. Sample Agenda with Times

11. Why a Quorum? (see Tab 14 – BCCPAC Leadership Manual)

12. Committee Terms of Reference – Template and Sample

13. Tips for Conducting a Good Meeting (see Tab 14 – BCCPAC Leadership Manual)

14. Basics of Robert’s Rules of Order (includes “But these are too formal”)

15. Guiding Principles for Meetings and Consensus

16. Duties of the Treasurer

17. Financial Management (see Tab 15 – BCCPAC Leadership Manual)

18. Budgeting (see Tab 15 – BCCPAC Leadership Manual)

19. Reporting (see Tab 15 – BCCPAC Leadership Manual)

20. Sample Financial Documents & Forms (see Tab 15 – BCCPAC Leadership Manual)

21. Cash Handling
 (see Duties of the Treasurer)
22. Gaming Funds
 (see Duties of the Treasurer)

23. PST / GST Refunds
(see Duties of the Treasurer; GST Rebate Spreadsheet)
24. Responsibilities of the Secretary
25. Motions & When You Need Them (see Tab 14 – BCCPAC Leadership Manual)
26. The Art of Taking Good Minutes (see Tab 14 – BCCPAC Leadership Manual)
27. PAC Meeting Attendance Sheet Template
28. Minutes Template
29. Sample Minutes
30. Resolutions Consolidated
