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1. PREAMBLE

The organisational structure of PAC shall be as outlined below:
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EXECUTIVE COMMITTEE - Terms of Reference 

PAC shall have an Executive Committee as laid down in Section 9 of the PAC Memorandum of Understanding (MoU).  The role of the Executive Committee is to implement the policies of the Plenary and to manage the operations of PAC between the meetings of the Plenary.

The Executive Committee shall report to each PAC Plenary Meeting.

1.
TERMS OF REFERENCE

· To implement PAC policy and management and further the objectives, aims and tasks of PAC, between meetings of the PAC Plenary;
· To facilitate exchange of information on the development and operation of accreditation systems;
· To facilitate participation in meetings of PAC; 
· To manage a program to establish and maintain mutual confidence between Signatories to the PAC MLA, and accreditation bodies or regional groups of accreditation bodies that cannot become members of PAC;
· To ensure the application of PAC’s principles in the field of accreditation of certification bodies and similar organisations in accordance with the provisions of the PAC MoU;
· To manage the PAC relationship with IAF and regional accreditation bodies under the auspices of IAF;
· To develop criteria and procedures for bilateral agreements between the group of Signatories to the PAC MLA and accreditation bodies or regional systems of accreditation bodies that cannot become members of PAC;

· To oversee the adoption by PAC of applicable IAF application and procedures documents and applicable IAF/ILAC A series documents, and amendments to them as necessary to meet the needs of PAC;

· To draft proposals concerning the policy of PAC;
· To establish, oversee and co-ordinate the operation of subordinate committees as necessary to carry out the work of PAC, and to appoint the Chair and Vice-Chair of each subordinate committee;
· To provide Management Review for the operations of PAC and to submit an annual Management Review Report to the PAC Plenary; 
· To prepare a budget for the operations of PAC, and recommendations as to the fees to be contributed by members of PAC each year, to be submitted to the PAC Plenary for ratification each year in advance;
· To oversee the operations of the Secretariat and, in particular, to ensure that the approved budget is adhered to, and that any additional expenditure is approved by the Plenary;
· To arrange for a financial audit of the PAC accounts on an annual basis;
· To ensure that PAC co-operates with counterpart groups in other international organizations;
· To co-operate with other relevant bodies in the field of conformity assessment, including APEC Specialist Regional Bodies;
· To maintain communication and co-operation with other international organizations;
· To exchange information with accreditation bodies, certification bodies and similar organizations, and their customers, standards development bodies, and other relevant bodies.
2.
MEMBERSHIP

· Chair:  The Chair of PAC will also serve as the Chair of the PAC Executive Committee.
· Vice-Chair:  The Vice-Chair of PAC will also serve as the Vice-Chair of the PAC Executive Committee.
· Members:  Four members of the PAC Executive Committee will be elected from Full Members of PAC.  One or two members shall be elected from Associate Members that meet one of the requirements of clauses 4.1.2.3 or 4.1.2.4 of the PAC MoU.  If two members are from Associate Members then one must represent each of the categories at 4.1.2.3 and 4.1.2.4. 

· No more than one representative from any one economy shall serve on the Executive Committee at any one time.

3.
MEETING FREQUENCY

· The Executive Committee shall meet as frequently as is necessary to conduct the affairs of PAC.  Meetings of the Executive Committee shall be called by the Chair, or, if not available, the Vice-Chair.

4. 
QUORUM
· The quorum for a meeting of the Executive Committee shall be four elected members present, of whom at least one shall be the Chair or the Vice-Chair.

5. 
VOTING
· The Executive Committee shall seek to make all decisions by consensus. If a vote is necessary a two third majority of the members present at a meeting at which a quorum is present shall determine the decision.

· Each member of the Executive Committee has one vote; the Chair has a casting vote.

6. 
TERM OF SERVICE
· The term of office of each member elected to the PAC Executive Committee is no more than two full three-year terms, or in the case of having served partial terms, a total of six years, except with the approval of the Plenary.  
· Should a member of the Executive Committee resign or be unable to continue serving for any reason, in the period between meetings of the Plenary, the Executive Committee may appoint a person to serve as a member of the Executive Committee until the next meeting of the Plenary.  A person so appointed shall stand down at the next meeting of the Plenary, and an election shall be held to fill the vacant position.
FINANCIAL OVERSIGHT COMMITTEE - Terms of Reference 

The role of the Financial Oversight Committee is to review PAC financial reports in accordance with the approved budget and to report the results to Plenary.

1. 
TERMS OF REFERENCE 
· The Financial Oversight Committee shall, at least one month prior to each Plenary Meeting, review the financial activities of PAC since the previous Plenary Meeting;

· The Financial Oversight Committee shall report to the Plenary Meeting each year, and may make such recommendations to the Plenary Meeting as it sees fit;

· The Financial Oversight Committee shall recommend to the PAC Plenary to approve formally PAC’s financial performance in the last financial year;
· The Financial Oversight Committee shall have free access to all relevant information from the Executive Committee.

2. 
MEMBERSHIP 
· The membership of the Financial Oversight Committee (maximum 2 persons) shall consist of persons nominated by the Members at a Plenary Meeting to represent members of PAC, subject to the following -

· No member may nominate more than one person to serve on the committee;

· No person serving on the committee shall be a member of PAC Executive Committee.

3. 
MEETING FREQUENCY
· The Financial Oversight Committee may meet as it sees fit, or conduct its deliberations by electronic means.

· The Financial Oversight Committee may meet with the members of the Executive Committee in the days prior to the Plenary Meeting at the same location.

4. 
QUORUM

· Not applicable
5.
VOTING

· The Financial Oversight Committee shall seek to make all decisions by consensus. If consensus cannot be reached the members shall refer the issue to the PAC Chair for a determination.

6.
TERM OF SERVICE

· The term of service is for three years. Upon expiration of their terms, members shall continue to serve until a replacement is appointed. Only one consecutive term may be served by a representative of a member body with a break of one full term required before additional reappointment from that body;

· Should a member of the Financial Oversight Committee resign or be unable to continue serving for any reason before the end of his / her term of office, the Executive Committee may appoint a person to serve as a member of the Financial Oversight Committee who shall hold the position until the next meeting of the PAC Plenary.

PAC QUALITY MANAGER - Terms of Reference

The role of the Quality Manager is to ensure the effective operation of the management system in accordance with the IAF / ILAC A1 document.

1. 
TERMS OF REFERENCE 
· Ensure that the quality system is established, implemented and maintained in accordance with the PAC mission, policies and objectives.

· Oversee and be responsible for the overall operation and implementation of the management system. 

· Supervise the updating and maintenance of the controlled documents and documented procedures.

· Manage the implementation of the internal audit in accordance with PAC-EXEC-007.

· Ensure that corrective and preventive actions are taken in order to improve the operation of the quality system.

· Ensure that management review is conducted in accordance with the requirements of PAC-EXEC-007.
· Report on the performance of the management system to the Executive Committee and to the Plenary.

2. 
MEMBERSHIP 

· Not applicable
3. 
MEETING FREQUENCY
· Not applicable
4. 
QUORUM

· Not applicable
5.
VOTING

· Not applicable
6.
TERM OF SERVICE

· The PAC Quality Manager is appointed by the Executive Committee.

· The term of service is for three years initially and may be renewed for a further period subject to the discretion of the Executive Committee.

MLA GROUP - Terms of Reference 

The role of the MLA Group is to implement and oversee the operations of the PAC Multilateral Recognition Arrangement (MLA).

The MLA Group shall report to each PAC Plenary Meeting.

TERMS OF REFERENCE
· To receive and review Evaluation Summary Reports submitted by the MLAMC and to approve the admission, suspension, and withdrawal of PAC MLA membership;

· To review the PAC Teamlist document, containing the names of all PAC team leaders, team members and trainees.  The list shall be submitted to the MLA Group by the MLAMC for annual review;

· To exchange information and experiences and to promote the PAC/IAF MLA framework;

· To monitor and record MLA membership activities.
2.
MEMBERSHIP
· Chair:  The Chair of the PAC MLA Group is appointed by the Executive Committee from amongst the membership of the Group.
· Vice-Chair:  The Vice-Chair of the MLA Group shall be appointed by the PAC Executive Committee from amongst the membership of the Group.

· MLA Group Members:  Each Signatory to one or more PAC MLAs is entitled to nominate one representative per organisation to be a member of the MLA Group.
· Non-voting Participants:  Each MLA Group member may be accompanied by one non-voting participant to MLA Group meetings. Other non-voting participants may be invited at the discretion of the Chair.
· All members are required to sign a confidentiality statement.

3.
MEETING FREQUENCY

· The MLA Group shall meet as frequently as is necessary to perform its functions.  

· The meetings shall be called by the Chair of the MLA Group.

4.
QUORUM
· The quorum at a meeting shall be at least 50% of the nominated representatives of MLA Signatory members, of whom one shall be the Chair or the Vice-Chair of the MLA Group.

5.
VOTING

· The MLA Group shall seek to make all decisions by consensus.  If a vote is necessary it shall be based on a minimum two-thirds majority vote of the MLA Group members present.
· Voting may be accomplished through letter ballot or other communication means to record the vote of each MLA Group member.

· Only positive and negative votes will be counted to determine the decision and votes of “abstain” will only contribute to the quorum. Conditional votes will not be counted as abstentions.  
· Each member of the MLA Group has one vote; the Chair has a casting vote when there is no representative from the organisation the Chair belongs to;

6.
TERM OF SERVICE

· The term of service of each participant in the MLA Group shall be determined by the member that he or she represents.  Members are required to notify the Secretariat in writing if there is a change to their representative or liaison officer.

· The term of service of the Chair of the MLA Group is 3 years, running concurrently with his or her Chairmanship of the MLAMC.
PAC MLA MANAGEMENT COMMITTEE - Terms of Reference 

The role of the PAC MLA Management Committee is to manage the operations of the PAC Multilateral Recognition Arrangement (MLA) programmes in accordance with the respective PAC policies and procedures.
TERMS OF REFERENCE
· To plan and manage the implementation and maintenance of the PAC MLAs among PAC Accreditation Body Members, based on peer evaluation demonstrating the equivalence of the operations of their Accreditation Systems against the relevant ISO/IEC Standard/Guide and IAF/PAC Guidance in accordance with IAF/PAC Policies and Procedures;

· To manage the evaluation and re-evaluation programme based on periodic visits to applicants and / or Signatories to the MLA;

· To resolve complaints between applicants / members and the peer evaluation teams arising from the peer evaluation process;

· To make recommendations to the PAC MLA Group for acceptance, withdrawal, retention or suspension of Membership to the MLA;

· To keep a current list of PAC MLA team leaders and team members for the MLA peer evaluation process;

· To evaluate nominated team leaders and team members and approve their appointment / promotion as evaluators for the peer evaluation process;

· To maintain and publish the list of Signatories to the MLA;

· To analyse the demand for peer evaluator training and coordinate peer evaluator training / workshops.
· To appoint PAC members for service on the IAF MLA Management Committee in accordance with Addendum to these Terms of Reference. 

2.
MEMBERSHIP
· Chair: The Chair of the MLA Group will also serve as the Chair of the MLAMC.
· Vice-Chair:  The Vice-Chair of the MLAMC shall be appointed by the PAC Executive Committee from amongst the other 4 members of the Committee.

· Members: There will be four members. They will be elected from MLA Signatories by the MLA Group.
· Non-Voting Participants: There will be up to four non-voting participants. One is the immediate past Chair of the PAC MLAMC; the second is the PAC Quality Manager, the third represents non-MLA Signatory Accreditation Bodies; and the fourth represents the non-Accreditation Bodies of Associate Members. The last two non-voting participants are appointed by the Executive Committee in consultation with their respective member bodies. 

· All members and non-voting participants are required to sign a confidentiality agreement.

3. 
MEETING FREQUENCY
· The MLAMC shall meet as frequently as is necessary to manage MLA activities. The meetings shall be called by the Chair of the MLAMC.

4. 
QUORUM

· The quorum at a meeting of the MLAMC shall be four voting members present, of whom at least one shall be the Chair or the Vice-Chair of the MLA Management Committee.

5.
VOTING

· The MLAMC shall seek to make all decisions by consensus. If a vote is necessary the votes of the majority of the members present at a meeting at which a quorum is present shall determine the decision;

· Each member of the MLAMC has one vote; the Chair has a casting vote;

6. 
TERM OF SERVICE

· The term of service of the Chair of the MLAMC is 3 years, running concurrently with his or her Chairmanship of the MLA Group.
· The term of service for members of the PAC MLAMC is three years. Upon expiration of their terms, members shall continue to serve until a replacement is appointed. A maximum of two consecutive terms may be served with a break of one full term required before additional reappointment;

· Should a member of the PAC MLAMC resign or be unable to continue serving for any reason before the end of his/her term of office, the Executive Committee may appoint a person to serve as a member of the PAC MLAMC who shall hold the position until an election by the MLA Group.

ADDENDUM
NOMINATION OF PAC REPRESENTATIVES TO THE IAF MLA MANAGEMENT COMMITTEE

The PAC MLAMC will undertake the following process to nominate PAC members for service on the IAF MLA Management Committee:

1.
Chair of the MLAMC advises all MLA group members of the vacancy and calls for nominations;

2.
Nomination period is 30 days, however the Chair of the MLAMC may shorten this period to 15 days if necessary;

3.
Nominated candidates must have experience managing operational activities within an AB;

4.
The Chair of the MLAMC contacts nominees for confirmation that they are able to accept the position and to allocate sufficient time / resources to it, if they are elected;

5.
The Chair of the MLAMC prepares a voting ballot noting the name of the relevant committee and the names of nominees;

6.
MLA Group members have a 30 day period to vote (may be reduced to 15 days if an unexpected vacancy occurs);

7.
At the end of the ballot period, if a 2/3 majority of members has voted, the Chair advises the result to the MLA Group and the PAC Executive Committee;

8.
Nominees are elected by a simple majority (over 50% of the vote); and
9.
The PAC Chair advises IAF of the successful candidate. 

TECHNICAL COMMITTEE - Terms of Reference

The role of the Technical Committee is to review technical issues and advise the PAC Executive Committee on procedures for the operation of the PAC Multilateral Recognition Arrangement (MLA).

1.
TERMS OF REFERENCE

· To review draft and / or published IAF guidance documents on the application of ISO/IEC Standards and Guides which relate to conformity assessment, accreditation and certification;

· To review draft and / or published IAF criteria and operational procedures for the entry of members into the MLA, including criteria and procedures for peer evaluation of accreditation bodies, and criteria and procedures for the suspension or withdrawal of membership in the MLA;

· To recommend adoption by PAC of IAF documents with amendments as necessary to meet PAC needs;

· To maintain and develop the PAC MLA based on the concept of equivalence of the operation of member bodies’ accreditation systems, and on the equivalence of the certificates of conformance and certificates of competence issued by bodies accredited by the member bodies of the PAC MLA;

· To consider questions relating to the operation of accreditation programs, and the need for development of guidance or criteria documents for such programs.  To make recommendations to the Executive Committee for submission to IAF, ISO/CASCO or other appropriate organizations on behalf of PAC for the development of such documents;

· To develop and manage a program for transfer of expertise and technical information among present and potential PAC members, and to economies in APEC which invite such assistance;

· At the request of the PAC Executive Committee, to canvass procedures and practices of PAC member bodies relating to accreditation.

2.
MEMBERSHIP

· Chair:  The Chair of the Technical Committee shall be appointed by the PAC Executive Committee from among the membership of PAC.

· Vice-Chair:  The Vice-Chair of the Technical Committee shall be appointed by the PAC Executive Committee from among the membership of PAC.

· Members:  The membership of the Technical Committee is limited to one delegate appointed by each PAC Member.  Members may be accompanied by advisers or other persons with the permission of the Chair.

3.
MEETING FREQUENCY
· The Technical Committee shall meet as frequently as is necessary to manage its activities;

· The meetings shall be called by the Chair of the Technical Committee.

 4. 
QUORUM 
· The quorum at a meeting shall be at least 50% of the nominated members, of whom at least one shall be the Chair or the Vice Chair.
5.
VOTING

· The Technical Committee shall seek to make all decisions by consensus. If a vote is necessary the votes of the majority of the members present at a meeting at which a quorum is present shall determine the decision;

· Each member of the Technical Committee has one vote; the Chair has a casting vote;

6
TERM OF SERVICE

· The term of service of each participant in the Technical Committee shall be determined by the member that he or she represents.  Members are required to notify the Secretariat in writing if there is a change to their representative or liaison officer.

· The term of service of the Chair of the Technical Committee shall be determined by the Executive Committee.
DEVELOPING PROGRAMS COMMITTEE - Terms of Reference
The role of the Developing Programs Committee is to support the development of new accreditation programs in the APEC Region.

1.
TERMS OF REFERENCE:

· To develop and manage a program for transfer of expertise and technical information, sharing of information, visits by regional experts, and similar activities identified to assist new or developing accreditation programs, among present and potential PAC members, and to economies in APEC which invite such assistance;

· To co-ordinate the organization and running of seminars, workshops and training courses related to the administration of accreditation programs;

· To develop training programs or additional explanatory notes on the application of IAF guidance and / or procedures documents which relate to management system product and persons certification, and accreditation;

· To monitor the needs of members of PAC in order to identify requirements for assistance or training, and to co-ordinate the provision of such assistance or training;

· To make recommendations to the PAC Executive Committee on the programs of assistance requiring the input of resources beyond those available to the Committee.

2. 
MEMBERSHIP

· Chair:
The Chair of the Developing Programs Committee shall be appointed by the PAC Executive Committee from among the membership of PAC. 

· Vice-Chair:  The Vice-Chair of the Developing Programs Committee shall be appointed by the PAC Executive Committee from among the membership of the Committee.

· Members:  The membership of the Developing Programs Committee is limited to one delegate appointed by each PAC Member.  Members may be accompanied by advisers or other persons with the permission of the Chair.

3.
MEETING FREQUENCY
· The Developing Programs Committee shall meet as frequently as is necessary to manage its activities;

· The meetings shall be called by the Chair of the Developing Programs Committee

4.
QUORUM 
· The quorum at a meeting of the Developing Programs Committee shall be 50% of members present, of whom at least one shall be the Chair or the Vice-Chair.

5.
VOTING

· The Developing Programs Committee shall seek to make all decisions by consensus. If a vote is necessary the votes of the majority of the members present at a meeting at which a quorum is present shall determine the decision;

· Each member of the Developing Programs Committee has one vote; the Chair has a casting vote;

6.
TERM OF SERVICE

· The term of service of each participant in the Developing Programs Committee shall be determined by the member that he or she represents.  Members are required to notify the Secretariat in writing if there is a change to their representative or liaison officer.

· The term of service of the Chair of the Developing Programs Committee shall be determined by the Executive Committee.
COMMUNICATIONS AND MARKETING COMMITTEE - Terms of Reference

The role of the Communications and Marketing Committee is to raise the awareness of the activities of PAC in the wider community. 

1. 
TERMS OF REFERENCE

· To prepare an Annual Communications Plan and Budget;

· To prepare communications releases, newsletters, invitations etc; 
· To revised the PAC promotional CD after each Plenary meeting;

· To recommend activities to promote PAC to all relevant stakeholders and prospective stakeholders;

· To prepare business plans and strategy proposals for approval of the PAC Executive Committee;

· To develop policies and procedures for the Communications and Marketing Committee;

· To liaise with professional business and strategy consultants as deemed appropriate;

· To perform any and all external communications as directed by the PAC Executive Committee from time to time;

· To monitor the use of the PAC logo; and
· To organise promotional activities as agreed by the PAC membership.
2.
MEMBERSHIP

· Chair:  The Chair of the Communications and Marketing Committee shall be appointed by the PAC Executive Committee from among the membership of the Communications and Marketing Committee.

· Vice-Chair:  The Vice-Chair of the Communications and Marketing Committee shall be appointed by the PAC Executive Committee from among the membership of the Committee.

· Members:  The membership of the Communications and Marketing Committee is limited to one delegate appointed by each PAC Member.  Members may be accompanied by advisers or other persons with the permission of the Chair.

3.
MEETING FREQUENCY
 
The Communications and Marketing Committee shall meet as frequently as is necessary to manage its activities. The Chair of the CMC Committee shall call the meetings.

4.
QUORUM

· The quorum at a meeting of the Communications and Marketing Committee shall be 50% members present, of whom at least one shall be the Chair or the Vice-Chair of the Communications and Marketing Committee.

5.
VOTING

 
The Communications and Marketing Committee shall seek to make all decisions by consensus. If a vote is necessary the votes of the majority of the members present at a meeting at which a quorum is present shall determine the decision;

 
Each member of the Communications and Marketing Committee has one vote; the Chair has a casting vote;

6. TERM OF SERVICE


· The term of service of each participant in the Communications and Marketing Committee shall be determined by the member that he or she represents.  Members are required to notify the Secretariat in writing if there is a change to their representative or liaison officer.

· The term of service of the Chair of the Communications and Marketing Committee shall be determined by the Executive Committee.
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