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WORSHIPFUL COMPANY OF WORLD TRADERS
	
TERMS OF REFERENCE

TACITUS COMMITTEE


1. Composition:
Chairman  
The Master
The Senior Warden
The leader of the fundraising and sponsorship team who may or may not be the Chair of the Finance Committee
The leader of the communications team who may or may not be the Chair of the Communications Committee
The leader of the volunteer team
The Treasurer
The Clerk

2. Term of Office:
The members of the Committee shall serve for such period as agreed with the Chairman. 

3. Chairman:
The Chairman shall be nominated by the Master and confirmed by the Master & Wardens Committee. The tenure of the Chairman shall only in exceptional circumstances exceed a term of three consecutive years.
4. Functions of the Committee and its members:
The key function of the Committee is to bring together all parties involved in delivering the Tacitus lecture so as to oversee, co-ordinate and support preparations for the lecture and its effective delivery. Specific components are 
a) The identification of and engagement with the speaker is the responsibility of the Master. 
b) The Clerk makes the administrative arrangements for the event itself including maintaining a detailed timetable both for actions needed on the day and during the year to ensure all preparations are completed in a timely manner.
c) The leader of the fundraising and sponsorship team, in conjunction with the Master, Clerk and the leader of the communications team, develops, delivers and manages a plan for the sponsorship of the Tacitus Lecture and such other Tacitus associated events as shall be decided by the Master and Master Elect for their years. 
d) The Treasurer will ensure that committed sponsors make due payment to the Company, supported if necessary by the leader of the fundraising and sponsorship team
e) The Clerk will maintain a record of all the Tacitus sponsors.
f) The leader of the communications team is responsible for organising the PR and social media activities prior to, during and after the event including preparation of the brochure for distribution on the day.
g) The leader of the volunteer team will recruit, brief and manage members of the Company who volunteer to help on the day of the lecture with set up, clear down and greeting and directing attendees.
5. Meetings
Meetings shall be convened by the Chairman on a regular basis throughout the year. Meetings may be held online or in person.
6. Record of meetings
The Committee shall ensure that an agreed record of each meeting is taken by one of those present and submitted to the Master & Wardens Committee. 
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