



SAMPLE
Terms of Reference  
Committee: Rodeo Committee
General Purpose:

 To organize and operate a rodeo on behalf of the ________________________ Ag Society

Committee Composition 
Committee Chair 
· Reviews the terms of reference and mandate of the committee as outlined by the Board 

· Recruits an appropriate number of committee members to carry out the mandate 

· Orients members to the committee’s mandate and position in the organization 

· Calls committee meetings and develops agenda’s with the input of the members 

· Chairs committee meetings 

· Encourages members to participate 

· Keeps discussion on topic by summarizing issues 

· Guides the committee through its meetings to fulfill the committee’s purpose 

· Recognizes each member’s contribution to the committee’s work 

· Request assistance for  appropriate tasks from individual committee members 

· Knows staff members’ role on committees and makes sure they have an opportunity to be heard before recommendations are sent to the Board 

· Plans and evaluates the committee’s work with the help of the members 

·  Makes sure meeting minutes and other relevant information are recorded and filed with the Secretary of the Ag Society
· Reports the committee’s progress to the Director Liaison if the Liaison was unable to attend the meetings
· Orients the new Board committee Chairperson

· Co-presents the event budget to the Board

Director Liaison 

· Provides communication both directions between the board & committee
· If the Board liaison is unavailable to attend a committee meeting he may appoint another director to attend in his  absence or contact the committee chair to get an update 

· Co-presents the budget to the Board

· Provide committee progress reports and updates at each Board Meeting

· If unable to attend the Board meeting in person a written report will be provided to the Board

Remuneration:  
All persons working on the rodeo committee shall be volunteers who will not receive funds for personal expenses for travel and meals to attend meetings, or an honorarium for serving on the committee.  
Meetings:  
Regular meetings will be held in person or by conference call

Board Responsibilities

· Ensures machinery is  in good working order prior to the event

· Recommendations from the committee for major repairs and maintenance are reviewed and completed prior to the event when at all possible
· Funding 

· Approve budget

· Ensure funds approved in the budget are available for the event

· Ensures 2 Signing Authorities from the Board will be available when needed during the event
· Approved invoices are to be paid by the Ag Society within 10 days of receiving the approved invoice from the committee

· Bills will be date stamped and forwarded to the committee within 10 days of receipt of the invoice.
· Financial Reporting and copies of the bank statements will be provided to the committee by the 20th day of each month for the prior months transactions
· Review this terms of reference annually by October 31st 
· Provide access to the grounds

· Keys to the required facilities provided to the Committee Chairperson two (2) weeks prior to the event
· Assign a main contact person for during the event

· Insurance 

· Provide a copy of the insurance rider to the committee prior to the event
Committee Responsibilities:
· All members of the committee must be members of the _______________________ Ag Society in accordance to the bylaws of the __________________________ Ag Society

· Membership Dues and Membership information (includes name, address and contact information for each member) are to be forwarded to the Treasurer of the _________________________Ag Society and to be deposited into the General Revenue bank account of the Ag Society

· Cost of the event insurance is to be included in the rodeo committee budget
· Providing adequate information to the Board to insure proper insurance is acquired for all activities during the rodeo
· Ensure any vendors and contractors have proper insurance and that the Ag Society is a named insured on their policy
· Provide an event budget to the Board by September 30th each year (using the template provided)
· Any items over the approved budget require Board approval prior to any commitments being made

· Reviews and approves invoices related to the event and then forwards them to the Treasurer of the organization for payment within 10 days of receiving the invoice.
· Provides a schedule to the Board of when signing authorities are required during the event 60 days prior to the event
· Inform the Board of any major repairs or maintenance needed to the facility for the event and provide recommendations on when the work should be completed and which items are priorities
· Provide the Board with suggestions for improvements to the facility (wish list)
· Post event clean up is done and the facilities are left in reasonable condition & ready for other user groups or rentals
· Provides a written report for the AGM to the Board 30 days prior the AGM so that it can be included in the AGM package

· Participate in the Board’s annual business planning
· Review the Committee monthly financial report from the Board and notify the Board of any concerns.

· Review the terms of reference annually by October 31st 
Other Responsibilities:
· Partnership Agreements are to be developed jointly between the Ag Society and the Committee

· Floats required for the event
· Committee will provide a minimum of 3 week’s notice of amounts needed for floats and denominations

· Board will provide required floats to the committee no later than the day prior to the starting of the event

· Cash will be handled as per the ______________ Ag Society cash handling policy (to be developed)
Sponsorship: 
· Sponsorship dollars related directly to the event will be considered as event revenue

· Sponsors will be invoiced by the Treasurer of the Ag Society based on information provided by the committee within 10 days of the committee providing the information to the Treasurer

· A summary of all in-kind and contra sponsorship will be provided to the Treasurer of the Ag Society prior to September 30th 

· A copy of the sponsorship letter/agreement identifying the levels of sponsorship & sponsor benefits will be provided to the Board prior to being communicated to potential sponsors

Date Created:  _______________________________
Date Reviewed:  ____________________________
_______________________________________


______________________________________

      Printed Name of Ag Society President


           


 Signature of Ag Society President

_______________________________________


______________________________________
      Printed Name of Ag Society Vice-President


          

  Signature of Ag Society Vice President

_______________________________________


______________________________________
      Printed Name of Ag Society Treasurer


           


 Signature of Ag Society Treasurer

_______________________________________


______________________________________
      Printed Name of Ag Society Board Liaison


           

 Signature of Ag Society Board Liaison

______________________________________


______________________________________ Printed Name of Ag Society Committee Chairperson
                 



 Signature of Ag Society Committee Chairperson

_______________________________________


______________________________________
Printed Name of Ag Society Committee Member
                      


 Signature of Ag Society Committee Member
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