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XXX TASK & FINISH GROUP (T&F) OR WORKING PARTY (WP)
TERMS OF REFERENCE 
Note: Items in Bold are the same for all Task & Finish Groups
1. Purpose
1. xxx
2. xxx
2. Constitution and Authority 
1. The xxx T&F Group or WP is constituted as a T&F Group or WP of Sheringham Town Council. (Council)
2. The group is authorised by the Council to manage any activity within its Terms of Reference. 
3. The groups Terms of Reference may be amended at any time by Full Council. 
4. The group reports to the XXX Committee
5. The delegated responsibilities of the xxx T&F Group or WP members are:
a. Xxx
b. Xxx
c. Xxx
3. Membership 
1. The xxx T&F Group or WP shall be appointed at a Full Council meeting during the year or by the xxx Committee if necessary. 
2. The group will be made up from (Council members only // Council members & co-opted members).
3. The group may permit co-opted members, with a maximum of 2 persons permitted at any one time.
4. The xxx T&F Group or WP will consist of not less than 3 members and not more than 5 members.
5. As a T&F Group or WP, a Chair will not be appointed, however a group Lead may be appointed by the members, if this assists with the smooth running of the group. 
4. Meetings and Reporting 
1. As a T&F Group or WP, meetings do not need to be publicly advertised, minuted, or attended by the Clerk or other designated Officer.
2. The T&F Group or WP must produce a written report with recommendations and any discussion points after every meeting, using STC Working Group/T&F Group Template, for recommendations to be considered by Full Council.  Where no lead is appointed, this will be delegated to a group member.
5. Specific Roles and Responsibilities:
1. Xx
2. Xx
3. Xx
6. Policies include:
1. Xx
2. Xx
3. Xx
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