Terms of Reference for the Secretariat of the Comparative and International Education Society

Comparative and International Education Society (CIES)

I. Background

The Comparative and International Education Society (CIES) is an incorporated professional organization for academics, researchers, practitioners, and activists interested in issues of comparative education, international education, and education in developing countries.  The CIES, through the University of Chicago Press, publishes an academic journal, the Comparative Education Review, whose editorial offices are at Penn State University. The journal has about 2000 individual and institutional subscribers. A second major activity of the Society is an annual meeting at a different site each year, either at the organizing university or at a hotel in a city near the organizing university. Approximately 800-1000 members participate in these annual meetings. A third activity of the Society is administrative: it manages its own financial affairs, run elections for officers, and informs the membership of events and other Society news through a regular newsletter.

II. Tasks and Responsibilities of the Secretariat

The Secretary shall:

a. See that minutes of the Society’s meetings and of its Board of Directors and Executive Committee are kept and, when approved, made a part of its permanent records. 

b. Coordinate information on regional meetings authorized to be held under Society auspices;
c. Publish a quarterly online newsletter, consisting of articles and announcements;

d. Publish a quarterly online bulletin, consisting of data-sensitive announcements;

e. Prepare and disseminate the biannual membership directory; 
f. Serve as Society liaison in connection with information dissemination networks;

g. Prepare the call to the Annual Meeting;

h. Disseminate the call for annual nominations; 

i. Conduct online elections and report results;
j. Receive and tabulate returns on any special poll authorized by the Board of Directors, or the Executive Committee;

k. Serve as custodian of records of the Society at the Secretariat other than those entrusted to the Treasurer;

l. Create and maintain internet space for board members, where minutes, reports and other pertinent documents are stored in electronic format;
m. Manage the CIES website (www.cies.us) and daily email; 

n. Coordinate creation and maintenance of Special Interest Groups (SIG);

o. Develop and disseminate annual award calls for nominations;

p. Disseminate formal invitations for annual conference;

q. Issue certificates of appreciation for board members, outgoing committee chairs, annual award recipients;

r. Write annual report;

s. Serve as ex-officio member of the CIES Board of Directors and Executive Committee.

The Treasurer shall:

a. Receive and deposit in the Society’s bank account the proceeds from membership fees, separate subscription fees, grants, SIGS, and all other monies of the Society; 

b. Make Society disbursements on the basis of the warrants signed by the President and authorizations by the Board of Directors or by the Executive Committee;

c. Be in constant communication with UC Press to receive membership dues;  

d. See that membership rosters are kept current; 
e. Prepare annual accounts and financial statements;
f. Draft annual budget;

g. Prepare  the annual report and present  to: (1) the Executive Committee, and (2) the Board of Directors, for their recommendation to the membership; 

h. Report any financial requests to the Board of Directors and the Executive Committee and annually to the membership on the Society’s finances; 

i. Make provision for the Society’s triennial audits, and open the Society’s books to audit on demand of the Board of Directors or its authorized agent; 

j. File annual tax return forms to the IRS;

k. Stay current with all tax requirements for federal, state, and local agencies;

l. Monitor the Secretariat’s account;
m. Perform other duties consistent with the office;

n. Serve as ex-officio member of the CIES Board of Directors and Executive Committee.

III. Contract Duration and Budget

The contract with the Secretariat is for a period of three years, renewable upon review of performance by the Board of Directors of the CIES. The Secretariat is responsible to the Board of Directors of CIES. The Secretariat, as noted above, produces an annual report of its activities and the Society’s balance sheet and income and expenditure statement. 

The Budget of the Secretariat is currently $27,500.00 dollars. It is recommended that the institution housing the Secretariat contribute to its budget by providing some release time to the Secretary and Treasurer. 

