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As InvestigadoresACG (iACG) is an organization centered on science, conservation, and education in the ACG, it will often need to spend money to achieve its goals. The following document includes the guidelines for authorization and documentation of those expenditures and contains two sections, (1) a general policy on disbursements made by iACG and (2) a Conflict of Interest Policy.  

ARTICLE I. General Policy Governing iACG Expenditures 

All payments from iACG to individuals or organizations must have prior approval of the Board of Directors and be part of general ACG operating expenses, part of an iACG activity or initiative, or expenses incurred as part of a contracted service to a third party that has prior approval by the board. There will be no post-hoc reimbursement of other expenditures that happen to advance the goals of iACG. This is in keeping with the essentially volunteer nature of the organization. All expenditures of iACG funds must be presented to the Board of Directors and approved by a two thirds majority. A reasonable period of time must be given to review the merits of the proposal and reasonable efforts to ensure the participation of all board members in the decision  must be taken. Approval must take place in writing (typically expected to be electronic communication) or by a vote at a physical meeting of the board.

Payments from iACG to individuals or entities will generally fall into four categories: 

Section i.   Operating Costs 

Operating costs are direct payments to a third party to obtain particular goods or services necessary for maintaining basic iACG function (for example, creative software or web-hosting fees for the iACG homepage, or postage or copying fees for fundraising activities). These expenses, particularly the maintenance of the iACG domain name and hosting costs for the iACG website, should take prioirity over all other expenses in disbursement of iACG funds. 

Section ii.   Activities and Initiatives  

Activities and initiatives of iACG will largely consist of the development and elaboration of electronic communications and database tools and the sponsoring of meetings to share information among members. It is expected that many of these activities will be paid for by funds acquired from outside donor organizations for specific purposes, but at times may be funded in whole or in part from the general fund of iACG as long as sufficient funds remain to cover general operating costs (as described in section i above). 

Any iACG activity or initiative will be the responsibility of a single representative of iACG, and may be a member of the Board of Directors or the head of a Committee appointed by the board to carry out a particular task. This individual will have the responsibility of managing any iACG funds spent in furtherance of the activity or initiative. The board can at its discretion relax the requirement that individual expenditures be pre-approved within a set of overall spending limits if it will expedite the execution of a particular activity or initiative. In this case it is the responsibility of the representative managing the activity or initiative to document individual expenditures and present them to the board at the termination of the activity. 

Reimbursement of an iACG representative who has made a purchase with personal funds for a particular initiative or activity will take place so long as the expenditure was pre-approved by the board of iACG. Mileage reimbursement will not exceed the privately owned vehicle mileage reimbursement rates set by the US General Services Administration ($0.485/mile as of 1 February 2007, current rates maintained at www.gsa.gov/mileage) and will only take place when mileage expenses were pre-approved by the board at the time the activity was authorized.
Section iii.   Donations

Donations are a special class of iACG activity. At times it may be determined that the best way to support iACG’s mission is to make a donation of funds or material goods directly to an existing ACG program. Approval of donations should be in response to particular solicitations by the directors of programs or administration of the ACG and will be made after approval of the request by a majority of the Board of Directors. As in the case of activities, donations of iACG funds should be made only in cases where following the donation sufficient iACG funds exist to cover basic operating expenses. 

Section iv.   Contracted Services 

In order to achieve its goals of facilitating scientific research and educational activities in the ACG, iACG may offer limited financial services to third party organizations conducting educational or research activities in the ACG. These contracts should be made by the presentation of an invoice to the third party that specifies in detail the responsibilities of iACG and makes clear that the role of iACG in the transaction is solely to serve as a financial representative of the third party organization and as such that iACG assumes no liability for the outcome of any decisions made regarding the itinerary, location, modes of transport or any other factor involved in the carrying out of the research or educational activity which remain the sole responsibility of the third party and their representatives. These invoices should contain as a line item sufficient funds to cover the costs of all financial transactions such as international wire transfers. These invoices should also make clear that although iACG is facilitating transfer of funds and payment of all services required on the Invoice, this does not imply that iACG is taking responsibility in toto for the finances of the third party research or educational activity, and should unexpected or unpredictable costs arise, they are the sole responsibility of the third party. 

In order to carry out a contracted service, iACG will designate a member of iACG or member of the Board of Directors as the representative of iACG and will provide this individual with access to funds not exceeding the total amount provided by the third party by check or wire transfer. That representative is then responsible for obtaining receipts for all expenditures, including documentation of costs associated with transfers of funds. All funds remaining after all expenditures specified in the invoice have been settled will be returned by the representative to the board of directors and will be deposited in the general fund of iACG.  

Section v.   Compensation 

As a volunteer organization iACG will not maintain a staff of permanent employees. Compensation will therefore occur when iACG contracts with an individual directly for work done for an iACG activity or initiative. Thus these expenditures are a special case of disbursements for activities and initiatives but are here treated separately due to some particular issues that arise with regard to compensation. All guidelines in section ii above will also apply to compensation.  Furthermore, the organization shall comply with the tax laws of the United States of America as required under the determination of exemption under section 501 (c) 3 of  the Internal Revenue Code.

Payment for services shall not exceed external benchmarks depending on the individual’s position and educational status. Undergraduates will be compensated as would undergraduates participating in the National Science Foundation’s (NSF) Research Experience for Undergraduates program, graduate students will be compensated at the same rate as NSF predoctoral fellows, Postdocs will be compensated at the same rate as NSF postdoctoral Fellows, and Faculty members will be compensated by the same formula as would be used to determine the amount of summer salary from an NSF research grant. Compensation for workers contracted in Costa Rica should meet or exceed the minimum salaries set out in document Nº 33437-MTSS or the document that replaces it (available at the home page of the Ministerio de Trabajo y Seguridad Social de Costa Rica, www.ministrabajo.go.cr) and should likewise conform to all other rules and regulations governing labor contracts in Costa Rica, all of which are available at the address above. 

At the time the contract is made, a definite duration and desired outcome of the contract should be specified by the Board of Directors. The Board of Directors should provide time sheets to document activities undertaken by the contracted individual on a day by day (or fractions of days, if applicable) basis. The board will also require a report, whether a written document or other type of presentation, that should be presented by the contracted individual at the termination of the contract. This report should outline in detail the aspects of the contracted work that were completed during the duration of the contract and which if any aspects were left incomplete. 

ARTICLE II Policy on Avoiding Conflicts of Interest 

The purpose of the conflict of interest policy is to protect iACG’s interest when it is contemplating entering into a transaction or arrangement that might benefit the private interest of an officer or director of the Organization or might result in a possible excess benefit transaction. This policy is intended to supplement but not replace any applicable state and federal laws governing conflict of interest applicable to nonprofit and charitable organizations. 

In connection with any actual or possible conflict of interest, an interested person must disclose the existence of the financial interest and be given the opportunity to disclose all material facts to the directors and members of committees with governing board delegated powers considering the proposed transaction or arrangement.

As many ACG activities and initiatives will require specialized knowledge and access to the ACG in order that they may be completed efficiently,  there may arise cases in which in order to fulfill the goals of iACG it will be expedient to contract with a member or board member of the organization. We thus outline a general procedure for dealing with these situations that will ameliorate conflicts of interest.


In the case of a contract for services (as in Article I, section v) to a member or a member of the board the contract should closely adhere to the general policy for compensation, paying special attention to the following factors: 1) the contract should be for a fixed term and have clearly defined goals 2) the responsibility to prepare a formal report for the board at the termination of the contract may not be replaced by an informal report to board members 3)  the amount of compensation should adhere closely to the standards set out in Article I, Section v of this financial policy and 4) any potential reimbursable activities should be specified in writing by the board at the time the contract is formulated. The board should approve by a two-thirds majority any such contract, and the contracted individual, if a board member, should recuse him or herself from any discussions of the merit of the contract, the term of the contract, and the terms of compensation. The contracted member will also recuse him or herself from the vote. In the case of a member of the board, only the final vote count will be recorded, and not the identity of the voting members. 


In the case of contracted services (Article I Section iv), it may be the case that a member or board member is involved in the third party research or educational activity. Invoices prepared by iACG, however, may not contain any compensation that that will be paid directly or indirectly to a member or board member. These funds shall not be disbursed by iACG but must be contracted independently between the member and the third party organization. 


Individual members making such contracts with third party organizations (for guiding or teaching services, for example) must also make clear that these activities are being performed by the individual outside of their capacity as a representative of iACG, and that any responsibility outside of the proper management of the third party’s funds rests with the individual alone and does not implicate iACG in any mishap, including serious injury or death, that may occur during the conduct of  the research or educational activity. 

In cases where a board member of iACG is also an employee of the ACG, any such member will recuse him or herself from any votes approving donations to the ACG or any of its particular program areas as described in Article I Section iii, however he or she may be present for discussions regarding the nature of such donation and may be present at the time of voting. 

If a board member suspects at any time that there may be a conflict of interest with regard to the disbursement of iACG funds, he or she may make his or her case to the board that a member (or members) should recuse themselves from a particular vote. If the any member so accused does not agree to recuse him or herself from the vote, he she will have a reasonable  period to respond to the allegation, including sufficient time to assemble exculpatory documentation or to gather the testimony of third parties if he or she so desires. The board, excluding the individual bringing the charge and the member or members accused of the conflict of interest, will then vote on whether or not the each member so accused should recuse him or herself from the original vote. This will be determined by simple majority. Only the outcome and neither the vote totals nor the identity of the voting members shall be recorded. 



To ensure that iACG operates in a manner consistent with charitable purposes and does not engage in activities that could jeopardize its tax-exempt status, periodic reviews shall be conducted. The periodic reviews shall, at a minimum, include the following subjects: 

a. Whether compensation arrangements and benefits are reasonable, based on competent survey information, and the result of arm's length bargaining.

b. Whether partnerships, joint ventures, and arrangements with management organizations conform to the Organization's written policies, are properly recorded, reflect reasonable investment or payments for goods and services, further charitable purposes, and do not result in inurement, impermissible private benefit or in an excess benefit transaction.
