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1. Purpose 
The Newberry Institute, Inc. (“TNI” or “the Institute”) is committed to the highest standards 
of financial integrity, transparency, and stewardship. This Financial Accountability Policy 
provides a framework to ensure that all financial resources are used effectively, ethically, 
and in alignment with TNI’s mission and obligations as a nonprofit 501(c)(3) organization. 

This policy supports compliance with federal and state regulations, donor expectations, 
grant agreements, and the organization’s internal control practices. 

 

2. Scope 
This policy applies to: 

• Board of Directors and Advisory Board members 

• Executive leadership and financial officers 

• All TNI employees and contractors who handle funds, budgets, or financial 
reporting 

• Volunteers or program managers responsible for financial transactions 

• Consultants or vendors acting on behalf of TNI 

 

3. Principles of Financial Accountability 
TNI’s financial management is grounded in the following principles: 

• Transparency: All financial records, reports, and statements shall be clear, accurate, 
and accessible to relevant stakeholders. 

• Stewardship: Resources shall be used solely to advance TNI’s mission and in 
accordance with donor restrictions or grant guidelines. 



 

• Compliance: All financial practices shall adhere to generally accepted accounting 
principles (GAAP), IRS requirements, and applicable local, state, and federal laws. 

• Internal Control: Appropriate checks, balances, and oversight mechanisms shall be 
maintained to prevent misuse, fraud, or mismanagement of funds. 

 

4. Budgeting and Planning 
• TNI shall adopt an annual organizational budget, approved by the Board of 

Directors before the start of each fiscal year. 

• Budgets shall align with strategic goals, grant commitments, and anticipated 
revenue. 

• Program managers may develop individual project budgets, subject to approval by 
the Executive Director and Finance Committee. 

• Any material changes to the approved budget must be reviewed and approved by 
the Board. 

 

5. Financial Oversight and Roles 
• The Board of Directors holds fiduciary responsibility and provides overall financial 

oversight. 

• The Finance Committee (or equivalent) monitors financial reports and supports 
budget development. 

• The Executive Director manages day-to-day financial operations and ensures policy 
compliance. 

• The Bookkeeper or Finance Officer maintains accurate records, processes 
transactions, and supports financial reporting. 

• External professionals (e.g., CPAs or auditors) may be engaged to conduct 
independent financial reviews or audits as required. 

 

6. Financial Recordkeeping 
TNI shall maintain complete and accurate records of: 



 

• All revenue and income (including donations, grants, earned income, etc.) 

• All expenses, including payroll, program costs, and administrative overhead 

• Banking activity, credit card usage, petty cash, and cash handling 

• Grant reporting and donor-restricted funds 

• Contracts, leases, and vendor agreements 

• Board-approved budgets, minutes, and resolutions related to finances 

Records shall be retained in accordance with TNI’s document retention policy and IRS 
requirements (typically a minimum of 7 years). 

 

7. Disbursement and Expenditure Controls 
• All expenses must be reasonable, necessary, and documented with original receipts 

or invoices. 

• Segregation of duties shall be enforced—no individual may authorize, process, and 
reconcile the same transaction. 

• Bank reconciliations must be completed monthly and reviewed by a second party. 

• Credit card use is limited to authorized staff, and all charges must be documented 
and reconciled monthly. 

• Any expense above a pre-set threshold (e.g., $1,000) requires secondary approval. 

 

8. Fundraising and Donor Stewardship 
• TNI will accurately represent its fundraising goals and use of funds in all 

solicitations. 

• Donor contributions will be acknowledged promptly and documented in accordance 
with IRS and donor requirements. 

• Restricted donations will be tracked separately and used solely for the purpose 
designated by the donor. 

• Donor records are confidential and accessible only to authorized personnel. 

 



 

9. Grants and Restricted Funds 
• Grant agreements must be reviewed and approved prior to implementation. 

• TNI will comply with all grant terms, including spending rules, reporting deadlines, 
and allowable costs. 

• Restricted funds will be monitored to ensure compliance with donor or funder 
restrictions and will not be commingled with unrestricted funds. 

 

10. Conflict of Interest and Fraud Prevention 
• All staff, board members, and financial personnel must comply with TNI’s Conflict of 

Interest Policy. 

• TNI maintains a zero-tolerance policy for financial misconduct, embezzlement, or 
fraudulent activities. 

• Suspected fraud or misuse of funds must be reported immediately to the Executive 
Director or Board Chair and may be subject to investigation, disciplinary action, and 
legal reporting. 

 

11. Auditing and External Review 
• TNI shall conduct an annual financial review or audit by an independent Certified 

Public Accountant (CPA) as required by funding thresholds or Board resolution. 

• The results of the audit shall be reviewed by the Finance Committee and made 
available to stakeholders upon request. 

• IRS Form 990 will be prepared annually, reviewed by the Board, and submitted in 
compliance with federal law. 

 

12. Whistleblower Protection 
TNI encourages staff and stakeholders to report financial improprieties in good faith 
without fear of retaliation. Reports can be made to: 



 

      finance@thenewberryfoundation.org 
    478-285-9358 

All reports will be handled with appropriate confidentiality and in accordance with TNI’s 
Whistleblower Policy. 

 

13. Contact 
For questions or concerns related to this policy, please contact: 

The Newberry Institute, Inc. 
89 Commerce St 
Hawkinsville, GA 31036, USA 
      Email: finance@thenewberryfoundation.org 
    Phone: 478-285-9358 
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