
New Urban Arts 
Rhode Island 21st Century Community Learning Centers – RFP 2017 

Appendix D 

Documentation of Capacity to Manage Effective Fiscal Accounting 

As mentioned in the narrative, New Urban Arts has strong Fiscal management practices, 
overseen by our Board of Directors’ highly engaged finance committee. 

This appendix consists of 2 parts: 

Page 2 – New Urban Arts’ Accounting and Internal Fiscal Controls Policy 

Page 5 – New Urban Arts’ Audited Financial Statements as of and for the Year Ended June 
30, 2016 
(New Urban Arts has undergone seven years of audits. Our auditor continues to report 
no material modifications, and the board promptly addresses all recommendations in 
our management letter.) 
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NEW URBAN ARTS 
Accounting and Internal Controls 
 
New Urban Arts has the following accounts: 

 
• Freedom National Bank one checking and two savings 
• The Washington Trust Company non-profit checking and saving (switching to Freedom. Account to be 

closed) 
• Paypal 
• Citizens Bank MasterCard 
• Vangaurd for endowment and building fund 

• Merchant Services Visa/Mastercard/Amex Merchant Account 
 
All bank accounts are reconciled monthly by Finance & Operations Manager.  Opening any bank account 
requires board approval. 
 
Writing Checks: 

• Upon receipt, all bills are placed in a folder named “Bills to Pay.” Once a week, checks are written in 
sequence.  All payments must be supported by source documents (invoices).   

• A person other than Executive Director writes the payee, date, and amount on each check in 
QuickBooks.  The corresponding account number from the Chart of Accounts is also written in the 
memo section.  The checks are given to the Executive Director to sign.  See Staff Signatory 
Responsibility Form. 

• The check stub is stapled to the invoice or bill and placed in folder titled, “Check Register-Month/Year. 

• Checks that are written but that cannot be cashed (e.g. incorrect) are cancelled by marking the check 
void and are photocopied and placed in the check register folder.  

• All folders are located in the grey filing cabinet. This cabinet remains locked when not in use. 

• Lost checks have a stop payment that is issued to the bank and reasonable efforts are made to recover 
and void lost checks.  Typically, once a stop payment has been issued, a replacement check is issued. 

• Any checks over $5,000 must also be signed by the Board Chair or Treasurer, excluding payroll, taxes, 
rent, and health insurance payments. (changed from $1000 to $5000 on November 12, 2013 and is 
reflected in board minutes) 

• Post-dated checks, the signing of blank checks, and the use of checks made payable to "bearer" are 
prohibited. 

 
Depositing cash receipts: 

• Upon receipt, checks are stamped and endorsed “for deposit only” upon receipt.  

• Checks are placed in a folder titled “Checks to Deposit.”  Checks are deposited weekly. 

• All cash receipts are deposited in tact, without reductions or withdrawals for other expenditure needs. 

• A pre-numbered deposit ticket is used to log cash receipts and requires initialing by whomever processes 
the deposit.  Checks are photocopied and corresponding account numbers are written on the photocopy.  
The photocopy, attached deposit ticket, and bank cash receipt are stapled together and then placed in a 
red folder titled “Cash Receipts – Month/Year.”   

• Cash receipts over $10,000 are reported to the IRS on Form 8300. 
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Payroll, Payroll Taxes/Withholding &Benefits 
• Employee Files: Employee files contain relevant employment documents such as application, resume, 

Form W-4, disciplinary or commendation letters, notices of salary or wage changes, and reviews. 
 
• All employees are expected to complete and submit a Form I-9 (Immigration and Naturalization 

Service Employment Eligibility Verification Form.)  These forms are stored in Employee files. 
 

• Background checks: Perform a background check of each prospective employee before hiring (verify 
educational certificates, diplomas, previous employment, and professional references) and document the 
outcomes of the background check in writing.   

 
• Payroll: New Urban Arts uses datapay, for all payroll and taxes.  Datapay also electronically transfers 

funds from our checking account to employee’s accounts on the 1st and 15th of every month.  Paychex 
also transfers federal taxes, state taxes, and reports electronically.  Prepare payroll only from properly 
documented time sheets, attendance records, or other approved time reporting records.  Time sheets 
must be approved and signed by the employee and appropriate supervisor.  Time sheets and attendance 
records properly reflect the use of vacation, sick or other leave.  Promptly remove terminated employees 
from the payroll and computer system.  

 
• Payroll Taxes and Withholding: Ensure that all deductions from employee wages are properly 

authorized by the employee and refer to Form W-4.  Ensure that all deposits of withheld taxes and 
employer contributions are made in a timely manner.  Properly complete and file Form 941, W-2, and 
1099's in a timely manner. 

 
• Retirement: New Urban Arts has a retirement account with Mutual of America 

(www.mutualofamerica.com).  Using their “Hotline Plus” web interface, funds can be transferred 
electronically after each pay cycle to pay for staff’s 403b (TDA) contributions and New Urban Arts’ 
SEP contributions.   

 
• The following timeline is followed for payroll, taxes and retirement benefits: 

 1st of every month: Paychecks and retirement contributions must be approved for electronic 
transfer.   

 15th of every month:  Paychecks, federal taxes, retirement contributions must be approved 
for electronic transfer.  State taxes are manually written. 

 Quarterly: State unemployment taxes and federal employment reports. 
 Annually: W2s and 1099s must be filed through Intuit’s service.  1099’s are processed for 

any contractor who received over $600 each year.  All individuals who receive checks from 
New Urban Arts must complete a W9 annually, which is kept on file, to expedite W2 1099 
processing. 

 All pay stubs and tax receipts are printed and placed in the front of monthly check register 
folders.  Quarterly reports are printed and saved in a folder with other Federal and State 
documents. All located in locked filing cabinet.  

 
• Paypal: Whenever email notification is received that a Paypal donation has been made, the Operations 

Manager or Development Director must log into Paypal immediately to have funds automatically wired into 
the Citizens Bank Checking Account.  Receipt of the transaction should be printed and placed in the Cash 
Receipts Folder. 

 
• Online Banking: Online banking at Washington Trust is used to transfer funds between Savings and 

Checking Accounts.  Whenever possible, a checking account balance of $10,000 is maintained. A paper 
copy of transfer is filed in bank transfer folder for that month. 

 
• Online Websites, UserID’s, and Passwords:  All websites are bookmarked on the Operations & Finance 

Manager’s computer under Banking, and all user id’s and passwords are maintained in the database. 
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• Merchant Account: All credit card transactions are processed through Merchant Services.  New Urban Arts 
has a non-profit account with them, which offers a lower transactional fee.  All receipts are placed in the 
Cash Receipts folder.  The funds automatically are wired into the checking account in 3-4 days. 

 
• Match: Donation vouchers record the donating individual or agency, the fair market value of the donation, 

the date(s) of donation, and signatures of the donating party and a staff member of New Urban Arts. 
 
• Line of Credit:  New Urban Arts has a $30,000 line of credit with The Washington Trust Company.  When 

funds are needed, a form must be faxed within 24 hours to advance funds.   The Executive Director must 
seek permission from the Treasurer to borrow money from the line of credit at all times.  A copy of the form 
should be placed in the front of the Check register folder for the corresponding month.  When cash is 
available, payments to the line of credit should be made.  Presently, the Finance +Operations Manager, 
Executive Director, and Board Chair has signing authority.  See Line of Credit Advance/Paydown Form. 

 
• Petty cash:  New Urban Arts does not maintain a system for petty cash.   
 
• Cash Advance: In the event that a staff person needs a cash advance, the staff person must fill out a cash 

advance form and present it to the Finance + Operations Manager.  Receipts and remaining cash must add 
up to the initial cash advance amount.  See Advance Authorization for Cash Advance Form. 

 
• Reimbursements.  Staff members are reimbursed weekly for New Urban Arts’ expenses.  An invoice must be 

presented.  See the Reimbursement Form. 
 
• Credit cards.  The Executive Director, Youth Programs Manager, Development Director, Finance & 

Operations Manager and Director of Programs hold cards, and bills are maintained for each card.  The 
Development Director, Program Director, Youth Programs Manager and Finance & Operations Manager 
have $5,000 monthly spending limits.  The Executive Director's spending limit is open ended.  Bills are 
verified with receipts serving as source documents.  All credit card receipts must be located in a folder 
named “Credit Card Receipts – Month/Year, and include purchase detail form.” Cardholders must turn in 
credit cards and all receipts for expenses incurred to the Executive Director when notice to terminate 
employment with New Urban Arts is given.  

 
• Marketable Securities.  See Endowment Policy. 
 
• Chart of Accounts: Chart of Accounts allocates receipts and expenditures when needed for specific grants. 

This is done using Jobs in Quickbooks.   
 
• Financial Reporting: When the bank financial statement is received, the following information is given to 

our internal Operations Manager: 
• Monthly Checking Account Statement, Savings Account Statement, Merchant Services Account, 

Brokerage Account Statement 
• Monthly Check Register Folder 
• Monthly Cash Receipts Folder 
• Monthly Credit Card Receipts Folder 
• The Finance +Operations Manager reconciles the bank statement and prepares a monthly income 

statement (accrual basis).  All of these reports are saved in an Excel file, located in the Finance 
folder in My Documents.   

• On an annual basis (fiscal year is July 1 – June 30), Finance +Operations Manager creates a 
financial report. 

• At end of fiscal year, Finance +Operations Manager meets with Michael DeAngelis to prepare for 
our audit and Michael Aronson, New Urban Arts Accountant to prepare start the audit and 990 
process.  
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