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. MASON, £RWtN a HORTON. -P.A. 

Edwin :L; Mason · 
,pavld e. £rw!n .. 
Norm~ :H. :Horton.'Jr. 

A:fTORNEYS AT.LA:W 
1311·.0. P ... UL RU$SELL ROAD. $1JITI! 101 

T'ALLAHASSEE. FL:OAIDA 32301 

June- 28-,. 1991 

Stgvt? T~ ibblE>, Dirt?ctor -· 
Division of Records and Re-porting 
Florida p,qblic se--rvice commission 
101 ·east GainE?-s st:rE?-et 

·Tall.ihasseE>, Florida 323_99-'0850 

_Mr •. TribblE?-: 
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Enclosed pleas& find _ 15 copie-s of a Pl" t i t ion ._ for Rev i dw and 
Approval_ of the ·pre-liminary _ope-rational plilh · and _ proctsclurt:'s of 

F lor:i a a Te>lecommun ic at ions Rt? lay, Inc. -· 

This.is bein9 submiftPd pursuant to thE' requir&ments:of Ordt?r 
No. 24462. 
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Bt!FORE ~nnf ·FWJUDA PUB£~IC SERVICE 

'!'e1<:>communications 
Act of 1991 

' .. ' 

Docket No: . 910496-TP 
Filed:. Junl" 2a, 1991 

Florida T('i(.communicati6ns. Rl."l~y, Inc., hc:>reinaftc>r : F'l'R, · 
through. its undPrSi<JnE>d attor.neoys, pc:>f::it ions the- Conun) ss ion to 
rev i «:>w and approvE' thl" pr~li m inary ope-ra t:ional plan and proc~?dur~s 
n•quitE'd to bf' filed byorder Nu. 24462, Dockc>t No. 910496-'rP, anrJ 
in suppo.rt :..tatE's as· follows:· · · 

1. FTR was incorporated as a non-profit ·assoc.; i ci'ti o.n in the 
.statE> of Florida on June 13, 1991. for tht? purposG> of 
acting as the· Adm i rii stra tor . of the tc>lE>comnH.ln i cations 
accl?sssyste-m <:>stabli she-d by Se-ction .427. 704 (2) of House 
Bill 2427. FTR was incofporatc:>dby thc:>l3local l."xchange 
telephone compan] e-s ( LECs} ... as ordered by. thl" Commi,ss ion 
in order No. 24462. · · ·.· · 

2., Th~ 1\.rticles ·of Incorporation of F'rR have alr«:>acly'bt>C'n 
fi lE>d ,wLth the- Commission. Thl'> Ar ti cll"'s name:> an in i t i al 
Board of :oir·c'ctor s. · 

3. O.rdE>i No. 244·62 rc>quj rt"~ th.J t th<?. apC>rati on a 1 [.H .:1n ann 
.p:rocP:durc:>s shalt old{irP~:l 5p!"e if it: points. 

4 •. - ThE> Boa:rd of Directors me-t on J unc.:> 28, 1991, · and 
t~o:I'oughly discussed and ~do.ptE>d the , plan which is 

· at·tachecl . he-reto as Appendix A, which · is i ncorpor atc:>d 
h£>rein 0 by r.E>feorE>ncE' and is submittE>d. for rC>viE>w> and 
approval. 

5. ThE' Board of Dir.c?ctors bE'Ht>vc:>s that. the. plan is in 
coP\pltiance with O;rdt"'r No. 24462., and, thc:>rc:-fore, request~ 
a;pp.roval: 'rh<" noa ;-d of o i :r<>(~t ors · is will i nq to provi dt:> 

>any PXpl~'lna:tion· or .amplification dc>oirc>d by, thl." 
Commission or ·its ritaff. ·.· For thispurpose-, pl<?asc> 
oon·tac-t .thl" undc>rsignc->d, a;:nd appropriate BC)ard.mc:-rnbt"'rs 
will 'by_ con.tact<:>d and made available for consultation~· 

-OOCUMEHTWIM9~P~Uf:TF 
o 6 Silt 0 .. Jlhl 28 :. \~2\ 

v"HECORtJS/REPOP.l\~::_, -
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6. .The plan was ordere>d to 'b~:> :ff led. ~n Junl? 14, 1991., but 
dtl~:> to tht'> fact that i nC:orporat i oi'i was. ,r\C>.t .accompli sh<i'r1 
until .June ll, 1991, an extel·nsion of tlmc> to .JUO<i'· 28, 
1991, was sought by thf' uncl<;•.r s iqnPd on J unt?· ll, 1991. 

~£if::·· 
David B. Erwi~ 
Masori1 Erwin & Horton, };).1\. 
·13ll~A Paul tiusse-11 Roud, Sui tl:' 101 
Tallahassl?e, Floridil 32301 · 
(904) 878~7138 
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CERTIPIC"TE 

I '1-IEREB'i ct>rtify th.:tt a :copy-of tht" for~goL1g P~tition ford.··· 
Rc>viewand Ap,proval has hN•n. sent by u.s. Hall on tl11s ~_£~ · 
day. of Jun<i', 1.9'91, .to thE' following: 

r-tr .• ·narry ·And(>.rson · .. . ... 
Chairman; Advisory Committe>!." 
16 J3arct;;>lona AvE'nul?' 
St. Augustine>, Flo(i<la 12084-'5302 

. . . . 
Anthony n. ·r~omhardo 
Ch.:d rman of thto Board .. ·. 
Florida 'r(>lC'communications_-RE'L:ty, Inc. 
c/o Southt"rn BE>ll Telephone & Te-l<?graph Company 
150 South Monro<? Strec>t, Suitt" 400 · 
Tallahasse>E', Florida :32101 

'Richard Tudor .. _._. __ .. · 
Division of Communications . . 
Florida Public S(."rvi c<? Commission 
10 1_ East Ga inc>s St r£:'_4?-t 

' 

Tallahassl"e>, Florida 32399-0850 • 
·.. . .. · . . . ' . 

_·._·._ .. ·.·_.' '_;#~.--

. · ... ' ' -#~.;!!~--~--~-. --~--
Erwtn · ·· · · . ·. · ·. 

M.:~ncJn, I-:rwi.ri & Horton; P./\~. 

f3U-A Paul RUSS£>11 Road, Suite> 101 
·rallahassoC', Florida 32301 .·· · 
(904} 878-7138 ,· .. 



·. .. In ~~t~~nae :~o 'O.~~X" :JfQ. 24462,. the Florida Tel~co-uniccitions, 
· R!f!tl•Y, Inc.~ \(rrit). •Pbll;j.·t• .tbe followipg docWDents for ~he approval 

·. of the Florida .P.1.JI;»ll;c •s.rvtce ~o .. i••i.on: 

lJ • .Ann~llll :e-..d.g.t:· S~i.•sion Proc~a••·· 
2) :Qu•.rt•t-ly P in.nCi.al' ReJ)Qrting 

tellm~.&l.of.Acc:QQnting Practice• · 
. . 

•Po~~ f<>r ~•rierly Fi.nanc.i4l State~~~ents. · 

· 5} :Por,llila~. fot :AIU'l.ual· Reports 

· · .E) Pu*t:Q•lllg 'PI:<Jeedurt!ll 
,' ' . 

7) ·S..,ltt :Coll~~ac:t for ·E•ec::uti:veDix~tor 

· .8J Salary and Benefit• 

9). St•t.-nt of .Records. Retention 



ll 
; -.- · .. ·. .· . .":· . . . . ·: 

Th~ rJ,O'rida Tel·~OJIUIQnicationll Rel!lly, lnc,. ( F1R) will $\lblnit 
· ·to tn~ ·'Flo~i:@ P.ublic .Service :COIIIIlislllion (fl'SC) !it ,prqpo11ed illlnl1al 
:bu:4get by APJ:il l of each year. ·The buctget will ·be for th~ ;fi~ci~l 
ye.,.r .JJI}iy ··1 th~ough June 30. The bl1c:tget W'ill ···tle. JJu~it·.te(j· in .. a 
:t50)';mi!t ge.necally ... consistent with the inco~ .st~te~ot s~ ... i·tte<:t ~s 
l\:t:·ta(:~nt:a 3 and 4. ·The FPSC. will approv.e the 'f'TJt budget af.ter 
review. con•l•.tent with ,its policies and procedu~ell. · · 



2) 

··The Fl·ori'd• T~lecoJ~U~tunic~f.ion• Relay, :tnc. ( FTR) will $Ubmit 
to the Flor.i44, .Publ~c ,Service ·C~t••ion (FPSC) ·qu4rterly .. fitl4nc:ial 
stat8JIIInts within 45 d4ys after tbe encl .of ••ch qu4~~f;tr of the 
.f;i.scal yea:w:. The f..\tlical. yef,r ·will be. Jqly l thro~9h .June · 30. The 
quart.rly f.inanci-.1 stat-n~· will be submitted in .. fQrmat 
.gen•rally ·Con•i•tent wi~h tM fonu't ·prqvl~ .1.• Attac~nt 4 . . The 
F1R will not eJ[cee4 the budget 4PProved by the FPSC. · The F"l'R may 
!$~it •uppl ... ntalbudgetr~eilta during the flsc4l year if, in 
the · qpinion> of. the nR, aufficit:tnt justification ·aXiJits · for 
·devi-.tion froa the·· nor~~al an.,ual. budget process. ·· Supple~~~&ntal. 
budgets will be. ·subject to the a.- FPSC review as .annual budgets. 



3) 

.. 



June 28, 1~991 . 

TO ·W8011 IT. MAY .CONCERNa 

T~e following Manual of_Accounting Practices represents the 
•iniaQ& atand•:rd. to which the Board of Direc.tors of the Florida 
.'Teleco-.llnications --.J.:ay,, Inc. fFTR) hold the Exec\ltive Director 
accountable. . llev!litrthttlesa, · it is understood tb(lt the .FTR is a new 
corpor:atiori which •h4• yet to coa.ence operations · and it· ... is, 

· therefore, reasonable_ to aasu.e ·that the &Qthors of this doc\llftent • 
have not antici~ted eVttry contingency·· To address this, at t:he 
c~nc&JM!nt of ·Qperat.ions,, . the ·Boord will retain an outside 
occou"ting fim.to-in~~t.all 4 coaputerized accounting syat .. which 

.·.acc011pliahea, at a ainia._, oll ·of _the .procedures and aafequarda 
contained -r•i·n. . Further, initial training . of responsible FTR 
p.-!:raonnel-will be provided by t·he s.-e outside accounting fir111. To, 
the· extttnt · .. •aid ,accounting. fil':ll ,.···rec~nds changes·.··· to ... this·· 
dPCu-.nt, they •hall 'b.!t considered by the Board of Directors and, 
upon approval,·iapl-.nt~ by the corporation. 

2 

Sincerely, 

. 

Tht:e' Florida Telec~unications 
Relay Board' of Directors 
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FlP:r:,i<til 'rel:~~unications Relay, •.. Inc. 
· Accounting P~o.;tices 

APPROVAL AU'l'HORITY.TO EXECUTE BUSINESS ACTIVITIES 

1.. 'GENERAL · · 

1~ 01 Pupmwe •. The .p~qMJ•e of tlli• practice i• to .. eatabli•h the 
aut.liOrity.. to •pp~ve .e~nditu;res, c:~nt:r:acta •.n<f·· .•. ot.her 
liabil.tt1•• on behalf of ·the Flo;rict. 'l'elec~unications · 
Rela.Y#· Inc:. Jnlt) • 

. · 2 • EF.PECTIVI OA'l'E · 

2. 01 Tfl.j.• J;»alic:y i•. effective ~pon r.eceipt. 

3. . OESIGIIA'l'IOII OP ·. AU!'HORITY FOR PllWICIAL COMMITMENTS 
- . . . .: .. . . ' 

3.01 .. The l~utiV. oi~ector AActlor •Cha.iraa.n. of the Bo~,rd is 
authoriz.S to initiate contrac:tual coil.iblants or other 
incurrence• of corporation liability inthe ·nor.ul co.urse·of 
bu.•ine•• wb~c:h. is con•i•tent with the operating budget 

. approved by the Board of ·Directors . ·· ..... 

·3.02 E•nciitQrea •~..<iing $l,soo •. oo which\llere···not, approved as·· 
part of the operating budget •ust. be authorized in advance 

··.by the·· Cbtairaan.. · 
. .. . . . 

. 3. ·OJ The i4J4•• ·Or purch.ae of offictli ~ip.ent, vehicles or other 
it- req\lire prior approval of·thtt Chai.naan. 

3 .,04. Tbe S.C~ta:cyl'l'~e••urer ancl ce.:-t.ain corpo~ation "directors .. 
.ay "· .a.,.thorizft<t by the Chai,r111an to appr.ove invoices not to 
••c.-cJ $1,, 500. 00 ·.in the · aPaence of thtt Executive Director. 
App;royal ·is .i,.ndicated by t•he appropriate individual signing .. · .. · 
and dating the invpice prior to its being paid •. 

:DESIGNATION OF AU'l'HORITY 
. . . . . : ' ·.: .·.: : ~ : . . . ·. 

4.01 Man&~J1t will k-.p copie1 of bank signature authorization 
c:a,r<lf Oil file. aa a record •Of individUAlS AUthorized to si.qn 
chec'ka for the P"l"R. 

:· - .. ···:.-._··· ·:·... : ' .·. ;·. . ·,>_ 

4 •. 0'2 It will ··b.. thtt re•p()neibility of the approving authorities . 
. ~o ·•at:i:•fy tta.~q•lve• that each invoice h.a• t..n properly 
chec~ to ••ure J!ICC~racy and, authenticity before signing 
·the: invoice to indico!lte approval. · 

Page 1 <>l 3 
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.. ' . . .· . ·.- :, . . . .. . -~· .' .. ,'· ~ _'_. : :. ' ' ' .-:: ... . ' ' .. 

· Approval :A:uthority to Execute Bus~ness Activities. 
' ' 

· 4 ~()J Tl\~ Administrative- Assistant has tbe responsibility to · 
ex!mine all invoices for pr.oper .approval and accuracy. and 

. origi.nate checks for payment. ·. 
' ' 

. 5-.~ CON'rRA,C'l'S AND .\GREEMEIITS 

. s. o 1 Ali contracts and •g~·nts shall be ._pprov~d -a• to fora 
. and so. designated by the· F';l'R' s legal cou,nsel prior to being . 
·.execute4 on bellalf of .the corporation.·· 

5 .• 02' 'Deteraination of the required approval :level is outlined in 
section 3 ,of this pra!=tice •. 

5 .•03 A ····:signed or. c~nfor~~&~ copy of. each contr4ct or agr~nt 
shall be . 114intained · in the files.·. of . th~ ~orporation. · .. The 
cor;por-.tion'• of·ficial copy. (containing originol ..-arn.aal· 
aign•tul;•s) sh•ll beaent to·4nd aaaintained i~ the files of 
the corporation's lf!gal counsel . · · · 

' . . 
6 •· .. · CHECK ·SI-.GNI·NG - DOLLAR AMOUN'l'S AND AUTHORIZED SIGNATURES ' . . ·., . . .. ~ . 

6 •. 01 :Checks written for the· corporation in the ilJIQunts ehoWn 
.require ,the follow~ng signatures: 

·· • (a) ·. No~ to exc'eecl $ i, 500 ~ 00 

(b) Over $1,500~00 

Executive Director or 
.authorized cosigner. 

· Executive Dir.ector and 
authorized·. c.osigner, or 

· ... twa cosigners in the .· 
absenceof the Executive 

.·.·.Director 

-6.02. Checks inexces~ of $1,500.00 require the signature 
4Uthorized .coa~gner. Authorized cosigners are; 

' ' 

Chai~nof the.Board 

Secretary/Treaaur~r 

(a). 

. fb) 

(c) Other person, ·aa designated by the Chai~an. 

6.03 The Chair..n, at hi.s/her. discretio~, may desiqnate that 
.•specific type• ofel(~nciit\lres require his/her si.gnature on 
the check retgardless Qf the·CU~Qunt. 



·I. Approval Authority to ElJ;ecute Business Activities 
-: . " -·., '. . :- ": .· 

. . ' .. . . 

·6. 04 It is the rellpqnsibllity of Management 'to ensure siqnat.ure ·. 
authori.••~ion . cards are current . at the bank: for all 
individua.ls a"'thorized to signchecks for the corporation. 

Page 3 of 3 
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·. ·. 'Florida 'Telec~unications Relay,· 
Accounting Pr.actiee 

II. ACCOUNTING FOR PURCHASES 
' • > • 

' . ' ' - . . ' ·, ' ' . .' . . ~ ' - . 

1.'01 Purp01e.. The pur:p0~e .·of t:his p~actice ia to ·describe · 
. ..Cc<:tt.lnting proc~ures for pPrclul••• -.nd -•ales. 

' . ' '.. ' . . . '' -

1 .• 02: JtOit .~ ...... ,. and.·.aale•. ••z:oe .. de on account (acc~41 
~-11:) 1 but- they J.oy ·b8 ... de fo:r; ·C!llSh~ 

2. _ . EPFE~:tVB .DATE 

2. 01 · Tht.a practice' is effective upon receipt. 
. .. ' ' 

3. PURCHAsBS · -

3::01 hrc:taaae• for ca•h re•ult in a debit to P\lrchases {or the 
t~• oz:o ••!l•t categoq) arid ·• credit to o-..-h. They are 
r~or'dad in a cash paYJMtnta . jou~J.. 

- Bx.u~~ple lz . 

' .(1) 

Date 
7/3 
7/15 .. 

'. 7128 
7/31 

(2) 

Check 
·1!0. 
111 

.122 
130 

l'lori~ Tel~~nicationl Relay, Inc. 
·.·· Ca•h ··Pa~nt·• Journal· 

July, 1''1 
(l) 

Po•t 
BaL..' 

3 
5 
7 

(4), (5) 
S1.1ndry· .. 

AcCOlJQtl 
·•· DR 

$ '50.00 
1, 000.00 ' 

200.00 

(6) 

cash 
··cR.·· 

·$ 50.00 
1,000.00-

200.·00' 
Sl 1250~:90. 

,( 10) 

(a) lacb caab pt,y.iant -is recorded aa descri~d below. 
. ' . 

(1) - Enter t·he d4te and ctMtCk nuaber in coluan• 1 and 2 . ·-

( 2) Inter< the account . to be debited in collUID 4 and its .. 
. · relat-a general 18dger •c:coqnt .nwaber in co~u..n 3. 

7 



A<:co\lnting fQr Purchases and Sales 

(b) 

·'rl\9 uaount, of· the cash .payment is. entered in colwans i5 · 
ond ·6. ·Column 5 is called Sundry Accounts ·beca~se 
v~iouJ accounts ~~ay be debited when making cash 
.Pf.pilllnts . · · 

If cuh P4ywtnt is aade to reduce.· an .accounts payable 
1~-. t~ · c:lebit •ntry is . post9d to. the ~ .-ppropJ:ia.te 

·. !&C;CQunt• p~~,yable 'subsidiary ltldger. ·. Each. ••ntry · t)lat:.: 
a!f~ta anoth•r·subsi4i~ry.ledge,r, .. such .. the a~counts 
PI:YCl• ·sUbailU.aty led~r, ill po•ted. ••~•t•ly to tha.t 
l~r. (See .Accounts Paya,ble •.~tioll P.ragraph 3. Ol. ) 

At ttMa end of .eveey .ollth,. each dttbit is pgsted to the 
.~COQII't shown in . colUIIIl 3.. ... .· The total credlt · to cash .... is 
post" to the cash account. . In ..• this e~l:e,, . the .c .. sh 
~n-ra1 ledger account.·· n~r is. 1,·0 as wrl:ften bel9W the 
total of col'Win 6. It vill .. be credit9d for $1,250.00~ 

·. · P11XCU..• on accoUJ\t resul,t in a ~bit to ru~ha.lles (9r the 
. .t.~• or .Qalltt cat~ory) ·~ a c:redl.t to Account• Poy4):)le · and 
·~ rec:o.~ in. an . accounts. PI:Y~le ·~•i4ia.t;y lidger for 
.·.·pa~hu••·· ·(,S. .Accounts P4y.able a~t.ton ~J:-CJJ:ap)l3.01.) 

~ ' ·~ . ' 

·I •... ,SALIS .. OP IIXSCELWEOUS ITEMS . 'OR SERVlGES 

4. 01 · · S•l•~ or "J:Vice• for. ·ca•h re.sult. in a· debi·t to C•ah. ~nd a
. crecU.t to &alea (Revenues). They ·~· recorded in the cash-
receipts journal. · · ' ··. 

Exaaple 2: 

(1) 

~ 
'7/1 
7114 

.7/25 
7/31 

( 2) . 

Poat 

.. ··Iff 
12 
12 

Pag6 2 .of 4 

·.· Florida' Telec~unic:ations Relay, Inc. ·· 
Cash Rece.i,pta Journal 

July, 1991 . · 

( 3) 

Account Creciited 
Ki•ee1lan.oua···· Services 
~co.utts· R«:eiv&ble-Surctulrge 
Account• a.ceivabl•-lntereat Earned. 

8 

' ' ,~ 

(4) 

Cash 
·DB 

$ ·10.00 
250.00 

50.00 
S3J¥· :go 
H <- ch 

(5) 
. sundry 
·Aceta~ 

CR 



,(b) 

·. 4>.02 

Each ·cash receipt i• recorcied · •• describe<'. b91QW. Most cash 
rec:•ipta for tbe corpor.tion will off'set. entries on. vario!ols 
acc()'lnta ~eceiv.O);e su))aid·i-.ry l.Ogera and ahoulci. be pqated 
to theo ·ledgers .and a'&l.ba~ently, to th9 · cntneral, ledger 
Acc!Ounts Receivable. account. ·(see Accounts· Receivable 
sectionparagx-aph 3.) ' ' 

:( 1) , Enter the· date in :col wan 1. 

(2 j Inter the aC:coQnt credit_, for the offaetting entry in 
colu.n 3. ·enter the apprc:Jprif,te gener41 led.CJer ~ccoQnt 
nu.ber for this acc:ourit·in coluan2~ 

' ' ., '. 

·( 3) ,' · !:nte~ the a.ount of the cash receipt in co luana 4 and 
s. 

At ~ ,end of· eveey .qntb, each cr~it ia posted to the.'· 
account 8hownincolqn2 or to the apprppriate subsidiary· 
1-sg.;r. The total dltt:lit to cash is posted, to the Collsh. 
accowit. In this exqple,, · .the general. ledCJ«tr cash account , 
n..._r ia 1'0" •• :shown below the total · fo:r col wan 6. · The 
·..,-lult.·~ del:>it to :the caah account. is $310;,'0,0. ' 

:Sal-•• or 'QJ:Y·lc•• on accoilnt result in a ~ebit to Accounts 
~iv.-,J.e and •. c~it to .Sales (Reven1.1ea). They 4re 
rw::oJ:Cied J;n an acc::ou.nta rec•i·vabl• ,, aubs,J.diary ', ledger for 
sales · c:an account. (S.. Ac:c()~nt• Rllceiv.able section 
~·vr•Pb 3 ·l · ' 

s·. · ,',, .CREDI'l" TEIPIS AND DISCOtnri'S 

5 .. 01 c~~it teau •r• the .arr•n~nts ·between the buyer and' 
·.seller . •• to wllen p.ay.ent .for pu_rchaaes ia. regu.ir~. 

· 5.:02 Diacounta .are often offered for ••rly · cas}l payment of 
:invoices. I.t .is aportant for the rrR to take ·advantage of 
.discounts w~Mtn they •r• off•~·· . 

. · :6 • . PmtCIIAS I JIG 

· 6 .Dl AJ.l ,PQrcta.sea.au•t confon. with the auth()ri•ation 9'1idelines · 
in t._. AP,J:troval AI.J,t'hority to lltttC'IJte Bus ln.••. Activities 
aection ,of this •taual. ·· · ·. . · . · .· , 

• 6.:02 T~ . ..-aunt .Qf purch••e~ 11\lat be within the corporation 1 s 
budget ·CJUidelinea as approved'by the Board of Directors • 

Page 3 of 4 
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for Purchases and Sales · 

6 . 03 UpOn ~eceipt- of .the merchandise or comple~ion of service 
renderitcl, Managa.ent verifies the items and quantity.· 
rec.iv4t(i. S@atitutions OJ: claaa.ge should be · .. noted 

. i:JIIiedia~tltly. Satisfactory COI!q)letion of requested aervices 
should a. verifi4td. · · 

- -6~04 The following .. iteiaa .·on.· t~ invoice- are examin~ for 
· acctar.-::y • 

- :(a) ~anti:ty .,and it- descriptiou;. 

(b) Prices and u~; 
. .. ·.. . 

(c) ·.All .calculations. 

•.6 ~ 05 Thtlt P'lJ'C~•411 i• rec:ordttd as dt~tscribed, in pa.r .. graph 3 ~ -a:fter 
nr.t.:fieations ·· ua -··cc.pl•te. 

6. 06 ·. Jfhe · cloc-.nt• ·shQ~ld be filed •· in SCM. W.Y, ~· _ to ensur~ 
··._ p.t.paent. -~ the -du• d&te (]r withi~t t'- <Cii•count prer-iQd ~ -A 

tickl.er f11• 1·• r.co.ended wh1ch coru~ists Qf "~red 
folders f~ .. l throuCJh 31~ The ~n...,_r of the. tolder is.the 
·eta~ ·.RI~_t is to be ~de •. 

' ·; .·. . · .. ·· 

6 .. 07 t'nvaices shOuld be approved by tbe pr(]per au,thority prior to 
<lrafting ·• chec:k. Approv.a.l i• j,ndicat$Ci .l:)y the a.uthorizing -
individual •iC)fting and ~ting the invo1c•· 

' ·. ' . .. .. : .. ., . . : ' ·~.: . : . . . . . -: . . . . 

6 •. oe Wbe.n the invoict~t i• paid, it •ho_.ld be •tu.pect "canceled" or , 
· "paid• and the d..te pa}'ll&nt is -.de should -be noted. 

6 • 09 The paid or canceled invoice should be filed by vendor n.-e • 

Page 4of 4 
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. Florida .• Teleco•unications · .Relay, Inc . 
AccountinCJ.Pt:•ctice 

III. AcCOUNTS RECEIVABLE. 

1. GENERAL 
'·, ' ' ' 

' . . . . 

·Pu;pofe. The .pu.rpose of . this p~actice . is to <leecribe 
accounting for ac:co1.mts receivable. · 

1. 02 Receiv@lea .·.include · all · . .aney .. owed froa ·indivi4ua18, ··.·· 
· .. · o~ganizatioJ\8 or other debtors. All r~eivables expected to 

be paid within one yttar •are ·considered current assets ()R the · 
balance sheet.. · 

2 • EFFECTIVE DAD 

2.01 This practice is .effective .upc)n receipt. 

3. '1'11£ ·ACCOUIITS RICEIVABLI SUBSiDIARY LEDGER 
·. ' . . : . ·. '. ·':. -~·.: ·:< . . ' : . .. ' :. ' 

3. 01 A •ub•idi~. ]..edger i• needa<i t9 account for receivables . 
·E•ch type .. of :r41Ceiv!llble ·haa its own .aQbaidiary· ledqer. The 
·•• o.f. •.•ch a'!)baid.iary ledger's ~tivity . for a IIQnth is 
poated. •• · :Clne ·•ntey, to the .general ledger . Accounts 
~•1•.-.bl• account. 

3 .02· 'l"tMt au))aldia,ry ledger may be organized. by individual account. 
or by. billing cl.ssaification, ·· .. auch . ••· . ·aureb.srge. · . Monthly· 

·.activity ia shown in deta+l on the subsidiary ledgttr, as · 
•bown1· .. · . 

Ex~p1e 3:···. 

·Accounts Reeeiv•ble .... Sub•id.iiuy Ledger 
Surc:har9'! 

.. July, .. 1991 

Po•t· 
,Ref~ Debit Balance 

1) 
2) 
3) 
4} 
.5} 

J2Aa 
7/1 
7/15 
7/17 
7/17 
7/31 

orr 17 
17 
10 

$200.00 
'200~00 

Credit; 

.-- ·. $ 600.00· 
. ' ' 800 .oo 

iG'J.'E .. 
Sou&ell 
Total 

Page 1 of 3 
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$200.00 
$200~09· 

. 1,,000 ~00 
800.00 

l 
l 
1 
j 
l 
j 
I 

I 

l 
! 
l 

'·I 
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I 
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·{b) 

cc:> 

Receivable 

Posting references are general. led~er, .account. numbe;s , to 
. whic:h offsetting jo'lrnal entries are to <t,)e pos.ted. In this 
e._.,l~, pqsting, refer,nc;:e 17 is the account n~r for 
Sp,.rchargtt .. · Reference. 10 i• .· fQr Cash. .. lt&lll!•: 2 and 3 
indicate 'bills for surcbarCJ4t• 11ent to trrF •nd G"l't:·. U'l',F's 
bill ,was c:latec1·7/15. G'l'E'a w•• ~tf;Ki 7/17 •. The a.ount of 

. each b,j,ll WAll $200. 00. An incrf,!4B!II to accoun.ta rece,i.vable 1 , 

· Wbich 1• an aaset accoqnt, i• a debit poati,ng~ A decrease 
, (Or .~,...nt of a bill) i• a cqdi t potl:ting. 1't.re.for!ll1 ·each 
bill va• recorded as a debit. · O.ffaetting cr~ita · ar~ posted 
to accoun.t17, Surch~rge, •• ah<JWn. in the postin9 reference 
col~ •. A pay.ent w•• receiv.O 7/17 fro. SouBell and was 
rac:ordecl · •• a credit. by itea• 4. An offsetting 'debit is . 
recorded to account 10, Cash, as ai')own in .the ·posting 
reference coluan. · · · 

' ; . ' . . 

At the 41tncl of the •onth, the: tQtal activity: of $2:00. 00 riet 
debi.t . wi.ll. be. posted to the gener•l · ledger ··.·accounts 
receivable account. The it• description will. be 
... Sqrch.arge" •· 

'l'htt $100 .• :0() ~inning balance.· for· the July ~ubs.f,.dia~ ledger . 
indic•t•• there· .was .a $600.00 year to date balanc• of 
accq1.1nt•· n.ceivable for the co~ration·bill•a• of the end 
of· J'~, 1991. , Jul.y's net aC::tivity .of ill $200.00 debit 
br~llP t._. •uba.idiary lec;t.~r b4lance tQ $800. 00. . The •ua ··of 
"tt._ ~r tQ .date· .,_lances of all sub•idiary >ledgers aust 
agree· to tba .general ledger year · to. date balances ... 

GBIISR.AL LEOGBit 

· 4.01 ''1'• :.Ctivity for July in this subsidiary ledger (which is 
one .. of several zsubsidiary ledgers) is posted t.o the general 
ledger a• · •hown: ··. ·· 

Exaaple 4: 
Florida Teleco•qni·cations. Relay, tnc. · 

. General Ledger 
~ Of 7/31/91 ·. 

. . .. . . 
·Account: Account·• · .· Accoynt No • 12 ·nwr.··... 'l.tM . . . .. . pebit 
7/1 '. 
1131 .sprcharge · .. .· . $200.oo. 
7/31 .Jii•cel1aneous Services· 
7/31, · interest Ea~ .froa Savings so.oo · 

Page 2 o£ 3 



(a} 

(b) 

-. 

Receivable 
' . ' ' . ~ . . . ' 

Example 4 indicates the sum of each subsidi!&ry le(ige.r.was 
tr•n•ferred t.o t:.he general ledger on 7/31/91. · · Af·te.r each 
posting was aade, the final year to date tHI.lance of accounts 
receivable on the general ledger wa.a $1., 450.00. 

'l'he debit •entries indicate increases to the accounts 
reCeivAble .balance. Funds will be received •. · The cr&ciit of· 
$400 ~00 for J(iscellaneous services indicates JIQR41Y )l.as been 
receiv~ •d\tr.ing July.·· .· T._ c•ah account is debited for 
$400 .·00 ·and accounts rtteeiv4ble is credited on the general· 
ledger for thia transaction. · · · 
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Florida Telecoaanunication!$ Relay," Inc. 
Accounting· Practice. 

GENE RAt. 

Purpou. Tbtt parpose of .this p~•ctice: is to describe. 
·. accbuntip.g fpr account:s payable. 

. . ' - .. ·. .. ~-. ·. 

Pure~••• on account ·or ·credit >.create a liability ·called 
·accounts· .. ~y-.ble. ·. t:ach entry to ~ord a ~yabl• il calle<l 
· a .·· .. cQdi t •ntry ·. as all .· liabilit:i;ea ... · an ·.•·· <:~,l.t • b4lance 
accou~~· ~ · .. A debit entry would. ct.creaae the acc9'!-lllt• ,poyable 
balance. MOat accounts payoble ite .. · are d\le within :one 
"ar or leas, aoaccounts payable are current.li~ilities. 

2. EFFEcTIVE DATE 

2.01 This practice is effective upon receipt. 

3. THE ACCOUftS PAYABLE SUBSIDIARY LEDGeR 

A .a'llJ)aidi~ry ledger for indivi.dual critditors i'a .. intained 
in the .... way as tb(! accounts rect:tivablt:t subsidiary 
ledger. "l'he beginning balance. for the Jl()nth is the ending · 
~lance of the previous JIQnth. ' There is a year to. ~te 
~cc::uaulation of accounts P4Y~le iteas on . t.he au.baidiary 
led~r. . The .. total< of the subsidiary ledger : year to . c:late 

. ba.Lances l!lUSt agree· wi·t,b .the general ledger balance of · 
accou~ta payable. · ·· · ·. ·· 

Exuaple 5; 

·~ 
c7/l 
.7/10 
7/17 
7/2.8 

.. 7/31 

Accounts Payable Subsidiary Ledger 
· public Education WOl'kshop, Orlando · 

· July,'l991 · 

Post 
.8tl.L.. 

Quick P-=-int 10 
BOb'• A/Y 1 
Holiday Inn, ~Orl. 1 
Total 

$200.00 ·--
Credit 

·. $ 80.0.00. 
1.000.00 

St. 800.00 

P.aqe lof 3 
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Accounts Payable 
' .·. ·. ' ' ·. ·<. ·, 

· (a) In this example,. ~xpenses which Wl!re arranged on credit .have 
~n .incurred prior to July to planfora p"Ublic education 
·WOrk-hqp in Orlando. On July· }0, a pay.ent waa .ade .. to 
·Quick Print to :pay for prograJU.. The offaetting credit 
jou~l ant~ is ~o be. aade to 4ccount 10, Cash, aa 
indicated in tbe .posting reference col~. This rttc:fuced 'the' 
balant;e'by $200.00. E•penses_to Bob's A/V and the·Ofiando 
Jlollcky 'Inn. •r• incu~red to ~ ~id in the figure. on 7/17 · 
and 7/28. .·. Tile offsetting. debit jollrn4l entt-iea are to be 
-~ to account 1, Jlorkehop l:lq)en&ea ~ The 4cti vi ty in July .· 
for the works~p was a net c~it of $1,800.00 which 
inc~•••~ the year to date balance of the sq.bsidiary journal. 
to ·$2.,350 •. 00 •.. · · 

{·b) ·The cx-.4it activity of· $1,800~00 will be posted to ;tae 
general l~ger for • July. 'Docu.entation .·.in the. form.· of 
bills~ etc •.. rmat be kept to aqpport entries to the 
. subsidiary ledger. · · · ··· ·· · 

4. GEURAL. LEDGER· 

4 .. 01 'Thtt general ledger a~rizea ·the activity .to all account!' -
p.-yabl•, ~eiv..:.ble, cash, reven", etc. ·.The tota,l .anthly · 
activity for all accO\Ints p4yable subsidiaey ledger activity·. 
ia. poatH to the general ~edgt~r ·•• shown b_,low~ · 

Exaaple 6: 

Date .na 
7/l --

Florida Telec~nication• Relay, Inc~ 
General.Lec:lger 
Aa Of 7/ll/91 

Account ·Mo.· 13· 

7/31 Public Info Wkap, Orl. 
7/31 ·PuJ:)lic. Info Wk•PI. J4x •. · 
7/31 Xerox 

4. 0.2 Tbe tot•l !Jt:tivi.ty for ••ch. , aub•idiaey ledger was 
tr.uferred to tlut gen.r•lledger on 7/31/91• The debit 

· •ntry of . $900.00 fQr· .··· P~lic Inforution WOrkahop, 
.JaQk•onvtl.le, indic•t•• th41t. ~yat»l• WAS ·p-.id off d\lring 
J"u;l.y. Tbe.Qffaettin9jC)~~l entryof$900~00 c~edlt was 
.,.,_ t.o .tble -c•il)l account.· ·Ttae credit entries fo~ t·he P11blic 
Info~~i.on lf0rkah9p, .· Orl.ncto .. and·· for .le~ox incr•••• . 
. acco\lnta •P4Y~le.. Pay.ent• for t·n••• · it.-·· will be. aaada in ·. 

of 3 
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IV. _._.Accounts "Payable 
. - . . -

the t'llture. Journal entries are to be ·recorded in the 
CUrX'"&nt aonth tO record tht! related expensea . '!"hQ!Ie Will be. 
debit entries. ·After each posting ·was made, the year· to 
date balanceof·accounts_payable on the general ledger was 
$9,200.00. ' . 

Page 3 of 3 
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:Florida Teleca-unications Relay, Inc. 
·A.ccounting,Practice 

1. ·GENERAL . · · . .· .· . . 
' : .·. ., ·. ' .. : ' . 

1.01 Purposf., .Tbe purpose. of this practice is to d-cribe the 
billing .process · .. foz;. the Florida 'r4!tl~o•unicationa Relay; 
Inc. (FTRl ~ . 

1.02 The n'R will appropriately bill tor all servicea and other 
>iteas pl=OVided to any .and· all individuals and organizations~ 

.· 2. EFFECTIVE DATE 

·2.01 This .practice is effective upon :receipt. 

3. PREPARING THE STATEMEHT/IMVOICE 

3. 01 Every ·. stat-nt/ invoice ·· should contain the following 
info~tions · 

(a) . •- . and addreas of the . eoapany/individual · and the 
·· •.· corporation. · .. 

(b) ··Date of the invoice.· 

{c) Description and coat of service • 

. (d} Total -.aunt due .• 

(e) o.te pa,_nt ls due. 
. . 

~- -

· ,(f) Cr~it t~~tras; if applicable. Credit terDII includ& the rate 
of interttst. oz; uol.Jnt ·Of penalties if pa,_ant is late~ 

. 3 •. 02 If poaaible, atat ... nts should be prepaz;ed . at the ·. tiJMt the 
••"ice ia rendered. It is JWC••aary to btJQk th4t related 
ac(:ounta rece.i.:vable. journal entry in the sa.e .c:>ntb ea;penses . 
. are rtte::or~ on c~ny book•· This is .atchJ.ng relate<i 
revenu•• and expena•• and is P~P'J: accountinq proced,ure • 

' . .. . ' . .. .. . ;·· . ~· . ' . ' . . · ... 
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4. 

'" ' ' ' ' ,_, . 

The. original .copy. is ,ui.led to the coapany/i~divic1~al..' A 
··copy is filed· according to. the date payment is due. , A, 
tickler file, or a. series of flies with .dates. on thea, 

. .provides a sillple way.to ensure organiz"tion of state~~ents 
·by due cjate of, the .payment. 

ROTE: If a·atat-nt has a ~y.ent due date of the 15th 
ofthe .onth,, a copy of the stat~nt ia filed in 
file nWiber :1:.5. 

AcCOtJNTING POR STATEK£NT~llHvoiCES 
,=:_.=: 

. . 4. Ol ' Stat ... nts bilc:CII8 a~counts receivable. A subsidiary ledger 
is ·eat·abliahed by account name or by. the <tYPe of se~ice •· 
rendered.. . The ledger provides a detailed log to account for . 
p.Jy.enta that ·· are·. due. To ~Jq! entries to <a subsidi.ary 
ledger for accounts receivable,· ref.er to the Accounts 
·Receivable aecti()n of this .anual, paragraph 3. · 

' . . . ' ' . ' 

· ·· 4 .·02 Entries. to the subsidiary .ledger :a.re bOOked. to the general ... 
ladCJ«tr Acco\IJlt& Receivable account on a IDOnthly basis. 
Refer to the Accounts Receivable section of the -.nual, · 
par&C)raph 4, · c;eneral Ledger, for instructions for this 
procedure. · 

5~01 Pa:pMtnt• of atat.-ents that are not received by the date 
~~nt i• due are considered late pa)'llent.s or past due 
acco~nta. 

-'There .·.are generally t~ee · classifications of· ·paa:t due 
accounts: 

(a). 31•.60 days l.ate; 

{b) 61•90 dAys late; 

(C:) ova~ 90 c:t.ya late. 

'I'htt first c.tttgory of past due .accounts ( 31·60 day.s ,late) 
are typi.call:y e~t late no~icea by .. 11. . The late notice 

·should .con1:ain the •a.e infoa.ation . aa . the ·original. bill 
(see 1J4ragraph l•·Ol) and a reJ~tinder that the pay.ent is due. · 

,.... ··.. . . 
·page 2 .of J 
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When the acco~nt is 60 clay~ past due; a .second notice sho~ld 
be .. iled to the customer. This notice shoqld contain the . 

. sa.e info.aaation as the first late notice along vi th a 
rellin•r that this is a second .notice of . payment not 
receivec::l. 

· S;. 05 Mana~nt will· prepare a·liat of all ac:cou'nts 90 :days past 
4ue~ 'l'hia report will be prepared on a .ontbly basis and. 
will inclu~ the billing elate, balance due "R, accoun~ name · 
and any relevant co-.enta. The report will ·.·b4J reviewed and 
·initialed by the Executive Director .. The Exec\ltive Dir~tor 
will~ responsible for taking appropriate ;•tepa to receive 
funda due the corporation ... If the , Executive Director 
detenaines an account is uncollectible, he/she will indicate 
·this on the report. · 

6. UNC:OLLEC'l'IBLI ACCOUJftS 

6.01 If these steps are not aucc:esaful, the account is considered .. 
. uncollectible. · A aeparat• file ahol.Jld be aatablished for ·•. 
each age category of unpaid stat8118nts. · 

6 • 02 . Uncollectible accounts . are re.oved froa the Accounts . 
. Receivable ~neral ledger account •. These ·accounts are no .. 
longe~ considered .. an asset of. the . c'-p&ny. •. An account's 
r-.oval f~ accounts receivable aust be approved by the .. · 
!xacuti,. Director. · 

6. OJ It is proper accounting procedure to rec:o<Jilize, as expense, 
. thtiJ :approx;Uy,ta a.110unt of uncollectible accounts that apply 

to each year. To deten.ine the a.ount of uncollectible. . 
.ac~ounta to .}).a expensed, a realistic est.iaate should be .·· 
developed ~sed .on .. those . acc()unts .··not expected .• to be 
collected. It .·is .anticipate that the. UlQunt of 
uncollectible e~nse for the "Rwillbe iaaat.erial for the 
.purpo•e .. of ·•kinCJ accrual· journal·entriell ... Therefore, tbis 
practice raco-.enda a journal · t~ntry be· aade at the end of 
each yea~. to . write-off .l.lncollectible ·.accounts as shown 
below.1 · 

Deacr.iptiona ·WOrkshop EJcpena~ billed 1/92 
AIIOunt ·.not •~pected ,to be colleCted; $300.00 

·Dates 12/J.l/92 · ··. 
Debit a · UnCollttc:tibla Account Expense 

· C'reditJ Account• Receivable 
$300.00. 

. :P.age . 3 of.· i 

$300.00 



1 •. 

1.01 

1.02 

2. 

2.01 

3. 

3.01 

3.02 

3.03 

3.04 

3.05 

Relay, Inc .· 
p.ract.ice 

VI • RECONCILING ·BANJC STATEMENTS 

:GENERAL. 

turpowe.. The. purpose ... of thil practice is' to d81cribe the 
procedure for reconciling bank atat-.enta.· 

Th~ . .lliorithly rtteonciliation .o1 all bonk .accounts (savings, 
chec'k~ng, etc. ) on a tialely balill is very iaportant to 
:Proper ... .c:a•h .. aanageJDf!nt. ·.. ..• . •S\lbject to. . .. ••t•nuating .. · 
ci~Cl.J.Utanc:e•, it should be .c~leted within five days. of· 
the' . ntetU.:pt ·of the bank stat ... nt. . Pro~r accounting 
prQC~~. r~~nds the. reconciliatj,on· .. be ·.don• by ··•0880ne· 
indepen<lent of . the handling 9r recording of caab race·ipts 
and ~U.IbuJ:I .... nt•~ If an independent reconcili4tion ia not 
po11i!:»l•~. :thtt. rt~eonciliation tihould 1:)8 rev~awed. and aiqned · 
;by.tt. ·s.cretuy/Treasurer. The revi" ...auld include, •• a 
ainiaua, the .process described in paragraphs 3.01 and 3.02 

. following. · 

EPPECTIVJ.DATE 

'This practice is effective upon receipt. 

.STEPS '1'0 RECOIICIL£ A B.AJIK S'l'ATEKEMT · 

c~J:• thfl canceled checks to the .cheek register. Cheek 
off t~ach c~.k·on tbeiregiater:and state~~ent as···it agrus to 
the bank •tat ... nt. V~trify .the date, ·P41lY" and a.ount. · 

E•Mine canceled chttc:ks .. for aignat\ir~, . endors.-ent and 
·cancellation by the ,·bank. · ··· 

·C~n de:polita in the bank with recorded cash receipts on 
t.h41 check regi1t11r. Chttek each dePQJit oft each doc'WIIent as t_,., •tch •. Verify the ctate, .-ount and who the cbec:::k was 
received fro.a. · 

~.rify .the n-ric: sequence of c}l~q. Investigat.a aissinq 
·ones.· · 

.··Rtleoncileitells c4using ·• diffennc:e betW~NntheibOoJc (check· 
re9i·ater) and ~nk balance, &Jld verify that they iare 

· app:rop:riate. 

J'aqe.t of 3 
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' ' 

VI • R~concilinq Bank St-ata.ents 

l:e:0:6 > 

3.07 

3 • .08 

4. 

4.01 

4.0~ 

,A4juat ei,th•r thfil :bank or book balance for valid reconciling 
it._. For e.-.ple~ add interest earned to the bOok- balance 
if nQt ,already recorc:led. ~d <:hecka deducted .fr011 the book 
balarice that have not cleared the bank ba;ck , to the ;booJc . 
balance~ '' ' ' ' ' ''' · 

'· ' ., 

, !'e»llQW-qp on le»ng ten& outatan<iinq checks and-;verify stop-
, ,pa,..nt notices. - ' · 

Eldlibi.t A i.a .an exaaple of a JIIOrkaheet .that •r ·tt. used to 
reconci1e•bAnJr: _stat-nts. 

DOCUME!fllATIOII 

All bank atat.-nts, cane~ led chec~a . and check r8(Jiaters 
abQuld be<filed for d.oc~ntation puxpo11••·· They shou.l<i~ 
bpt i&CCOr4i~ to retention requir..anta dict.-ted by the IRS 
for nonprofit corporations. , 

. ·Tb4J atai-ntlll U'tt to be filed intact with all docu..en:.. 
tat ion, 'including _checks .and atat-nta ,, .. intained together 
as one pact.ge. ' 

Page 2 of 3 
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VI. Reconciling honk Statements 

,: :· ·; 

hnlc ~lance per .banJC atate~M~nt 
Adch. Additiora• by :c:klposit:;.or .not 

. on bank .atat ... nt 

Deduct: 

' . '' 

Bank: errors 

·. ·. ·. . 

Deductioq by depositor not 
· on bank stat-nt &ank···errora. ·· 

·, ·..... ' ' ' 

Adjusted balance 

Worksheet 

$ u 
II 

&.anJc balance ACCOrfSiftCJ tQ cleposi tO.J:'' 8 records 
Add: Additions by bank not recorded 

··~ clttpoaitor 
·~•itor error• 

·,: ··. ' . ..··' ;·:" .. 

Deduct: 'DedUC:tiona by bAnlc not recor~ 
··· .. ·by ~aitor 

. ·Depositor errors 

Adjusted balance 

J'ag• · 3 :Q.f · .. J ·•.· 
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.·. Florida Telec.:O..Uniclltiona Relay, Inc. 
Accounting Practice 

VI I. CASH MANAGEMENT 

. . '· 

PuQz9a9~ .· ·~ p~rpoae of this practice is to provide gQicle
linea for efficient cuh una·C)ellltnt. 

2 • . EFFBC'f'IVI DA.'l'E . 

2 • 0.1 · '"h.i·s PJ:ACtice is •tf-.:tive upon receJ,pt • 

INCREASING THE .EPPICIEIICT: OF CASH ·MAIIAGEIIEift' 
' ' . . . . 

A cph bu•t .·. i:• .~ ·.oat· iaportant. tool in cash .aana~nt ~ · 
1'he c.-h ~t · :i·• a· s~t ... nt. o~ WQrkabNt ~"-t •~ a 
cCIIIpA~Y'•• · PR~j.C~ · cuh inflow and outfl.~ ewe~· a 
•s-:if,i;c ... p~kiod .. of t,bre •. c.ash Qldgeta can be .. ~r•~rect·•.on•· .& · 

.· .a_,thl:y., ,_kly ·Or ~ily. ba.ais, · ~pa:ndtnCJ ·on the QQunt .of 
cub act.i,:vity ·~ing accounted to~. 

3.02 Exhibit a ia ·aJt· .-.pl.. of a ,IIC)ntbly· ca11h. b~get. ~bia 
:budtpt indl~~t•• !l'at;i.uted collections and paY..nta for 

.. ~haaea J;n . tbe ,a~~ beet section. • 'ftl.is · is a seP!'rate 
·section .···due .. · to -cs-1•~ .· coll-=:tibn. and ~.,..ant• .·· for.·· 
PQJ:Cha-.a. · ~. ·c~h ~t section gl•• .detail~. of o~her 
known · •~n.t~• .. Qd.·· ·Calculate• net c..aah CJ4i,n or loa• Wilen 
e~n••• a~ subt:r:actttd froa re~enues. 

3 .. 03 Cl•a:r:ly, if fUncla •" ft()t. transferred to aninterest earning 
.savings account of 11<-1 kind, .. c••b balances will. 4CCU~~Qlate. 
caah i·s a none~ing asaet unlesa it is inveat.-cS. 
: . : .. · ' ··.. : 

3 .Df By p~eparing. • coah. budget, the corporation can for~aat 
·~poaita ayail.attle for inveaC..nta or {9r llRUS\Jal e~njea · · 

. aa they occur. Exceaa caah can earn· extra inca.. fo~ the " 
·COJ::POration. " 

' . . . ' ' . ~ ' . / ' ' 

· •Qne way t() •~rove •ffi:cie~y ·of caah U.IIA~nt is ·to a~ 
thtt collttetion pf ·~c:~b r-=•ived andy al:ow .the collection 
of •c:bec:ka · wrl·tten. ',rh!_. . prov!~s 110re fl!lnd• ,to :.-c:cne 
inter41at .. inc.~·· in .a ... ·••vJ.~ga account. . .. ~refor4t, lnvoicea 
sho11ld be ~id jgt ,.,_fo~ the due date. t..te ·pa,..nta and 

· penalti•• should alw•y• · be. •voided. · · 

Page 1 of 3 
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C!ilSh receipts,,< in the form of curren~y or ch~ks, sbo~ld be . 
Aiej)Qal.~tld daily in the bQk if t}\ey totAl ·$500. 00 o,r .-p:r;e. 
·Ca.h ~l;p:ta lea~ than $5'0.0. 00 sho\lld .be ~PQait~ a~ least 
once a ,..,..k. · .. ·· All c:hecb or otll•r 11•g~ti~l• inat~nts ·AYe.·. 
to .,. lQC:kttci .a~urely. in, a .drawer, file cal)inet, ·etc., if 

. kept tn t~ coq»Qration office~ · 
. ' . . ' . 

~ in ••~••• of ·•iniaU. ~l.ncea IM,in~•i.-d t·n ·.· the 
ct.:Ung account .. ahould be inveated· .. in accounts ta..t pr9vid~ 
... · : .... ~ ret11rn on invea~nt anci > fl@xJ,.pil . .ity. 
rlexl))ill:t.y,, in t'hia cont.;xt -.ana· the acco\lrtt ~· fea.tu-e• 

.· •SliCh as .NSY 4JlCC8SS to funds, > ca,pal»,il,i.:ty Q~ f~4tnt. 
tr~fen o:f. f~da to and f.rc- checking, and allow ch~ks .to. 
be drawn an t~ account. · 
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" 

f'lorida Teleco-unications Relay, Inc. 
Ac:coun~ing Practice 

VIII •. EMPLOYEE BUSINESS EXPENSES 

1. GEUQL 

> 1.01 Purpqte.. ·The· purpote of this pra~tice is t~ ettBli•h a 
unifoz:., p~edure fqr repor~i.ng, proceaaing.and. "i.*QJ"•in9 
.~a1iWtl ••na•• incurred <by -.pl~• while f1Jl.filling , 
.t•.ir dQtiea '· .and. reaponsibiiiti:•• .• fo_r the 'Florida 

(a} 

:(b) 

(c.) 

. (d:) 

- Tal~o•unicat:iona Relay~ Inc. __ (!"rrll· . .. Tlli• .practice i• 
.. intena.d. to aid .and .. as•l•~ ·the ct~~ployee .by .provic:tinq 
~ideline• for _ the ~eporting of tbe•• e:~e,penc:litures, to 
·•••~Et t~t .. all doc._.l'ltation r~ir-nt• .are <•t ·and -to·. · 
aain'tain tound .acm.ini·strative control. - ·.· ... ···. · -

-RetponiJiibilit-y •• It is the respona;i'bilitY of .all 81!1910yeea .. 
incurring e~naea., ~~ond each indiv:id\lal <who :J;"&vi.ewa and 
~pprove1 .• .,.,...s, to ·••certain tbat the e~pendituret are 

.. for ·• va114- buiness- pu~te,, in ~co~nce "ith. •~listing . 
lew ~ P'JR policy anc:t u• rel~vant to the .nature and-
·objective• of .tbe -.plo~·s .. job. · 

An .-ployee ia ·eJCPaCted to use prudent judg-.nt .and cQI!II!IIQn 
tense·, cona,i;stent vith ~he Qj)ligationt of a truttee toward 

. .ozwy or proptrty left .in his/her :c•re. 

An ~loyee will not be extravag:•nt with F"l"R f,undil. 

All,-.plOY"II.aQ·rttqU.tred. tofurni•h ~tlllplete iJt,.foraati.on 
and Mc:••••xy .r.ceipt• to support the e~penditures whi<;:h · 

·• they incur. · 

. All •-,ployee• c:le•ir,inq re~u:r .. .-.nt of JI)C'Jnie• e~pended for 
b\l,tlne•• p~••• ar• required to· CQIIPlete the· -loy" 

· -•~n.. Stat.-nt. · .. Reillb\lrsS~~ent will be &ada-· upon the 
.pr~~J: ~OIIplet,i..on and approval .of this fora. 

BFQC'!lVI PATE . 

• Thi·• pr•ctic:e ia •ffective ·llpon r.cei.pt. 
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8\lsiness.Expenses 

3. ·.POLICY 

3.01 

3 .• 02· 

(b) 

(C). 

(d) 

3~.03 

The · FTR will reillburse. eaployeea for reasonabl• ·. 4nd 
Aecessaey e~penstas incurred and paid by the ind:iv i.dual while 
conctucting ··~~Y bus int)&&.. . , 

Gui~l.i•• aet forth in this practice confo.:. t~criteria 
est~iiahe4 ~ tbe Internal Revenue Ccxie. for ta• d.eductfble 
b~aineaa. expe~.~ The general requir-nta an. liate<t 
below: 

. - ' ·' ' . 

Ellptnaes ~mat be ordinary and necessary. in the t::ondqct of···· 
business. · · 

' ' . . ' 

Sxpenaes ••t be r~aaonable and ~ot .. la~istl or extrava9arit. . . . 

Entertai-.nt expenses aust . be directly.· related to .·· or · 
.aaaoci.at~ with .. the .. active conduct ·of buaineae. · · 

Expenses auat be .. properly aubstant:iated. by desc;rJ.pt.ive 
repc:prting and. docu.entation. · · · 

. 
. ( 1) . 'lntriea . to . t!Ht · ... expense stata..nt should be aade 

r•l•tive to tbe tiile the expense ia incurred. . . 

··{2). '~ntaey ev-J.d4tnc• will be -conaide~ecS a~ate to . 
. ·auppon. an expendit~~e if it is legible and includes 
t~ al!i!O@t, .. :dat•, .. place and .gives a prec is• c:tescr4,ptlon 
of the buai~•s purpose ·of·· the expense. · 

.(i) 

'· :· .·, ·. ··, ' ' 

· :ooeu..entary evid41!nce incluctes .priginal it-~zed 
,wc:•ipta,. origiJ141. it•iz-.1 paid bills~ ·or -•ny 
other silllilar. evidene• .. ·. Df!plic:at~ Qc:eipt• or 
~id 'bill.•. -will· not be a.ccepted a.s · ••P9n•e·. 
dQC._.ntation. · 

f!;qwnatt. •t••nta·. should·. b4l! ··.pr~~· ·an~ sW.i.t.ted for 
-~urs ... nt at .lea•t one• • .,nth ... 

~lopati .are···rtaqUi_red to .. ·furnish cOIIplete-infor~Mtion and.· 
•11 ori9inal rt~eeipta ~ to substantiate. the ·eJq»enae 
·•t•t-nt. .All ~1~ OJ:"iCJiM~. rect~!pt•, •ttacb-.nts 4nd 
e.1rplanationa.11Uat .be attached to. the expen•• .•tateeent_•~ 
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·bployee Business· Expenses 

· 3 ~:OS An original paid receipt is· required for any. expenditure of 
$25 or more.·· Duplicated receipts will not be accepted a!! 
expen.Se doc_..ntation. · Receipts . are · requi~ed. for .the 
··following expenses· regardleas of.··· the . .-ount;·· lpdging, 
c~~c:i.al travel (excluding taxi and subway), gas and f,)il, · 
.and .c•r re~i·rs. · · · · · · · · 

3. 0.6 The eJqMtn-• .. stata.ent must be filled out legibly in black 
. ink or typN-ritten. .. · · 

4. APPROVALS ·QQUIRED FOR· REIMBURSEMENT 

4.·01 In order to · obt.ain • reillburs ... nt for expenditures, 
· e~nse stat..-nt a1.1st .. ·· be approWtd. according to 
following guidelines: 

(a) Al! e.P.n-• atat ... nts mu•t . be signed by the individual· 
:claiaing. ~iJibu.rs.-nt. 

(b)' Approvals for r•iaburs-nt are .. follows: 

( 1) F1'll •t•f·f - Euc:utive Direct()r. 

(2) .·. ·. E.-c=1.1t.i" ·· Director·.· rrR secretary /Treasurer · or· 
· c:les ignattld bQard .-,er. 

4 •. 02 Pin.l ~pp~al for eJqMtnditures IIUSt ~ obtained before 
··re~.-..nt·J.•••· · · 

.4. 03 llo individual is .authorized .to approve his/her own expmae 
ata~nt. 
::~ ' <.. . -,- ,-_·.. . .· '·. ::. ,. . ·.:· .'. ' : ,· ' :.. .. ·, ' ' ' :- ' ... 

. 4. 04 t10 individual is autJtori•ttd tp .•pprov• any expe"-• statf!tl!lent 
which includes· hl•lher ·own e.xpen••• ~· · · 
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FLORIDA TELECOMMU,.ICATIONS RELAY, lNC. . 

PIJQ.IICIAL STATEMEN'l'S · 

.'TfiRBB MONTHS ·ENDED XXXXX XX,: 1991 

.STATEIIBJIT. OF. Jtt:YENUE i EXPENSES . 

S'TATIMEN'r OF ASSETS, LIABILITIES • FUND 

• · STATEMEirr OF CKNIGES ' IN.· FUND BAI.AIICE 

• STATIMIN'TOF .SOURCE fa APPLICATION OFFUNDS 



FLORIDA ftLBCc»aaaaiCA7IO.S RBLAY, I.C. 
Statealent of. Reyenue ····.Expenses .. 

Three Months Ended xxxxx xx, 1991 

1 
2 
3 
4 

s ._ 'ftl~l ·(Jpera~l.qg ~ 

6 iott.er··-~ 
7 Miscellaneous· 

8 7Q~l:·Otlaer ........_ 

g 

10 ~-~"" ....... 
11 ·DPR Provider _· · 
12· 'l"DD·Equi~nt_ 

This.·. 
·-.·.·gua$r 

x,xxx,J(xx· 
X,J(_Q 
XiJXXX 

.. _x,xxx· ., ... 
••••••••• ....... 

13 Vol'LJIMI Control Equip~ent . .x:.,xxx · 
14 Kisc-. T4tJ:.inallquipilent xx,.xx 
15 .AccountJ.ng (0\l,taide) xx,,••• 
1.6 Legal XX 1 XXX.' 
17 Auto Expenlie x,xxx 
1'8 s.nk c~rCJti• x, ••• 
19 .Oue•/SJ!b,acri:ption• .· .. · x,•.xx 
.20 ~prtte.ia.tion, Office ECJllip. · x.,xJuc · 
21 ~p,reciati:on_, Pullll Sens• Eqp. x,xJuc 
22 [)E!pr~c.iati:on, Otb.er . .. x., xxx 
2 3 .. Of f..j;ce J:qui,:P!Mtnt ·Lea•• . · x, ••• 
24 ·· lns\lr•nce-Jttt•l·th/Life/Dis x,ux 
25 In•\lr•nce-,.Other · •·••• 
26 .. Office E~n•e x, XXX 
21 PQat.a«J41'l!'reight x,.J(xJ( 
28 ._··_ P,rintinCJ · · x,xu 
29 -nt x:,xxx 
30 -.t.i.r.-ent x;xxx 
31 . ~lQyee C011pensation . x,.JC;xx 
32 .. 'Taxes, Payroll,_ . ._. x,xx• 
33 ·.· 'Taxe.,,, U~loyJ~ent Co11p x,x•• 
34 ~••••lLicen-.es · •• x.11x 
3.5 . ~l~Jaon. x, .... 
36 .Travel ' Bualn.•• x,xxJC; 
37:xerox x,xxx 

X;, JC:IIlX 1 XXX 
x,XJ(X 
x,·xxx ........... 
x,xx.x 

X' .xxx ';~Qt. 
XXXrJCXJC 

JUC,X.JJX 

xx,x••. 
XXrXJCX 
xx,xxx 
••••• x,xxx 
x,xxx: 

••••• x.,xxx· 

••••• •••••• X 1 XJ(X 

x,.xx 
••••• ...... 
x,,xxx. 
x,x •• 
x, . .xxx 
• ,xxx 
JCiXJCX 
x,xxx 
x,,x.xx ., ... 
J(,JCJC:X .. 

·x,xx'x 

X 1 XJUt1 xXX._-. 
·- .•...• 
x,xxx 

a,·....:,JUQ~ __ . 

x,.J(.XX · 

.......... · 

, x, ~1Cx, xxl( " 
JUCX 1 xXX 

xx.,xxJC: 
JlX 1 :11lXX 

>Xx,xxx 
xx,xxx 

x 1 X.1Cll 
•,xxx 
JC,xxx 
x1 JCXX 
x,xxx 
JCfXXX 

. x,.xxx_ ... 
. x,,.J(XJC: ._ •. 
x,xxx 
•,xx:,c 

- ..... 
x,xxx 
x,xxx 
x,x_xx 
x,xxx . 

._-X,JCXX :.-·. 
>x,•xx· 

XrJC:XX . 
J( 1 JC:XX 
x,x••. 
••••• 



FLORIDA.TBL!COMMUNICATIONSRELAY# INC. 
:Statement of Revenul • Expenses 
'Three Months Ended .xxxxx XX, 1991 
Page 2 

39 · otbltr ........ · 
4·0 'WO.rk•hQp 'E:q~ttnse 
41 ·Tr.aini.ng· B.,_ns41t 
42. Hisc:el1anetous Expense 

.43 'rotal otber ......-

44 · ·orotal ··Bxpela8ell 

45 ....... La•• ....... 

x,·xxx· 
x,ux 
x,xxx.·· 

x,JUUI,au 

x.,xx:x 
x,xxx 
x.,xxx 

l 
l 
' 



FLORIDA DLECOIIIIUNicATIOIIS RELAY,. IIIC •. 
Stateaent of Asset.s, Liabilities ' Fund Balance 

XXXXX XX, 1991 

2 
J 
4 

.5 

caah/tnveat-ents 
. Accounts Receivable 

Prepaid EJI:penaea 
.. 

ASSn'S 

'I'OtAl o.rr.nt Allsets 
. . 

6 Property. 6 · Bqui.-ent 

7 
.8 
9 

10 
11 
12 

Equ.i.~.ant 
. ,-oo Bqui~nt 
VolUIUle Control. Equipment 
Jlli:ac. Ter~~in.al- Equi.t-ent 
ouf.l. sensory EquiPMnt* 

· AcCUIIulated .... Depreciation 

x,xxx,xxx 
xx,xxx 

x,xxx 

xxx,xxx . 
.xxx,xxx· 
xxx,xxx 
xxx,.xxx 
xxx,xxx 
•xx:,xxx) 

'I'OtAl. P~rty 6 ECN'i.-.nt 

7DtAl Ane:t• 

15. Li@illti-

16 .AC¢o~nt·a P .• y.able . 
17 . Payrc:>ll Taxos ·Payable 

18 'IUt.l LJ.-.ilities· 

19 Pqnd '&al•nce .(S" Changes in Fulld S..lance) 

20 ''I'OtAl Li..,ilitiea • Fund f:IAluce 

•Note: · These .atat..enta assume .that ter~~inal equi~nt for J;:he 
· dQ.a,l sensory iapaired will be capitalized and d~pr~ciateq. Other 
te.r~~,i.nal equi~nt wi.ll be expensed at the tbte of distribution. 



' ' 

PLORIDa ~JCA!'IOIIS .RELAY, IIIC. '. 
State~~ent of Changes in Fund Balance · 

XXXU XX, .1991 . 

l F'Jnd B,alance. ~· XX](XX XX, 1991 

2 Excess .of Receipts OVer Expenditures 
. .,. . . 

3 Fund Balance - XXXXX XX, 1991 

xx,xxx 

xxx.xxx 



PuwtiDii ~LJC()IIIIUMICA'l'IOIIS RBLAY, IIIC~ 
State~~ent of Source. '•. Application of Funds 

Three Months Ended xxxxxxx, · 1991 ·.·. 

' ... ' · .. 

Smarce of PuDct. 

.·.Operations 
· ·Oper4ting ·Revenue 
Operating Expenses 
Net Inca.e. (Loss) fr011 Operations 

-.Other 
Mi·scellalleous 

. . . .. . 
Application. of ~ 

Workshops 

. : ' . . . 

Cash/ Irivest~BEtnts · 
Accounts R,ece.i.vable 
·prepaid ~~~nses 
Unearn~ Pa~nta 

XXX/XXX 
xx1xxx 
x.x,xxx 
xx,xxx 

Xtc 4 XXX 

XJlXX/92 

x~x,xxx 

•••••• ·xx,xxx 
XXI XXX 

X~ XXX 1 XXX . 

Fund Balance 
Increa•e or 
( o,ctease l · 

- .. . . 

·xxx,xxx 
XJC:.,XXX · 

····~· ., .... ........ 

l 

···.; 



FLORIDA TELECOMMUNICATIONS. RELAY, . INC •. · 

FINANCIAL STATEMENTS 

* · :S'l'~TEIIEIIT .. OF RJ:wlluE•· •.. EXPENSES . 

* STATEQIIT •OF A$.SE'l'S, LlAsiLIT IES • FUND BALANcE 

* ,STATEMENT OF CHANGES IN FUND BALANCE 
. . . 

· • STATEIIEIIT OF .SOURCE ' APPLICATION OF FUNDS 



PLOiliDA ·ft~ICA'l'lOIIS ~f, IIIC. 
'State.ent of RevenQe ' EJ(penses 

.· Ye4t: Ended XX]CXX XX, 1991 · 

r-....n ... 
2 Surcharges· 
3 Interest 1m::~ 
4 ServicE!&/Other 

. : .. . 
:. . . . ... ·:. . . 

5 ~tal Oper•tillg Rlneaue 

Ot.l~r·......._. 
Mil5cellan¥tous 

20~1 Other aav.mae • · 

9 Youl. ..,. ... 
. ' ' . 

1·0 .. Oper•tiQCJ "*P-""• 
11 . OPR Provi~r 
12 . <TDO EquiP~t&nt ·.··.. . 
13 Vol~···cont.rol. Bc;tuiptMmt 
14 Mi·ac. Terw~in.al Equit-nt 
1·5 · AccoJ,~nting (OUt•ide) · 
16 .~gal , 
17 · Auto ~~peri•• · 

· 18 • .Bank .ctl._~ge• . 
l9 ouea/Subscription• . . . 

. 20 0.P~89iation., Office Equi~nt 
··21 ~~Befat~on, Dual .Senaory Equ,ip.ent 
· 22 ~precJ.at,1:on, .Qther.. · .· 

23 Office Equip.ent.Lease · 
24. ln.EJur.ilnce-Ht~o.lth/Li·fe/Dia. 
25 .Inlllu.r•nce~Otgr · 
26 ·Office·IJCpen.e 
27 Post-a~lr.re~gbt ·· 

·28. Printing 
29 ·· .. Rent· -
Jo Reti~nt... · .. 
Jl lapl()y-. C~naation . 
32 T4Jeea., 'Pap-oll .. · . 
3 3 · To•~•, .unQ.plo)'JM!nt Co•p 

· 34 · T.iJIJ(es/Licen~Jea . 
.· 35 · Talephone .. 

36 'TJ:-.vel ' BJ.Jaineas B•pense 
37 Xerox·.· · · 

x,xxx,~xxx 
x,xxx· 
x,xxx 

'. .......... 
x,xxx 

s,aaa 

x,xxx,xxx 
• J(J()I: 1 XJ(X 

xx,JnU' 
xx,x.xx 
xx,xxx 
.xx,xxx 
'x.,xxx 
x,xxx 
x,.arx:x 
XI XXX 
x,xxx 
x,xxx 
x,xxx 
x,x.xx 
a,.xxx 
x.,xxx 
x,;xxx 
x,xJ(x 
x,xxx 
X,IXXX 
x,.xxx 
J[,xxx 

.. 'x,xxx 
x,xxx 
x;xxx 
.,xxx 
x,xxx 



~ -

Flo~ic::la 'l'elec~uni-cationaRelay, Inc • 
. state~~ent of R4;avenue 5 Expenses 
Ye.u; Ended xxxxx xx, · 1991.··.· · 
Page ·Two 

39 
•o 
41 
42 

Other •--
w()rk•h~~•• 
1'rainiJUJ BxP&n•a 
ll~scellaneous Expense 

43 4flotal.. Ottr.r ~· 

44 YcJtAl .• ..,..... • 

. ·· 4 s .·· Revenue Lall•· a.peuea -

....... _ 



2 
3. 
4 

7. 
8 ' 
9 

10 
11 
12 

13 

14 

' FLORIDA. 'rBLBCOMMUIIICA'l"IONS RELAY# INC::::. 
Statementof Assets, Liabilities • Fund Balance 

XXXXX XX, 1991 

._c.ahllnvestlllent:a · . .. 
Accounts ~tttceivable 

· Prepaid i8xpensea 

ASSB'l'S 

7otal Oarren.t Assets : 

Equis--nt 
TOO EquiP~Mtnt 
VolUIIIle·cont:rol Equipment 
Mise. Tenainal Equipaent 
0\lal .. se~ory Equir-ent• 
Accuaulated Depreciation 

x,ux,xxx 
XX,J(XX 

~tal Property • Bqui~nt 

'I'Oql ---t· 
LIA81LI"l"IBS. 6 PU11D ~B . 

.• , .... a.aa 

15 LipiUti• 

16 
17. 

18 

Accounts, Payable 
Payroll.Taxea Payable 

'l'ot.al Li.abili.tiea 

xx,xxJ(_ 
XXX 

19 Fund . Balance ( s4!e Changes in Fund Bal.,.nce) 

20 .. lfot.al Liabilitie. 6 ,h.Qd Balance • 'JUDI, JUUl 

*.Note: These .at•t..ants ass~ that te~lnal equipient .for the 
,d~alseru1ory ilipairtld will be capitalizect .11nd depreciated. Other 

··'ter.inal equipll&nt ·will··. be· expensed .. ·at .the tiae -of. dis·tribut.ion~ 



..... -:< 

f'LORIDA ftLBCOI8RDIICA'tl«*S QLAY~ IIIC. . . 
Statement of. Ch.anges in 'fund Balanc~ 

XXXXX XX, 199r .. 

1 Fund Balance - XXXXX xx, 1991 

·.2 :Exces·s of· Receipts ov.er· Expenditures·· 

3 Fun.d ·Balance .... xxux· u, 1991·· 

. · 

xx.~xxx 

xxx.xxx···· ......... 



.. PLPIUDA. ftJ.If(:c)I•..-ICATIQIIS RELAY~ I.C. 
Statement ofSource i Application.of Funds 
· · Year Ended xxxxx ·· xx, l99l 

. Source· of Pundll 

Ope:ra.tions 
· ()perating Revenue 
·.Operating El(pena~s 

.·· ... Met Inca.e (Loss) frma Operations 

Other 
'Miscellaneous 

APPlication.of FundS 

workshops 

Increase in Fund IIAl..-ca 

xx,xxx,xxx 

· SCiledule of cta.ngelll in Fund S.lance 

. .. . . 

.cash/Jnveatllient·a . 
.. Accounts · ·Receivable 
l'repaid Expenses 
Unearned :PaYJM!nt.s 

UIJX/91 

xxx,xxx. .. , ... 
XJJ.,XXX 

. JUt, XXX 

xxx,xxx 
xx,.xxx 

·xx,xxx 
xx,xxx 

x,xxx,xJC·x 

x.,xxx,xxx 

a,••••au 

·xxx,xxx 
.xx,xxx 
xx,;Jex.at 
xx.xxx 



SUBJECT: 

I. 

III. 

-This p~act.ice- will provtde inatructionll for the use of··---
.pqrchA.. ordez:s. The use of local . purchase orders {LPO( 
follOW8. 

tll oursh•••l . 
1.-ples where a ·Foraal Purcha•e order s~ll be u•ed, b~t 
not l.iai.ted -to, are the following: - - _--- - --

1~ Stock .. teriala_. 

2 ~- It;... charged direct_. to work orders or contracts .. ·•- > 
-. 

3. ~rniture, computers, etc. 

A. PurchAse orders are issued at the direction of the· 
Executive Director as the official representative of PTR. 

" B. J~UrcM.s• orde,rs can only be . .i.ssued,----c.anc.led or changed 
at t~ authortzation of- the.E-xe_cutive Director. · 

. - '. .; ··.- . . . . 

.-- C• 1'M ·l•lllllcutive Director will ulttaately be r••ponsible for- __ 
ttle follf;)Wing: · · - ·---- - · · · 

1. - Tt. issue of the order~ 

2. -_Tillely follCIW~up· to assul:-e delivt~ry 
- length ()f t~. 

3. Sel.cting- alternative vendors ..,ben its.• can be 
pvrc:ha•llllld_ at a lower net coat.: 

4. _- ..-iewing all requisttiou _for proper approval and 
._ .u::count.ing.. _ - - - - __ - . 

S -~-- Va'l:.tdate -that ~ter ials -_ conf-orm ----to cof1tractu.a1 or --
ota.r standards. 



· .. ··, 

Florida Teleconiiiunic4tions Rel4y, Inc. 
Pur.chasing Procedures 

- ' ' . . ' . ' ' 

D. The bsiatant Executive Director .w.ilf be, respon~ible for 
·· ·• the following: 

l. 

2. 

3. 

O.te~ining the necessity for and the t.tiling pf the 
pl~ha... . . . 

Providi·riq unit. prices and tot~l coat of. a{l it&IU . 
.on a nqutaition. ·These ..Ounta will b8 aetual •.. 
()'U:'C:haae prices after conaidering all discounts. 

Proper ~ccounting codf!a •. 

A ca.plete •scription of the iteaa • 

A' unit .··Price,<!Bxten44!d. pric·· and the gross ·-ount • 
.uat be shoWn .on the requisition; 

6.· · Deaigtl4tion of the pr4tferred vendor• 

7. 'rhat · •teria.is ccmfon~ · to ·: contracthal or other. 
· atanda.rda ~·· 

When an ··-r~ncy· ~x.i.ata, a purchase order. nUIIber can be 
advanced by tb~ Executive .Dlrttc:tor. for. the. ~diate 

·· ~N"ha•• ot Mte:ria1. The reaul ti.ng purchase order will . 
'be lU.led '".CO.fiRKING I DO IIC)T DUPX.lCATE ~ .. . . 

8~ ·Ttae conf.ix-ing . pu.rchase o:r~:r nUIIber will ·bft provided 
•fter .tbe originator .. of tm.r~e•t gives the raason for 

.. the ne.ci of Ill ·COnfir.aing pllrcha.S!B order, the •nAN of the 
ve.nctor aJKS description of the it.. to be purchased~ . 

. .. . 

BlaJ1Jset Pur.cbase Order · . · .. 

Blanket pu~c:Juaae ·o~der• . can .·be • issued when ~epetitive 
puJ:ChQ•• of .an it- •re .rtJCNired for one, partic~la.r 
vendor.. An e.-ple o.f this. would. be gascHine p&a~ha•••· 



... . .. . . 
'lorida TelecOIIIDQnications Relay~ ... Inc~ · 
·P:urch~sing.Procedures 

I. 

To provide · inatrtictions for the use of locAl purch4ae ·· orders 
·. (LPO) •. 

II. Gfperal 

A. t.Oc:al PJrchaae or.dera are inten~ for · eJCpedi.tious 
· parchaae• ·. of non-stock . .-terials from LOCAL vendors .. 
~are not. to be used for orders placed with our11411jor 

··venc:iors. · · · · ·· 

B. Purc::ha .. • on an LPO cannot exceed $500.00 including tax. 
. ' ;.. . ' ' .-

c. .,,_. LI'O. -.a•t ~ 4pprov8ci wioF ~o the purchase. 

D. LQcal ··~taPe .o~ders ·can ·be used for, but not 
to, tbe ~ollQWiJICJI · · 

1 .. · Ktnor a~t~bile repair•. 

2 • ()tfiee auppl.ie• and· .priJ1ti.ng .. 

3. S«trvicing office . .-chines. 

· 4. JU•c;;•llaneo~• it... of JUteriala . uaed 
ptrfonaance of'a1.1thorized functions. 

E. LoC41 purchase orders cannot be •used for the following:·· 

1. lt ....... g·f u.terial •nd .equiP..nt to be placed into . 
·a~ock for later .distribution. 

2• Office ~urniture, tools, etc. · (ca.pital it_.). 

3. Addition. or change• to buildings. 

4.. *:lor aut011Qbile repairs. 

4. Th4t loc•l .p.arcb4ae order •l.l•t be prepared and approved 
pr:ioJ"" ·to _.king·.· the p:urcha•e. .. · 

·tt •hall contoin .. quantity, de•c~iption1 unit price~ and 
total ••tJ.Mted.co•t~ 



Fl'o~i4a Tel.cPJIIDu.nicationa Relay 1 Inc: • 
Pureh-.sinq Procedur.es 

c. AnY :i,tea that is not available ~lately (i.e. ~ck · 
ora.t~s) ·auat be JDarked off .the pu~chase .order •. · Another 
purchase orc:ter •us,t be prepared for back order it--. .' 

·, 



1) 
... . . 

. __ _ 1'hi• agr-..n~- t• •4• this __ -. _ •Y .of . _ . .. _. , 
.1:99-l,, ·bet..U _l'~orld& 'ftlec~lc;e,tio• -~loy, Inc.,_- ... -_Plotia 
corporation' nat for :profit# here~nafter ca,ll8d ·e..pl·oye,r•, ~nd . 
----..-.;..... ___ .;....._, .. ___ .;.;;_···_._- , he"inofter called "f!aq)lpyee•. - . · 

_ _ _. W11Elt£AS .. Flot:i~ 1'e,lec~ications a.lay,--_ Inc. is •. a Flo,;oi,d4 
corporation ®tfo~ profit,for.ed pu~:su4n1:,-to·chapter 617, F.S., 

. •nci:. . . 

WHIRJtAS Plorldo ·'f4tl-=:CIIIi.unicati.Qns Relay, Inc o dtl•ina ... to 
-~loy an Bx.ec.utive l)i~to~ of the cp~r&tion, and. 

' ' ,. ' .·.···.: . ·., 

WJIBREA$ . . . , • an indivict~l, ~•it-111 . to 
•be -.p.lq.l"'G t;JY Pldridi ,.,lec:~~nicationa •lay, :r::nc. •• ·f:peut.tve 
Di~tor Qf the ·Corporation, and · · · 

. . ' . . -. . .: . . ... ·.:." ·-.: ' .. ~- ' .. ' 

WIJBRDS bQth ~i••, de.irtt to enter_. into an ag~nt. 
defin:inCJ the ciut.J;e~, COIIJPIPI!Iation, · benefit•, re•ponaibilitiea and· 
teJ:J~a,of such ..-plo,..nt. 

- .· . . . - ·.. ·: ' ·. ·:' 

TIIEREPORJ:,:.flori<fa ·Tele<:~unicat.iona .Relay, 
. . . __ -_.· _ · _ _ : -_ do her.eby . _ •nter, ·. into the 

............. ~~!"""''":.f~o .... r..;.. •. ~t"':'he-. -.. --.a~· -"!"'t!""llA-.. -r-1-.. be'~fit of both partie• J 

Inc •.. and 
folloWing 

' ............ ' ·.' ' ' ··:· 

1. •lOJ'IIItlit. . . £aploy.r hexoewith .-ploy• -19)'98 
Ex-=utive .[)ii;lij:~OJ:' -.pf rlori~ Telec:o-uniC4ltiona ,Relay; . Inc. 
••~ .at :tbe ple••ux-. of tht! Board of 1>i~tox-s. · 

2. . :Dgt:&fa·~ :~i:ng ~he ter.. of. tht• agr..-nt, _ -.plqy-. • 
•hall, _ ·uncif!tr :t" ·~~:rviaion of ·. ~lQye~ '·• _&Pard Q.f _ Direetors, ·. 
O.Vote 1\i#, ttQtire wo;~;Jcl,ng _ tU., skill a.nd e~ri•nc• to advancing 
1;114! · intere•t• ·of :~lopr :P4 _ it• ••-.~•. _ ~l~ •~11 p;trfor. 

_ ·•"'cb 4ut;itt.s "a• . •r• •••1~ ._- to ._ hiAI ·by t._ pr••i~nt of the -
Co~rt!ltion ~~ -by the ~ac:»u-d ot .Dixoectors o · 'These ·duties include, · . 

. ·but are ·~lat .. liai:t~ t.o.s 

. ) •J I.M~io, tta.t t~ .~J:'d of .. Qirectors and 
~-- -ll:~t ._- ftd.1y inf.o~ .. pf - ttw. concU.tions . a"cl ·· 

_ qperation• of the corpQration ·and on all u.portant. · 
t·actors · A.:nfluenc.ing t.'.._ • · · · 
.Atten4 a.ll lllllt$tings of t- .IOard o£ Dlxoec;tors ·as a · 
s;ribar ·-••..officio .. witbcnu: ·the r.ight ·.to vote. 

c;:J · Plan, . fQnaulate a~d reCQ-nd for t'he ap~roval qf 
t:lle 8qard of D,i.rector• ~:sic PQltc:i•• ~net· progJ:'.._. 
Wb·,t.c:b will further t.he. obj~ti,.• , of : tbe · 
,CoJ:PO~at;ton. _ · · · 



d) 

e) 

f) 

Exee\J,te decisions, .when so directed, of the Soard, • 
of Directors. ·. · ... · 

·oevelop, for p~rposes of doy;;..to,..day .~dllinistration, 
s_pecitic . po·licies, . :Procedures 4nd programs to 
uapl-nt the general policies established by the 
loard of.Directors. · 

Eat-.blish a sound adain.istra,tive s~ructure for the_ 
beAdqu.u-ters office.-

g) Dir.-:t and coordinate afl approved progra~~s, 
projects. <and ..c~jor activiti..,a of the headquarters •... · 
-staff~ ·· 

h) ·Conduct resear~h and related projects as app.roved 
·by ~loyer, and pre_pcu:e· •. and publish the results ,en 
aubj.:ta deuted of il!lportance to the· ~rahip. 

' . . ' . 

i) · .• a.c~it,· ~ire, indoc:tr~nate, trein and .,tivate all .. 
Coq10ration .. staff.·per_sonnel~·. Responsible for all 
p~tions •nd te.rainationa. Define a.toff dutiea, 
establish pt!rfonunce. · stondarda., conduct·.· 
per~onaance reviewed, and - .. intain c:oapetitive 

· salary structure. · 

P~te . interest and ac.tiVtt participation i·n. the 
Corporation's activi.tiea and_ report activities to 
tbe Board and_ Others ttlrough ·.the . Ca.Qnicationa ,. 

·_ ..ella of .the Corporation. · · 

k) . Jlilint,a.in- effec,t.ive .·.relationship~ with .• other 
organizations., bOth public:. and private, ... and see 
t~~ t~ poaition of :the· .corpo.ration and ita Board 
of Directors is· enhanced- in· accordance with· 
pol,iciea ail';l otljectiv4ts of the organization. ·· 

1) ' In ~Ooperat.io~ w.i,th the Board Qf' Direetors, 
~].op, ~~nc;l 'and.,.· ~pari approval, .. oper4te .. 
wJ;~Ja:j.'.n ·.an annual bud~t. Inaqre ·that all funds, 

· ·pbpic:al: , ••••ts and othttr ... property, of · t:he · · 
Coi'p,:)ration ,ar• .... a,ppropriatfi!tlY safeg\larded and 
•dlli'li•t411red. Confo~ to bylaw p:rovis:ion• as well .. 
•• . S.Ction .·. .. , ·. f.S;., .n4 . appllcabl~ . Florida 
Jlublic ·S4XVice Co-iss ion rutes regarding financial 
·r•porting and annual 4udit •' 

•.) A8aiat Jlaard of Di~ectOJ;'II in plarmi~CJ, o:rganiJation · 
arid cgnd,uctill9 •rmt,~al ,..,_rahip ... tinga ; •nd ·Board 

· .. '-ting•; .advise B()ard of ·oirf!Ctora· ·on bud.get 
.Qbj~t;Lv••:; _..intain ·· .. r.corct. .of ac;tivit;i:e•, 4nd 
••P~ndtturea,. and prepa~e reports to Board of 
I)J.~,to.ra . · 
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P) 

q) . 

8) 

t) 

U) 

A:a.sist the aecretary-trtt!1i:au~er in his ·secret!1lrial 
functions; maintain official_ files of mi_nutes of 
th~ Board of· :Directors and ot-her offici'al IIM!e~ings; 
aaint•in __ Membership. and - aailing __ li•ts: ancS 
c:U.atribute .ainutea, reports and <cople• o~ official 
docW~&nts ---to officers, directors and ~ris_ as 
.appropri·ate . 

~au,z:e _ that -- :mellbers are· kept -. in for.ed of 
leg.i,.alati'V'e activities of . concern-- to the 
Co~ration. -When direct.f!c:l. by--- the Board ·of 
'Di.r.ctors in .accordance>with the bylaws, ~iatribute. 
info~tionto ·members of the Legi·slature and, when 
directed, aay appear before legislati:veco•ittees 
toc~nt.·on pending·legialation. 

Maintain effective liaison with the Florida P11blic 
Senrice Ca.aission and staff at the dirf!ction .of 
the Board .of Directors in keeping with the policies 
-of the _Corporation. 

Maintain effective _ ii,.i.aon . with __ 4gencies _and 
de5N'rt.e:nts of ·the ·sta.te .government-· forpuJ;"poses· of 
•keeping --~rship infon~~ed of state govern.ent 
activ.itiea which ll4Y illpact the_·Cor.poration. ' 

Maintain such relationships with---, other 
a"asociati:ons, · i.ndu15tries, qoverru~ent, public 
•ervice.orqanizations and vendors as are desi,rable 
.pr •Y be in the beat interest of the Corppration 
and in. confor.ity ·with the ovea:-all objectives and 
policies of· the organi:r:ation. · 

· P~e~re and file. repOrts and financial statelaent:s 
with the Florida Public Service C~i:asion as 
required by Chopter , F.S., ctnd C~ission. 
rJ.lles. 

Maintain. all books ancS records .of the .. · Corporation 
in • •nne,r consistent 'wi.th Florida P.ublic Service 
Ca.ais•lon rules and directives . .. · 

·Insure that neither hi•/herself nor any employee of 
Florida 'relec~uriicati.ons · Relay, Inc. · ha.s any 
fj.nancial conflict of.intereat J~ith 111ny peraonor 
·CC>r:pc>ration with · which·.· the CorpOrat-ion has a 

·business relationship. 'l'hia a.P.cifically include•, 
·but is not. limited to, ·,.the provider of the dual 
party r411l4y s.ervice, · . 'l'DD. and other te~inal. 
~i~nt -.nufacturers, . distributors and vendors 
ancl. contact ·· service :providers. ·. The · t;xecutive 
·Director shall implement a written ·policy regarding 
conflict of int~rest and is respomsible for 
ca.pliance by all employ.eea. . 
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v) . Carry .oqt such other general . responsibilities as 
aay be delegated by the Board .. of · Directors. 

. . 
' .' .· . . . ' 

3. ·con~pepsation• ·As com-pensation for his/her services, 
·Employer ag~ees to pay Employee, and. Employee herewith accept.s ~-- the 
a.o\lnt ·of·.$ ·.· _ ·. - P.r year. Employer and Emplo.yett .ay, fro• 
tiae ·to t,bta; reflect increasea or deer•••.•• in :t:ilployee'a 3alary 
by -entef:ing such a change as an · .-ndllent to this _. agree.ent. ,_ 
-Cbanges in c~nsation --· aay be reflected . in the> llinu~ea of the 
BoaEd and shall ~ effective on such_ date as aay be specified by 
the Board. -changes in c'-pensation when entered in the ainutes 
shall con.stitute a.n -ndllentto this agree.ent. · 

4. RejJrtmrw..,nt· S2f Egnses .. The Elaployer· will ret.burse 
Eaployee for __ reasonabltt expenses actually incu,rred by ~ployee in 
the furtherance of Eaployer's bu,siness, including, but not _limited 
to,- autOJM)bile and otlwtr expensea incurred in the perfo1"11o4nce of 
his/her duties, provided proper it-i~ation for these -&l!Cpenses· is 
furnished_.- by e.ployee. · · -

_ __ ·s. "'4ical. ftospitaliJttion .arid Dental Insurance. .The 
bployer will provide ..c:tical and ho•pitalization inaurance fQr 'the 
bplOY" and-·,. pay . t._he .pr•iJUU _ for .· individqal c:ov•nct . fpr the 
-lcnr-.. In ttle .vent the Eaployee requ.eata f&~aily coverage, the 
._,lQyer will contin~• to pay 100\ -of the p~eaiWI _ for th• t:.ployee · 
«and •o• ot ttt. difterenca between sincJla and f41aily .coverage • 

. F_.ily, dental covera_ge will also be provided. by .the Ellployer. The __ 
detail• Qf this plan •re i·ncluded n Attac~nt A, which is herewith 
incC):rpor•t~ •• ·pa# ot thia 4gr..-nt-. __ -

6. ieife ;rnauqnce. 'l'he. ·Eiaployer will provide group . life 
insurance to.r- tbe Dt.Ployee. .The policy will-~ p4yable to a 
~neficiaey -cle8ign&tttd ~Y the Eaployee. Ttl• details of this plan 
are incl\lcs.d ·in A~ta~t.ent A1 which is herQWith inco~rated 
pa"t cQf thia .agr....,nt. 

, 7. _,- _ 1\e~ir-nt · · Proq:r;u. Th4!t · tap1oyer will • arr•nge a 
:c~re'tlen..iv•·-r•tir.-.nt plan for the .&~ploY" thro~gh a ca.Pany or 

· · ·a•aociiiatlcm pt'Qviding such a ·PrC)gru .and will contr;bute to sgch 
progr.aa as .. y. -~ .agreed to by the P4rti••· The ~t4ils of Lhis 
plan are i.ncl·gded in AttacbiMnt A, ·which i• he_r~ith ,incorporated 
•• part of . this agr .... nt. · · · ·· · 

.· · 8. · _ Diw@ilipV IQIUrance. ·· 'l'h8 BIIPloyer _ •Y provide 
c:iiaabil:U~y in.\lr:Aftce tor _tlwt bplo~ for, aqch <per,i.od and. s"ch · 
pctrcentage of wage• •• the Board_·-. of Dir~to_r_a approves. The 
detail• of thi• gl•n .a.re .incluciect . in Attact.ent ·A, which is 
ber•it'h incorporat-e Jll ~rt ·of thia agreJilant. · · · · 

:9 • llnber.sbips. Dlpl~yer uy pay the dues, IM!alll and 
i:'ea•on~ble par.ticipllltion !BJJ:penses for ..aabership in deof •ervice 
.e1nc1 -- ~el•ted orgoniaat.iona a,pproved by _ ·the '8o4rd ·of Directors • 
-..berahip•·in deaf ae-=vice,-indu,atey or other org,anizat!ons will 
be revielfled .and conai~red on •n individual ~sis. · .· 



1'0. Vacation. Employee shall be .. entitled to vac.ation with · 
eompen~atiori in accordanc.e with the· following schedule: 

First 2 Years of Service. 
··.After 2 Years of Servic~ 
Aft~r 8 Yearsof service 
After 12 Years of Service . · 

1. Week 
2 Weeks 
3 Weeks 

·. 4 Weeks 

The v.acation ~~ay be.· taken by ·Employee at any tilae during the year 
and . need not be taken at one tiM. Vacation tilae ehall not c.arry 
ov.er · frost year · to year "'ithout .prior approval of the Board · of 
Directors. · 

lL AutOIIobile. · The Corporation ~~ay provide an autOMObile 
for the u•e of the Eaployee in the perfonaance of his/her d'Jties . 

. The bployer .-y also provide insurance coverage. and aaintt!nance of · 
the a~ta.c:Jbile, . .and aay reillburse Employee for gas as pr.ov ided in 
paragraph 4 .~ her;.-of • · · · 

' ,·- ,· 

12. ftU· . Any fees, compensatlons, .aney or other things of 
value r~eived orraalized as a result ,of the rendition•of service 
by· Ellployee sh.all 'belong to or be paid . and.· delivered to ~ployer• · 

13. Temil\atiop. · . This agree-.ent . and the emplo.YJMtnt 
relationship shall auto-.tica,lly and r-ed,iately .. stand te,rminated 
if the...-e ·. is au~u.al •CJreetlent .bet""n .· Eaployer. And laployee to 
teXJI,.b"late the .a«Jr .... nt ·or ·if Elllpl«;)yee fails to c~ply with·. the 
t•.au of t·hi'a Agr..-.nt or is unable to perf or~~ the duties· of this 

.· a.ploy.&nt aa ~te.g~ined .by the BQard of Directors .of EllplQyer.. In 
. the event • of >tenaina,tion,- regardless of the cause., the bployee 
. l!lhall·be •ntitlttd .o.nly to his accrued unpaid· a.alary to the date of.· 
ter.ination as aeve~an~e pay. · · 

14. Agency. Ea~pioyee shall haveno authority to enter' into 
any contr,ac-t binding on Ellployer, or to create any obligati()ns on 
the part of Eaployer, except as shall be specifically authorized by 

·· .. the BQa~d of Directors of E•ployer. 

15. . Prohibition Aaainst Ass iqnment. The Employee agrees,. on · 
behalf of hia/heraelf and his/herpersonal representative•, 'heirs, · 
le.gatees, distributee• and any other ,per,sonor person• cloilling any 
benefi.t under hia by virtue of this agreement, that this agreement 
•lilnd the ,righta, interests and benefits under it shall not be 
•••.:i.gned, transferred, pledged or hypothecated in' any way .. by 

.· E•p1oyee or any .per.aon or persons claiming )lnder E111ployee by virtue . 
of· this agreet~ent, 4nd ahall .·. not ·:be aubject to execution, 
att4cn.nt or·aiailar process. Any.attempt to assign, transfer, 
pledge, hypothecate or otheJVise diswse of. this agree!IM!nt· or of 
such· rights, interests and benefits contrary to.·· the foregoing. 

· provisions, or the levy of any attachiiM!nt or 1Jimilar proceiUJ ·. 
thereupon,~ sh!itll ·IM! nlclll, void. and without effect, and .shall 
relieve Baployer of anya.nd all liability under this agree.ent. 

.. 



16 • Notice. . .. · A.nY notice required or 
under this .~greement sh4ll be sufficient >if in writing and if sent 
by mail ... to Employee • :ti · residence. or to· Elllpl()yer • a principal office 
at .. 13-11-B Paul .. Russell Road, Suite 202-B, Tallahassee, Florida 
3230L · .. ·. . . . .. . i ······.:·.····:.::.. .·. 

17 ~··:·. ·M()diti6Ation. This instrument .· coritain·; .. ·tbe··········.ttlltire: 
agreement of t·he .parties .and •Y ·not be changed except. by •lltual 
consent and by· action :of the. Board of Directors of the·C(lrporation. · 

18 •. ·· KiscellAnes:n11. Failu" of either party to aaaertdany or 
ita rights under thl.s agr-nt shall.not constitute a wa.iver of 

. its rights. The waiver by any par:ty or .. a }?reach .construed as a 
waiver of any aubs~ent breach by any pa~y •. This agree.ent 1~11 
insure to the ·benefit .. of, and be binding on, the paJ:tiea, their·. 
successors, heirs, personal: rtJpreaentatives and assigns. If any 
proviJJiona · of .. this agr-nt lhi!lll. be declared invalid. · and 
unenforceable~ the r_.inder of this agree~~ent shall continue in 
full . force and affect. . This aqr..-ent shall be construed, 
interpreted, governed and enforced in .and under the lava of the . 
State·Of Flori~, •.c•pt:•• otherwise providt:td in this agree.ent• 
Par•graph .he.ading• -.re inaerted only for convenience and are not to 
be construed aa part of th·ia ,agr-nt or a lillitation of the scope 
·o.f the 'particu].ar ~ra.graph. to which they >refer. 

. Ill ·WI'DIESS NHIUOP, the porties hereto have executed this 
agr .... nt ~he date~ year first above written. · .... · .. ·. · .... ··· .. •.·.·· ... 

Attest: ·. , .. Florida ~lecO..~nic~tio~a 
Relay, Inc.~. 

&.ployee. 

i 
I 

' ~ 

i 

I 

i 



8) SUJOIARY 

Co•pensati()n. 

Offi.cerll r. Board of Direct~rs· 
Executive Director 
Assi•tant·Executive·Director 
Interpreter/Office M4n4ger 

· Secretary/Receptionist · 

No ~~nsat·ion 
$40,000 $60,000 annually 
$25,000 - $40,000 annually. 
$22,000 - $35,000 annually 
$18,000 - $22,000 annually 
$18,000- $22,000 annually · Secretary/Clerk· 

Health Insurance 
Life Insurance· 
Other Insurance 
Retireraent 

Paid Holidays 

Vacation, 

'• 

. Per Employee Contract 
Per Employee Contract 
Per Employee Contract 
Per ·EJaployee .contract . 

New Years Day, .Mellori.alDay, Independence· 
Day, Labor Dcay, Veterans DaY, Thanksgiving 
Day.if Friday after, Chri.staaa Eve if 
Christmas Day 

. Firat 2 Year:s of Service . - 1 week· 
After 2 Years of Service- 2 weeks 
After 8 Years of Service .·· .. - 3 weeks 
After 12 ·.Years of Service - 4 weeks 



PLORIDA ftLBCOIIIIQM'ICATIONS . RELAY, IIIC • 

9.) 

All financial ·and related records. of the Florida 
· TelfiCa..unications Relay, . Inc. ( F'l'R) will be . retained in< an 
. org4ni:zed aanner. Records will be made available to authorized 
representatives of the !!lorida Public:. Service Caa.ission ( FPSC) and 
the Auditor . General in ac:c()rdance . with controlling statutes and. 
FPSC rules. Mo finaneial or related recorda will be destroyed 
without prior PPSC approval. · · 



FLORIDA ftLF..coNIIUIIICATIOIIS RE~Y, !.:! •. 
· Statement of Revenue " Expenses 

Year Ended June 30, 1992 · 

l ·~;,ue 
2 · Surchar~s ·. 
3 Interestincoae 
4 Services/Other 

5 · "l'otal operating. Revenue 

6· Other···lleYeftue 
1· Misct:!llaneous 

8 · "l'otal Other ...V.nue 

·g . 4f'otal · Reyeaue 

10 Qperati.IMJ hpe._.. 
11 •DPR Provider 
12. TPD Equi~n't. . 
13 Volu. Control Equip.ent .·· 
14 M.i.sc. 'l"eraiilal Equipment 
15 .·Accounting (Outside) 
16 Legal 
17 Consulting · 
18 Auto Expense 
1'9 Auto Lease Expense 
20 Bank Charges 
21 Dues/Subscriptions 
22 Depreciation, Office Equipment 
23 Depre. , ... Dual ·sensory Equipment 
24 Depreciation, Other .. 
25 Office Equip~Ent Lease 
26 Insur·ance.:OHealth/Life/Dis. 
27 Insuronce-'Other 
28 . Office· £JJ;penae 
29 Poatage/.Freight 
30 Printing 
Jl Rent 
32 Retire~~P-nt 
33 · Eaployee ··Co•pensation 
34 Taxes, Payroll . 
35 . Taxes, Une•p1oym.ent Comp 
36 Taxes/Licenses · 
37 · Telephone .. . . 
38 Travel 6i Bu15ineaa.Expense 
39 Xerox· · · · 

40 'l'otal aperatiftC) Expenses 

$4,200,000 
125,000 
. 5, 000 

$4,330,000 

$ 

$ 5,000 

$4~335,000 

$ . -o-
547,ooo 
'162,50.0 
100,000 

14,500 
19,000 
25,000 

3,000 ' 
9,600 

300 
>1,000 
2,100 

10,000 
2,000 
9,00Q 

39,450 
2,800 

' 3,500 
7,400 ' 
4,200 .. · 

15,250 . 
15,000 .· 

160,000 
12,000 

750 
500 

12,000 
33,240 
. 4, 500 

$1,215,590 



Florid~ Teleco111111unications Relay, Inc. 
s~tatement of Rev.enue £ Expenses 
Year Ended June 30, 1992 · 
Page Two 

41 Other BapellM8 
42 Workshop.Expenae 
43 Training. Expense 
44 Meeting t:~penee 
45 Miscellaneous Expense 

46 if'otal Other &apenaea 

47 if'otal B.penaea 

48 Revenue Lea a BKpenaea 

$ 12,0QO 
155,100 . 
12,000 

121,560 

$ 300,660 

$1,5,16,250 

$2,818,750 

...... 
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