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ro: FLORIDA PUBLIC SI RVICE COMMISSION
FROM: FLORIDA TELEC( MMUNICATIONS RELAY, INC
HERBERT L. PICKELL, JR.
EXECUTIVE DIRECTOR
DATE: OCTOBER 31, 1991
As directed 1n the above referenced order, the Florida

NG . , as the Administrator of t he
Telecommunications Access System, 18 filing a proposed final budget
and policies and procedures for Fiscal Year July 1, 1991 through
June 30, 1992 for Commission review

Telecommunications Relay,

Please feel free to call me at )04) 656-1737 whenever you should

have any questions.
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FLORIDA TELECOMMUNICATIONS RELAY, INC.

i) QUARTERLY F | NANCIAL REPORTING

he Florida Telecommunicat Relay, IIno. F'TR will tibhmat
1 the Florida Public Service LoOn 8 n (FPSC) quarterly financial
tatements within 45 days after the end of each gquarter of the
fiscal year. The fiscal year will be JjJuly 1 through June 0. The
marterly financial statement will be submitted in a format

generally consistent with the format ir—.‘;nic"i as Attachment 4. The

i »
FTR will not exceed the budget aj proved by the FPSC. The FTR may
submit supplemental budget requestis dul ing the fiscal year 1 £, A9

the opinion of the FTR, sufficient justification exists for
deviation from the normal annual budget process. Supplemental
budgets will be subject to the same FPSC review as annual budgets.
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[. Approval Auth rity ¢ Execute Business Activitie:

4.03 'he Administrative A tant has the responsibility t
examine all invoices for proper approval and ac ‘uracy and
riginate checks for payment

. CONTRACTS AND AGREEMENTS
5.01 All contracts and agreements shall be approved as form

and so designated by the FTR® legal counsel prior to being
executed on behalf of the o rporation.

5.02 Determination of the required ipproval level is outlined in
section 3 of this pract

; A signed or conformed py of each contract I agreement

hall be maintained in the files of the ‘orporation. The

rporation's official PY (containing riginal manual

Signatures) shall be sent to and maintained in the files of
the corporation's legal counsel.

6. CHECK SIGNING - DOLLAR AM NTS AND AUTHORIZED S1 'NATURES

6.01 Checks written for the rporation in the amounts shown
require the following si jnatures:

1 Not to exceed $1,500.00 Executive Director '
authorized c signer

(1 Over $1,500.00 Executive Director and
ity I od lgner , !
tw Lgner In the
ibsence f the Execut -

rector
6.02 Checks in excess E §1.¢ . require the Ignature f
authorized cosigner. Authorized s1gner ire:

a) Chairman f the Board

I Secretary/Treasurer

Lher pPerson, as designated Dy the Chailrmai

'he ‘hairman, at hi he etion, ma ie Inat ¢ t 1
pecifi type I expe 111 require h her jnature

t he heck regardle £ 4 ¢ "
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to these ledgers and subsequently to the general ledger

Accounts Receivable wccount. (See Accounts Receilvable

section paragraph 3.)

(1) Enter the date in column 1.

(2) Enter the account credited for the offsetting entry 11
column 3. Enter the appropriate general ledger account
number for this ‘count 1n column

(3) Enter the amount f the cash receipt in columns 4 and
4
) .

At the end of every month, each credit is posted to the
account shown in column 2 or to the appropriate subsidiary
ledger. The total debit to cash is posted to the cash
account . In this example, the general ledger cash account
number 1s 10, as shown below the total for column 6. The
amount to debit to the cash account is $310.00.

Sales or services on a wunt result 1n a debit t Accounts

Receivable and a credit tq Sales (Revenues). They are

recorded 1n an accounts receivable subsidiary ledger for

sales on account. See Accounts Recei1vable sect 1on

paragraph 3.)

CREDIT TERMS AND DISCOUN'

Credit terms are the arrangements between the buyer and

seller as to when payment for purchases is required.

Discounts are often ffered forn arly ish payment f

Involces, It 18 1mportant for the FTR t take advantaqge i

discounts when they are ffered.

PURCHASING

All purchases must conform with the auth at 1 quide] 1 ne

in the Approval Authority t Execute B e Activitie

section of this manual.

The ymount f purchase mirst bre with t he 1y rat 1o
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III. Accounts Receivable

(a) Posting references are general ledger account numbers to
which offsetting journal entries are to be posted. 1In this
example, posting reference 17 is the account number for
Surcharge. Reference 10 is for Cash. Items 2 and 3
indicate bills for surcharges sent to UTF and GTE. UTF's
bill was dated 7/15. GTE's was dated 7/17. The amount of
each bill was $200.00. An increase to accounts receivable,
which is an asset account, is a debit posting. A decrease
(or payment of a bill) is a credit posting. Therefore, each
bill was recorded as a debit. Offsetting credits are posted
to account 17, Surcharge, as shown in the posting reference
column. A payment was received 7/17 from SouBell and was
recorded as a credit by item 4. An offsetting debit is
recorded to account 10, Cash, as shown in the posting
reference column.

(b) At the end of the month, the total activity of $200.00 net
debit will be posted to the general ledger accounts
receivable account. The item description will be

"Surcharge".

(c) The $600.00 beginning balance for the July subsidiary ledger
indicates there was a $600.00 year to date balance of
accounts receivable for the corporation bills as of the end
of June, 1991. July's net activity of a $200.00 debit
brings the subsidiary ledger balance to $800.00. The sum
of the year to date balances of all subsidiary ledgers must
agree to the general ledger year to date balances.

4. GENERAL LEDGER

4.01 The activity for July in this subsidiary ledger (which 1s
one of several subsidiary ledgers) is posted to the general
ledger as shown:

Example 4:

Florida Telecommunications Relay, Inc.
General Ledger
As Of 7731/91

Account : Accounts Receilivable Account No. 12
Date Item Debit Credit Balance

7/1 $§1,600.00
7/31 Surcharqge $200.00 1,800.00
1/31 Miscel laneous Services $400.00 1,400.00
1731} Interest Earned from Savings 50.00 §1I450.00

Page 2 of 3
12
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Accounting Practice
[V UNTS PAYABL}
K« 'ENERAI
01 Purpose. The purpose of this Practice is to describe
accounting for account payable,
I . Purchases on account ‘redit create a liability called
iCcounts payable. Each e Iitry to record a payable is called
a credit entry as ) l1abilities are credit balance
accounts. A debit entry would decrease the accounts payable
balance. Most account payable items are due with.n ne
year or less, so accounts payable are current liabilit 1es.
/ EFFECTIVE DATE
.01 This practice is effect ive upon receipt
'HE ACCOUNTS PAYABLF SUBSIDIARY LEDGER
01 A subsidiary ledger for individual creditors i: maintained
in the same way as t] accounts receivable

ledger.

The beginning 1}
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1lance for the month 1s the ending
balance of the pPrevious month. There is a year to date
accumulation of account payable items on the sy} sidiary
ledger. The total of the subsidiary ledqger year t late
balances must agree with the general ledger balance f
accounts pavyable.
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= HILLING

GENERAI

Purpose. The purpose of this practice is to describe the
billing process for the Florida Telecommunications Relay,
iInc. (FTR).

The FTR will appropriately bill for all services and other
items provided to members, individuals and organizations,

EFFECTIVE DATE

This practice 1s effective upon receipt.

PREPARING THE STATEMENT/INVOICE

Every statement /invoice should contain t he following
information:

Name and address of t he company/i1ndividual and t he
corporation.

Date of the invoice.

Description and cost of service.
Total amount due.

Date payment 1s due.

Credit terms, if applicable. Credit terms include the rate
of 1nterest or amount of penalties 1f payment 1s late.

If possible, statements should be prepared at the time the
service is rendered. It is necessary to | k the related
accounts receivable journal entry in the same month expenses
are recorded on company books. This 1s matching related
revenues and expenses and 1s proper accounting procedure,

The statement 1s prepared with an original and one copy.




V. Bil

5 C(

'COUNTING FOR STATEMENTS/INVOICES

illlc]

The original copy is mailed to the company/ individual. A
copy is filed according to the date payment 1s due, A
tickler file, or a series of files with dates on them,
provides a simple way to ensure organization of statement:
by due date of the payment.

NOTE : If a statement has a payment due date of the 15th
of the month, a copy of the statement 1s filed 1n
file number 1°

Statements become accounts receivable. A subsidiary ledger
is established by account name or by the type of service
rendered. The ledger provides a detailed log to account for
payments that are due. To make entries to a subsidiary
ledger for accounts receivable, refer to the Account:

Receivable section of this manual, paragraph 3.

Entries to the subsidiary ledger are booked to the general
ledger Accounts Receivable account on a monthly basis.
Refer to the Account Receivable section of the manual,
paragraph 4, General Ledger, for instructions for this

procedure.

)LLECTING PAYMENT
Payments of statement that are not received by the date
payment 1s due are nsidered late payments or past due

accounts.

There are generally three classifications of past due

accounts:
311-60 days late;
61-90 days late;

over 90 days late.

The first category f past due accounts (31-60 days late

are typically sent ite notices by mail. The late notice

should contain the information as the original bill
(see paragraph 3.01) and a reminder that the payment 1s due.
]

18
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B

Reconciling Bank Stat. ent
) € Adjust either the ban I book balance for valid reconcili

Lltems. For e xample, add interest carned Lo the book balancs
1f not already recor ‘ed. Add checks deduct . 1 from the | b
balance that have 1ot *leared the bank back to the t ¥
balance,

3.0 F Hmw—up on long term Itstanding checks and verify stoj
Payment notices.

Exhibit A is an example of a worksheet that may be

reconcile bank statems nt

4. DOCUMENTATION

4.01] All bank stat ement s, anceled check and check reqiste
should be filed for documentat Lon purposes, They should '
kept according to retent lon requirements dictat ed by the IRS

for nonprofit corporat ns.
4.02 The statements are t be filed intact with all documenta
tion, ”wlmhrw; check ind statement r Malntained t jot her

as one package
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VIII1. Employee Business Expense

) o 0% An riginal ;.l;ni recelpt 1 required for any expenditure f
$25 or more. Duplicated recelpts wi 11 not be accepted as
expense documentation. tecelpts are |--qu:rmi for t he
following expenses regardless i the amount: lodging,

mmercial travel (excluding taxi and ibway), gas a d o111,
and car repalrs.

3 . Ot The expense statement must be fillea 1t legibly 1n black
ink or typewr itten.

8 APPROVALS REQUIRED FOR REIMBURSEMI NI

4.01 In order to obtain reim rsement for expenditures, the
expense statement must be approved according to the

following guidelines:

~

{a) A

11 expense statements mu t be signed by the individual
claiming reimbursement.

(b Approvals for reimbursement are as follows:
1) FTR staff - Executive Director
Z) Executive Director FTR Secretary/Treasurer or

designated board member .

4.02 Final up;;!r»v.l for expenditures must be obtained belore
reimbursement 1is made .

4.03 N individual is authorized to approve his her wn expense
statement.

statemen

4.04 No individual is authorized to approve any expense
which includes his/her own exXpenscs.
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4 FORMAT FOR ¢ RTERLY F INANCIAL I'ATEMENT

FLORIDA TELEC MMUNICATIONS RELAY, INC.
FINANC AL TATEMENTS

THREE MONTH ENDED XXXXX XX, 199]

STATEMENT OF REVENUE & EXPENSE;!
STATEMENT OF ASSETS, ABILITIES & FUND BALANC]

STATEMENT ( F CHANGE: N FUND BAl ANCE

STATEMENT OF SOURCE § Appj [CATION OF fFuni
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FLORIDA TELECOMMUNICATIONS RELAY, INC.

Statement of

Three Months

Revenue
Surcharges
Interest Income
Services/Other

Total Operating Revenue

Other Revenue
Miscel laneous

Total Other Revenue
Total Revenue

Operating Expenses

DPR Provider

TDD Equipment

Large Print TDD's

Dual Sensory Equipment
Volume Control Equipment
Signaling Equipment

Telecomm Equipment Repair
Freight/Telecomm Equipment

Advertising

This
Quarter

X, XXX, XXX

X, XXM
X, XXX

X, X%, XXX

%, XEN

%, REX

X, E2R, X%

X, XXX, XXX

XXX, XXX
XX, XXX
XX, XXX
XX, XXX
XX, XXX
XX, XXX
XX, XXX
XX, XXX

Accounting/Auditing (Outside) xx,xxXx

LLegal

Consultation

Auto Expense

Auto Lease Expense
Bank Charges
Dues/Subscriptions

Of fice Furniture Purchase
Of fice Equipment Purchase

Of fice Equipment Lease

Insurance-Health/Life/Dis.

Insurance-0Other

Of fice Expense
Postage

Printing

Rent

Ret irement

Employee Compensation

Taxes, Payroll

Taxes, Unemployment Comp.

Taxes/Licenses
Telephone

Travel & Business Expense

Xerox

Total Operating Expenses

®E , AR
XK, XXX
%, Xnx
X, XR%
X, XXX
X, XN
X, XXX
%, RER
X, XXX
X, XRR
%, RN
X, XXX
X, XXX
X, XXR
R, REX
X, XXX
X, XXX
o, ANk
X, XXX
X, XXX
X, XRR
X, XXX
X, XXX

X, XXX, XXX

Revenue & Expenses
Ended XXXXX XX,

1991

Year
To Date

%, XNE, XEXE

X, XKX
X, XXR

X, XXX, XXX

X, XEX

X, XXX

X, XXX, XXX

M, NER, XEE

XXX, XXX
XK, Xk
XX, XXX
XK, XAX
XX, XXX
XX, XXX
XX, XXX
XX, XXX
xX , XXX
xK, XRX
XX, XXX
X, XXX
X, XXX
X, RER
X, XXX
X, XXX
X, RER
X, BXN
X, XXX
%, XER
X, XXX
%, REX
%, RER
X, XXX
X RRX
X, XXX
X, XXX
X, XXX
%, RN
X, XXX
%, XXX
X, XXX

X, XXX, XXX

Budget

X, XXX, XXX

X,XXX
X, XAX

X, XXX, XXX

X, XXX

X, XXX

X, XXX, XXX

X, XXX, XEX

XXX, XXX
MU, KKK
XX, XXX
XX, XXX
XX, XXX
XX, XXX
XX, XXX

30€., 200K
XX, XRX
XX . XRX
KK, REN

+ RIK

s AREX

s XX

s R

;s KEX

s XXX

s XXX

o IR

» KRR

o N

XXX

; REX

» REX

, XXX

+ RN

s RER

» ERR

s AR

o SN

s RN

b RN

x

MoM M M XX XXMM X X MMM NX M X XX
-

%, 22N, EER

Rev. 10/91




FLORIDA TELECOMMUNICATIONS RELAY, INC
Statement of Revenue & Expense
Three Months Ended XXXXX XX, 199

Page 2
'his Year

Juarter To Date Budget
45 Other Expenses
46 Workshop Expense X, XXX X, XXX X, XXX
47 Training Expense X, RER X, XXX X, KXX
48 Meet 1 ng Expense X, XEX X, XXX X, XXX
49 Outreach Expense X, XXX R RER ..
50 Miscellaneous Expense X, XXX X,XXX X, XXX
51 Total Other Expenses XX, XXX xX, XXX XX, XXX
52 Total Expenses X, XXX, XXX X, XXX, XXX X, XXX, XXX
53 Revenue Less Expenses X, XXX, XXX X, XXX, XXX X, REX, XXX

. '




10
11
12

13

16
17

18

20

du

* N

terminal

Statement of Assets, tabilities & Fu
XXEEX XX, 1991
ASSETS
Current Assets
Cash/Investments B BER, RRN
Accounts Receivable R, XXX
Prepaid Expenses K, XXX
Total Current Assets
Property & Equipment
Equipment XXX, XXX
TDD Equipment XXX, XXX
Volume Control Equipment XXX, XXX
Misc. Terminal Equipment KRE, KRN
Dual Sensory Equipment* XXX, XXX
Accumulated Depreciation ( XX, XXX
Total Property & Equipment
Total Assets
LIABILITIES & FUND BALANCE
Liabilities
Accounts Payable XX, XXX
Payroll Taxes Payable X X X
Total Liabilities
Fund Balance (See Changes Fund Balance
Total Liabilities & Fund Balance
te: These statements assume that terminal
1] sensory impaired will be wpitalized and
equipment will be exps ed at the tin

FLORIDA TELECOMMUNICATIONS RELAY,

INC.
nd Balance

X,EXK, XEX

)

EEX . EEX

%, RER, BEE

XX, XXX

X, XXX, XXX

X, XXX, XXX

equipment for t he
depreciated. Ot he
e of distribution.




FLORIDA TELECOMMUNICATIONS RELAY, INC.

Statement f inges 1n Fund 3 e

XXX KX XX, 199 |
ance - XXXXX XX, ) XX, XN
I Recelpt [ I 11t ure REK .
Balance XXXXX XX, ) XXX, XXX




FLORIDA TELECOMMUNICATIONS RELAY, INC.

Statement ol SHourcoe A A}
Three Months Ended
Source of Funds
Operations
Operating Revenue
Operating Expenses

Net Income (Loss) from Operatio

Ot her
Miscel laneous

Application of Funds

Workshops

Increase in Fund Balance

Schedule of Changes

XX/XX/91
‘ash/Investments XXX, XXX
Accounts Receivable XX, XXX
Prepaid Expenses XX, XXX
Unearned Payments XX, XXX

Increase (Decrease) in Fund Balance

plication f Fu

XXAXX XX, 199]

XX, XXX, XXX

X, XXEX XXX

KX XXX

in Fund Balance

as

X, XXX, XXX

i . ARIENE

X, XXX, XXX

Fund Balance

( Decrease )

XXX, X
X »

'

'
XX, XXX
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Statement of Rewvis

Year Ended

Revenue
Surcharges
Interest Income
Services/Other

Total Operating Revenue

Other Revenue
Miscellaneous

Total Other Revenue
Total Revenue

Operating Expenses

DPR Provider

TDD Equipment

Large Print TDD's

pual Sensory Equipment
volume Control Equipment
Signaling Equipment
Telecomm Equipment Repalr
Freight/Telecomm Equ ipment
Advertising

Accounting/Auditing (Outside

lL.Legal

Consultation

Auto Expense

Auto Lease Expense
Bank Charges
Dues/Subscriptions
Of fice Furniture Purchase
Oof fice Equipment Purchase
Of fice Equipment Lease
Insurdnvv—Hvdlth/lxtv Dis.
Insurance-0ther

Of fice Expense

Postage

Printing

Rent

Ret i rement

Fmp loyee Compensat ion
Taxes, Payroll

Taxes, Unemployment Comj
Taxes/Licenses
Telephone

rravel & Business

e X

Expense

Total Operating Expenses

(XXX

A

’

FLORIDA TELECOMMUNICATIONS RELAY, INC.
nue
X

Expenses
1991

o

.-

X, XXX

X, XXX
XXX

»
b4

% X X X
% X X X

o X X X X

O M X X X X X X

»

XX X X

£

XEX
XXX
XXX

XXX

XXX

» X

X M X X X X
% X X X X X
-~

% % X X X X X X X X
¥ M X X X X

X X X X
»

-*
b
.

XXX




FLOR
Stat
Year

}'(l\‘!'

IDA TELECOMMUNICATIONS
ement of Revenue & Expenses
Ended XXXXX XX, 1991

Other Expenses
Workshop Expense
Training Expense
Meeting Expense
Outreach Expense
Miscel laneous Expense

Total Other Expenses
Total Expenses

Revenue Less Expenses

, XXX
s XXX
s ARN
s XXX
, XXX

XX X X X

XX, XXX

%, RER, EER

X, REE, EER
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FLORIDA TELEVUHHUNICATIONS RELAY, INC.
statement I Assets, | iDillitie & Fund Balance
EEE XN, 19 |
ASSETS

Current Assets

Cash/Investment X, XXX, XXX
Accounts Receivabl« XX, XX
4 Prepaid Expense X , X
Total Current Assets X, XXX, XXX

b Property & Equipment

Punpan! XXX, XXX
8 111>rqnipmunr XXX, XXX
) Volume Control Equipment XXX , XXX
10 Misc. Terminal Equij nt XXX, XXX
11 Dual f'v'n:iu!y }-[;u;,l'- t* XXX, XXX
Accumulated Depreciat ion XX, XXX

13 Total Property & Equipment XXX, XXX

14 Total Assets X, XXX, XXX

LIABILITIES & FUND BALANCE

1 8 Liabilities

| ¢ A ts Payable
! Payr l Taxe Payal X
18 Total Liabilities XX, XXX
17 Fund Balance (See "hange n Fund Balance X, XXX, XXX

Total Liabilities & Fund Balance X, XXX, XXX
-r' t ¢ “’ ' st l.'T' + 3 + 1 N f
iua er ry npaired w be t 1 a e ) i

1 equipment wi ! . 1 { 1 t
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FLORIDA TELECOMMUNICATIONS RELAY, INC.
'.|Vo'ﬂn'!l’. ol . Ul e & AP} 11 i 1 i |

vYyear Ended XXXXX XX, 1991

source of Funds

fl;:-*r.a' ing Revenue XX, XXX, XXX
Operating Expenses X, XXX, XXX
Net Income (LOSS f rom Oper at

ther

Miscel laneous XX, XXX

Application of Funds

Workshops

Increase in Fund Balance

Schedule of Changes 1n Fund Balance

XX % X ) X X )\.A .
‘ash/Investments XXX , XXX AKX , XXX
Accounts Receivable XX, XX XX, ¥
Prepaid Expenses XX, XX %X . XX
Unearned Payments XX, XX xR, X

Increase (Decrease) 1n Fund Balance




FLORIDA TELECOHHUNI('ATH)NS RELAY, INC

6) PURCHAS ING | k1l

(FORMAL )

T PURCHASE ORDERS

IBJE
Purg ¢
;5 practice will provide t ruct ns for the 15¢ f
purchase yrders. The use | | A pur hase rder L.P(
! | lows .
11. eneral
A. purchase Order 15 requlrs for all purchases.
B. Examples where a Fi rmal Purchase UI jer shall be use i, Dbut
not limited to, aI€ the 1 wing:
l. ‘+ ock materials.
y [tems charged jirect 1 wOr kK rder I ntract
. Furniture, ¢ mputers, et
I11 Respon ibi1lity
A. Purchase orders are ) ed ' t he dire n { t he
Executive Director as tht fficial repre: entative f FTR.
B. Purchase orders can only b€ 4 ed, ynce led r changed
at the auth yrization he EXxe 11 e Director.
¢ 'he Exe utive Directorl i A8 v be respol ble 101
the fu‘jlcy\w'lnri.
e The 1ssue f the jer
’ 1e el y rea il e«

rimely follow-uj

lenath




IV.

The AsS] st

ant }—x--«'nt \ve DiI

«he folls wing:

1. \‘--1"11\\\n\1w] t he nece! 31t for and the tan ing of the
pul -hase .

2. \’ruv'\d\nq unit prices and tol y] cost of all i tems
on a annisxt,xun‘ Thesé ymounts will be .r't\m\
p\nwlmt;n- prices after Cf nsidering all discounts:

3 . propel m'x'nuntinq codes -

4. A rmmplcdl* descCI 1pt pon f the jtems.

Se A unit price: vx‘-'n«lri price and the qross amount
must be ghown ©On the 1! juisit jon

6. \u--.;\qn.at ion of the ‘)!0".-‘110'*1 yvendor -

] - That \’hdt“!l-\\‘.% conform to f'uh'x.u"m\l o1 othel
standar ds.

Cconf i rming purchase€ Oorder

A. when an emergency exists®, © pux('husv order numbeI can be
xdvancvd py the Exm:uti\.'w pirectol for the immediate
pnx(ihds of matwrial. The result ing p\nvhm;v order will
be \dbf‘ll‘d "(‘()Nl’lRMlNG, DO NOT 1)\”‘11('1‘\'1'%.."

B. The confirming p\uwh.xm- rder number will be p!uvxdvd
after the mriqn\rstur of the reques! gives t he reason for
the need of a (:untnminq I ,rchase order, t he name of the
yvendoT and dﬂﬁ('ri;ﬂ jon ¢ the item to be pnrvhasvd.

planket purchase order

A. planket p\n(‘.ham' orders can b€ i ssued when repet il jve
p\]l('h(\:;n‘ﬂ of an item are 1(*:;!:;1:-& for one ;.,\x’. jcularl

AN example af this W uld be q,\w»l ine pnrwh.u;o-s;.

vendor -




Florida Telecommunications Relay, Inc.
Procedures

Purchasing

SUBJECT:
I. Purpose
(LPO) .
I1I. General
A.
B.
C.
D.
to,
1.
F
5
4.
E.

LOCAL PURCHASE ORDERS

To provide instructions for the use of local purchase orders

Local

purchase orders are intended for expeditious

purchases of non-stock materials from LOCAL vendors.
They are not to be used for orders placed with our ma jor

vendors.

Purchases on an LPO cannot exceed $500.00 including tax.

The LPO must be approved prior to the purchase.

Local purchase orders can be used for, but not limited

the following:

Minor automobile repairs.
office supplies and printing.
Servicing office machines.

Miscellaneous items of materials used in performance
of authorized functions.

Local purchase orders cannot be used for the following:

1.

Items of material and equipment to be placed into
stock for later distribution.

Office furniture, tools, etc. (capital items).
Additions or changes to buildings.

Major automobile repairs.

Rev. 8/91



3 lor !d.\
purchasing

& f &

F. pPurchases

Te l e« ommunications

Pr ocedures

be within budget al lowances and consistent

‘;rm" 1Ces.

must
with qvm-rdl ly accept ed busi1ness Expenditures

for items costing more than $500 but less than $1,000

will requlre€ 16‘1|~phnni(' price quotes; fol t hose costing

more than $1,000 but less than 510,000, wr itten quotes
will be !vqunvd; and for purchases in excess of 510,000,
bids will be required. when accepting a bid for an item
in excess of $10,000, mana jement may give considerat jon
to items ot her than lowest cost when making the final
decision OnN the plnt'hut;e-.

preparation

A. The local purchase order must Dbe€ prn[mxvd and nppx-wvd
prior to making the purchase.

B. 1t shall contain quant ity, descr iption, unit price, and
total est imated cost.

e Any 1tem that is not available immediately (1-€- back
orders) must be marked ff the ;m!t'h.nu- order. Another
purchase order must be }:w;.nv-i for back order items.

ReV . 3 9 ),




FLORIDA TELECOMMUNICATIONS RELAY, INC.

7) SAMPLE CONTRACT FOR EXECUTIVE DIRECTOR

This agreement is made this day of .
1991, between Florida Telecommunications Relay, Inc., a Florida
corporation not for profit, hereinafter called “"Employer®, and

, hereinatfter called "Employee®.

WHEREAS Florida Telecommunications Relay, Inc. is a Florida
corporation not for profit formed pursuant to Chapter 617, F.S.,
and

WHEREAS Florida Telecommunications Relay, Inc. desires to
employ an Executive Director of the corporation, and

WHEREAS , an individual, desires to
be employed by Florida Telecommunications Relay, Inc. as Execut ive
Director of the Corporation, and

WHEREAS both parties desire to enter into an agreement
defining the duties, compensat ion, benefits, responsibilities and
terms of such employment.

NOW, THEREFORE, Florida Tel ecommunications Relay, Inc. and
do hereby enter into the following

agreement for the mutual benefit of both parties:

l. Employment. Employer herewith employs Employee as
Executive Director of Florida Telecommunications Relay, Inc. to
serve at the pleasure of the Board of Directors.

2. Duties. During the term of this agreement, Employee
shall, under the supervision of Employer's Board of Directors,
devote his entire working time, skill and experience to advancing
the interests of Employer and its members. Employee shall perform
such duties as are assigned to him by the president of the
Corporation and by the Board of Directors. These duties include,
but are not limited to:

a) Insuring that the Board of Directors and officers
are kept fully informed of the conditions and
operations of the corporation and on all important

factors influencing them.

b) Attend all meetings of the Board of Directors as a
member ex-officio without the right to vote.

c) plan, formulate and recommend for the approval of
the Board of Directors basic policies and programs
which will further the objectives of the

Corporation.




k)

m)

Deve ] p, fol pPurposes of 114',' t day administrat i n,
specific '7“]] es, procedures ind Programs to
implement the general policie establi1shed by the
Board of Direct s

Establish a 1 administrat jve tructure for the
headquarters of { e,

Direct and rdinate all approved pPrograms,
projects and ma Ir activities f the i.n-mi:;smr'o-r:i
staff.

Conduct research ind related pr jects as approved

by Employer, and prepare and publish the result

S On
subjects deemed of Lmportance t

the membersh i P-

Recruit, hire, ind ctrinate, train and motivate all

Corporation staff personnel. Responsible for all
promotions and terminations. Define staff dut l1es,
establiish performance st andards, conduct performance
reviewed, and maintain competitive salary structure.
Promote interest ind active partic Ipation in the
Corporation's activities and report activities to
the Board and others through the communications
media of the Corporation.

Maintain effective relationship: with ot her
organizations, both public and private, and see that
the position of the Corporation and its Board of
Directors is enhanced in accordance with policies
and objectives of the organization.
In cooperation with the Board of Directors, dq-vq-}.,l),
recommend and, upon approval, operate within an
annual budget, Insure that all funds, physical
assets and other property of the Corporation are
appropriately safequarded and administered. Conform
to bylaw provisions as well as Section ¢ Xolss
and applicable Florida Public Service Commission
rules regarding financial reporting and annual
audit.

Assist Board of Dirq tors 1in [']-IHIIIHI;, organization
and conducting annual membership meetings and Board
meetings; advise Board of Directors on budget
objectives; maintain records of activit
expenditures, and prepare report
Directors.

1es, and
3 to Board of




o)

P)

q)

r)

s)

t)

u)

Assist the secretary-treasurer in his secretarial
functions; maintain official files of minutes of
the Board of Directors and other official meetings;
maintain membership and mailing lists; and
distribute minutes, reports and copies of official
documents to officers, directors and members as
appropriate.

Assure that members are kept informed of legislative
activities of concern to the Corporation. When
directed by the Board of Directors in accordance
with the bylaws, distribute information to members
of the Legislature and, when directed, may appear
before legislative committees to comment on pending
legislation.

Maintain effective liaison with the Florida Public
Service Commission and staff at the direction of
the Board of Directors in keeping with the policies
of the Corporation.

Maintain effective liaison with agencies and
departments of the state government for purposes of
keeping membership informed of state government
activities which may impact the Corporation.

Maintain such relationships with other associations,
industries, government, public service organizations
and vendors as are desirable or may be in the best
interest of the Corporation and in conformity with
the overall objectives and policies of the
organization.

Prepare and file reports and financial statements
with the Florida Public Service Commission as
required by Chapter , F.S., and Commission
rules.

Maintain all books and records of the Corporation
in a manner consistent with Florida Public Service
Commission rules and directives.

Insure that neither him/herself nor any employee of
Florida Telecommunications Relay, Inc. has any
financial conflict of interest with any person or
corporation with which the Corporation has a
business relationship. This specifically includes,
but is not limited to, the provider of the dual
party relay service, TDD and other terminal
equipment manufacturers, distributors and vendors

and contract service providers. The Executive
Director shall implement a written policy regarding
confliet of interest and 1is responsible for

compliance by all employees.




Carry out such othel jeneral 1»':;‘11-1;t.11x'|o--; as

t
may be delegated by the Board of Directors.

3. Compensation. As compensation for his/her sel vices,
Employer agrees to pay Employee, and Employee herewith accepts, the
amount of $ per Yyear. Fmployer and Employee may, f rom
time to time, reflect increases OI jecreases 1N l—mpluyc-v':; salary
by entering such a change as an amendment to this agreement
Changes 10N vmmpuns.ninn may be reflected 1n the minutes of the
Board and shall be ef fective on SUu h date as may be :;;.--«'ifi:-‘i by
the Board. Changes 10h compensal n when entered in the minutes

shall constitute an amendment to this 4 jreement .

4. Re imbursement of Expenses. The Employer will reimburse
Employee for reasonable expenses a -tually incurred by Employee 1D
the furtherance of Employer's business, including, but not limited
to, automobile and other expenses incurred in the per formance of
his/her duties, pruvided proper itemization for these expenses 18
furnished by Employee.

8. Medical, Hospital jzation and pDental Insurance. The
Employer Wi 11 provide medical and h spitalization insurance for the
Employee and pay the premiums for individual coverage for the
Employee. 1IN the event the Employee requests family coverage, the
Employer will continue to pay 100% of the premium for the Employee
and 80% of the difference between single and family coverage.
Family dental coverage will also be plnvidmi by the Employer. The
details of this plan are included n Attachment A, which is herewith
incorporated as part of this agreement.

6. Life Insurance. The Employer will [»rtv\'ltll‘ group life
insurance for the Employee. The policy will be payable tO @
beneficiary designated by the Employee. The details of this plan
are included in Attachment A, which is herewith int't]rpm!';'\mi as
part of this agreement.

7. Retirement Program. The Employer will arrange a
('nmptnhvnsive retirement plan for the Employee through a company
or association providinq such a program and will contr ibute to such
program as may be agreed to by the part ies. The details of this
plan are included in Attachment A, which is herewith incorporated
as part of this agreement.

8. pisability Insurance. The Employer may provide
disability insul ance for the Em| loyee for such period and such
}n-:«'n-nl.n;n- of wages as the Board of Directors apj roves. The
details of this plan are 10X jed in Atta« ament A, which 18
herewith incorporated as part of this agreement.

9. Memberships. Employer may pay the dues, meals and

reasonable pax'.i(fip(ﬂ\zm expenses for membership 10 deaf service
and related organizations approved by the Board of Directors.
Memberships in deaf service, 1i justry or other organizations will
be reviewed and considered on an individual basis.

—



10. Vacation. Employee shall be entitled to vacation with
full compensation in accordance with the following schedule:

First 2 Years of Service - 1 Week

After 2 Years of Service - 2 Weeks
After 8 Years of Service - ] Weeks
After 12 Years of Service - 4 Weeks

The vacation may be taken by Employee at any time during the year
and need not be taken at one time. Vacation time shall not carry
over from year to Yyear without prioz approval of the Board of
Directors.

i11l. Aut omobi le. The Corporal n may provide an aul omoba le
for the use of the Employee in the performance of his/her duties.
The Employer may also provide insurance coverage and maintenance
of the automobile, and may reimburse Employee for gas as provided
in paragraph 4. hereof.

12. Fees. Any fees, com ensat ions, money or other things of
. R ’ qg

value received or realized as a result of the rendition of service
by Employee shall belong to or be paid and delivered to Employer.

13. Termination. This agreement and the employment
relationship shall automatically and immediately stand terminated
if there is mutual agreement between Employer and Employee to
terminate the agreement or if Employee fails to comply with the
terms of this agreement or 1s unable to perform the dut ies of this
employment as determined by the Board of Directors of Employer.
In the event of termination, regardless of the cause, the Employee
shall be entitled only to his accrued unpaid salary to the date of
termination as severance pay.

14. Agency. Employee shall have no authority to enter into
any contract binding on Employer, or to create any obligations on
the part of Employer, except as shall be specifically authorized
by the Board of Directors of Employer.

15. Prohibition Against Assignment. The Employee agrees, on
behalf of him/herself and his/her personal representatives, heirs,
legatees, distributees and any other person or persons claiming any
benefit under him by virtue of this agreement, that this agreement
and the rights, interests and benefits under it shall not be
assigned, transferred, pledged or hypothecated 1in any Wway by
Employee or any person of persons claiming under Employee by virtue
of this agreement, and shall not be subject to execution,
attachment or similar process. Any attempt to assign, transfer,
pledge, hypothecate or otherwise dispose of this agreement or of
such rights, interests and benefits contrary to the foregoing
provisions, Or the levy of any attachment or similar process
thereupon, shall be null, void and without effect, and shall
relieve Employer of any and all liability under this agreement.




16. Notice. Any notice required or permitted to be given
under this agreement shall be sufficient if in writing and if sent
by mail to Employee's residence or to Employer's principal office
at 1311-B Paul Russell Road, Suite 202-B, Tallahassee, Florida

32301.

17. Modification. This instrument contains the entire
agreement of the parties and may not be changed except by mutual
consent and by action of the Board of Directors of the Corporation.

18. Miscellaneous. Failure of either party to assert any or
its rights under this agreement shall not constitute a waiver of
its rights. The waiver by any party or a breach construed as a
waiver of any subsequent breach by any party. This agreement shall
insure to the benefit of, and be binding on, the parties, their
successors, heirs, personal representatives and assigns. If any
provisions of this agreement shall be declared inval.d and
unenforceable, the remainder of this agreement shall continue in
full force and effect. This agreement shall be construed,
interpreted, governed and enforced in and under the laws of the
State of Florida, except as otherwise provided in this agreement.
Paragraph headings are inserted only for convenience and are not
to be construed as part of this agreement or a limitation of the
scope of the particular paragraph to which they refer.

IN WITNESS WHEREOF, the parties hereto have executed this
agreement the date and year first above written.

Attest: Florida Telecommunications
Relay, Inc.

By:
Secretary-Treasurer Chairman of the Board

Employee




FLORIDA TELECOMMUNICATIONS RELAY, INC.

8) SUMMARY OF EMPLOYEE SALARY AND BENEF ITS

Compensation

Officers & Board of Directo: No compensation

Executive Director $40,000 - $60,000 annually
Asslistant Executive Director $25,000 - $40,000 annually
Office Manager $20,000 - $30,000 annually

Program Specialist $20,000
Secretary/Clerk $18,000

!

$27,000 annually
$22,00C annual ly

Benefits

Health Insurance Per Employee Contract
Life Insurance Per Employee Contract
Other Insurance Per Employee Contract
Retirement Per Employee Contract
Paid Holidays New Years Day, Memorial Day, Independence

Day, Labor Day, Veterans Day, Thanksgiving
Day & Friday after, Christmas Eve &
Christmas Day

Leave, such as sick leave and vacat 1on, is subject to internal
policies developed by the Executive Director. All such policies
will subscribe industry standards o1 policies established for state
employees.

Benefit expenses, particularly insurance benefits, will be
monitored to keep them at a reasonable level.

As a general objective, expenses for benefits will not exceed
30% of the employees’ salary; however, health insurance costs for
small organizations are subject to increases greater than salary
increases and the variety of providers for small organizations is
not as great as for large | Inesses. Consequently, insurance
expenses are subject to less ntrol and negotiation.




FLORIDA TELECOMMUN ICATIONS RELAY,

9) STATEMENT OF RI RETENTION

All financial and T 1 ted records
Telecommunications Relay, Inc. {(FIR wili 1
Records w1l be made aval

organized manner.

.entatives of the Florida Public Service 5

repres:
the Auditorn General 1n accorda e with contil
FPSC rules. No financial or related record:

without prior FPSC approval.
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FLORIDA TELECOMMUNICATIONS RELAY, INC.
FISCAL YEAR 1992 BUDGET

1 Revenue
)

surcharges 4,200,000
3 Interest Income 60,000
4 Services/Other 5,000
5 Total Operating Revenue 4,265,000

6 Other Revenue

Miscel laneous 5,000
8 Total Other Revenue 5,000
9 Total Revenue 4,270,000
10 Operating Expenses
11 DPR Provider 0-
k4 TOD Equipment 700,000
13 Large Print TDD's 10,000
14 Dual Sensory Equipment 50,000
5 Volume Control Equipment 180,000
16 Signaling Equipment 125,000
17 Telecommunication Equipment Repair 180,000
18 Freight/Telecomm Equipment 50,000
19 Advertising 20,000
20 Accounting/Audit 1ng (Outside) 14,500
21 Legal 30,000
22 Consultation 25,000
23 Auto Expense 3.000
24 Auto Lease Expenses 9,600
25 Bank Charges 300
26 Dues/Subscriptions 1,000
27 Office Furniture Purchase 10,000
28 Office Equipment Purchase 32, 36
29 Office Equipment Lease 9,000
30 Insurance-Health/Life/Dis. 319,450
31 Insurance-Other 2,800
32 Office Expense 10, 00¢(
13 Pms;?aqn 10,000
4 Printing 15,000
315 Rent 15,250
16 Retirement 1S,
37 Employee Compensation 160,
38 Taxes/Payroll &
39 Taxes/Unemployment Ce mp ¢
40 'l'-l,\-ft‘_':/l lCcenses 500
41 Telephone 4, 0
2 Travel & Business Expense 13,240
43 Xerox 4,500
44 Total Operating Expenses 1,812,250

10/91]
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Other Expenses
Workshop Expense

Training
Meet1ng

Outreach
Miscella

Other

Expense
Expenses
Expense

neous Expense

52 Total Expenses

Revenue Less Expenses

Expenses

‘,’ Q00
91,560

275,660
2,087,910

2,182,090
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