mnson emmu l- HOR'I’ON P A

S ATTORNEYS AT LAW 77
G |:m A PAUL RUSSELL RDAD, SUITE 100~ 70 0

- P TALL_AﬂASSEE ELOﬂtOAv;}zsot( L

- Edwin l. Mason
7 David 8. Erwin -
. Norman H. Horton, '"

June 28, 1991 »,'(9(’,"':.“, 878.7138.

;;Steve Tw)bble, Dlrector S
“Division of Records and Reportlng s
f*Florlda Public’ Serv1ce Comm1351on‘

: 101 ‘Bast Gaines Street = S
faTallahassee, Flor:da 32399 0850 g;

"'.f..Dear Mr-,. ; Trlbble.

SRtne Enclosed please flnd 15 COples of ‘a Petltaon for Revxew and*“jf'
Approval of - the prellmmary operatlonal plan and procedures of
)_..ll"lor:da Telecommunlcatlons Relay, Inc. DI - BRI . o

'1,q ThlS 1s be;ng submztted pursuant to the requxrements of Order“
24462 ‘ L L . , SR o

e If You havo anY (]U('sttnn"; Please do not hem tate t;o cont.actﬂ.,,f'"“n

-pavid B. Erwin . .

w”iDBEzilth';
Enclosures.

e DO(‘UH:! ‘1‘ w &-ubu »{lffﬂ'
06540 e o
’—;»,E(.ORDS/ PEF’QRT Hq :

:t..'v




" BEFORE THE FLORIDA PUBLIC SERVICE COMMISSION

W;IQ¢IH fe:V Telecommunxcatxons Access )-j Docket No-’ 910496 TP
”i‘System Act of 1991 L 3wv - %)»'v leed Jun@ 28. 1991

| ',"',.f?BtIrmu ﬂmk vz‘ga‘v;_m aﬁnp APPROVAL S

o ‘Plorida Telccommunlcatlono* Relay' Ihc., “hereinafter < FIR, .

'jthraugh its - undersugned attorneys, petitions the . Comm:ss1on Lo e e
STeview and approve the prelxmlnary operatlonal plan ‘and proceduros,jﬂg~ﬁ
ﬂ”rnqutrod to be filed ‘by.Order N0.5~4462, Doc?ot Nn. 910496 TP, andfv-
"’ln support:atates as followa.~' L a SR

'”'_1.QY‘FTR was lncorporated as a non- proflt asso;:ation in’ the,ﬁvf},
”‘:‘Qwstate of Flor:da on . June 13, 1991, for the purpose of i
,w'actlng asthe "Administrator of the: telecommunlcatzons o
- acCess system established by Section 427, 704(2) of Housei%u
. Bil1 2427, FTR was incorporated by the: 13 local exchange =
- telephone. compan:es (LGCS) as: ordered by the CQmm1551onfx

»*1n Order No.»24462 T e

'1.2;7fﬁThe Artacles of Incorporatlon of rTR have already beon S
. filed with the Commission.. The Arqules_namo an. ln’tlalﬁf:,“
*Board of Dlrectors.:a, e T R D R S

ﬁ”Order No. 24462 roqu)res that the operatlonal plan and‘¥f
,:procnduros shall addxﬂvq onvIIIv pnlntsr; S K a

fh,The Board of Dlrectors vmet on June 28, 1991, and g
- thoroughly ~discussed and’ adopted the plan which ~is
~attached.. hereto as. Appendax A, -which" 1ncorporated{v o

i {fhereln by reference and 15 submitted for rev1ew and N

“Z_The Board of D1rectors belloves that the planvls>";; -

}Qcompluance with Order No. 24462, and, therefore, requests o
Lo approval, The Board of Directors is willing” ‘Lo provxde.*”~

Lany: explanataon or dmpllfiLdllnﬂ cdepired . by Cothe
U Commission ori-its staff “For 'this purpose, please,’“zf“
o hcontact the unders:gned. and apprOprrate Board members - . E
e wnll by contacted and made avaxlable for consultat:on.»,f*af»"’““

GOCUM§u1ﬁHUQrD~WaTPH;,
QQBS&O &HZB »L'TL L
RGCORUS/REPORTR.




xﬂ§363*nghe plan ‘was ordered to be faled on June 14 1991, butf |

. until Jupe 13, 1991,  an-extension of time to June: 28, o
’“@f“1991,”was sought hy the und@rsxgnod on June 13, 1991 RURT

'%55 Respectfu1ly submltted, 'Vlﬁ

JfbaVJG B. Erwln » .
“Mason, Erwin & Horton, P A.~

“sTallahassee, Plor:da 32301
‘(904) 878 7133

““due to the fact. ‘that . xncorporat:on wWas not aCCOMPIIShQﬁ“ &”

~1311-A Paul Russell Road, Suite 1°1f5ﬁ=:3% =




. CERTIFICATE OF SERVICE =~ .

HBREBY cert1fy that a. cepy of the foregozng Petltton for>
Rev1ew ‘and " Approval has been sent - by U. 8. Ma:l on. thlS ‘;;* :
daY,ofﬂJuno, 1991, to: th@ followzng- ' B SR PR

v,“Mr. Harry Andorson ‘
. Chairman,: Advisory" Commattee

RN E ) Barcelona Avenue. . '

”i_St..Auguqtlne, Plorjda 32084 5302

Anthony M. Lombardo
. /Chairman of. the: Board L o
‘. Florida® Tolocommunlcatlons Relay, Inc. E S
- c/o. Southern Bell Telephone &- Telegraph Company ;i
777150 South Monroe Street, Suxte 400 - L
S Tallahasseo, Flor:da 132301

,;*Rlchard Tudor CLeERLE
T pivision of Cnmmunlcat1ons

i~ Florida Public Service: Commxssaon

©. 101 -East Gaines 'Street ’

» - 2. Tallahassee,. Flpr;da1v32399 0850

el

: !‘.rwnn DRSNS
“gMauun. Trwin &¢ uorton, P, A._ e U
1311-A Paul ‘Russell Road Sulte 101.0”
Tallahassee, Florlda 32301 ‘

{904} 878 7138 ‘




!’IDRIDA rxmmxmuous nzunr. 1,..: Sl

LRy In :esponse to»@rdhr*uo 24462 the Florxda Teleconnun;catlons;ffgff g
_ ,:jRelay, Inc. (FTR) submits the followxng documents for the approval SR T
v of the ?lorida Public»Servxce Connxss;on.{j'rm- e I EEEE RN

‘J.Oﬂ P!’.‘OCBBS

gf“fQuartcrly !inancxal Reporting

””%F;fﬁﬁuanu‘l ot ;ccounting P:actlces

Y?Eorlat for Quatterly PlhdﬂCldl Statenents

“f 3?or-at for Annual RBPOrts ,ﬁ”v””

v'FFLPurchasing-vroceduzesiff

v,f»flS 1' contggct fo]: zxecutuve Dxrector

'fStateaent of Records Retent;on anctxce f?_!*f Tf



_'_,mmu. Bums'r 5035155108 pnggssg |

S yeax Jul; jllthrough June 30., “The budget will be submit

S format generally consistent with the income statement submitted as)w,

v Attachments 3 “and 4. . The FPSC will ‘approve the FTR budget afterffa
‘,revxew cons stent thh ita polzcxes and procedutes_ ULn S

- vn” he Florlda teleconnun;catlons Relay, Inc (Ptn) uall Submltf; ;fN
lto theAElorxda Public Serv;ce ‘Commission (FPSC) a proposed annual

: . The budqet will be for. the . fxscal[,g
ced in a -




. ‘l’he Plonda 'relecomunlcations Rclay, Inc.,_,(l-"rR) tull subnut”’;-_
© to the Florida Public Service Commission (FPSC) quarterly financial. =~ =
. statements within 45 days after the end of each quarter of ‘the = =
‘. fiscal year. ‘The. fiscal year will be July 1 thtough June 30. The . ' 7
7 quarterly financial statements will be submitted in a fqrmat
. -qenerally consxstent with the format provided as M:tachnent 4. The};} T
- FTR will not exceed the budget . approved by the FPSC. The I-"ra may
< submit’ aupplmntal budget. requests durinq the fiscal ‘year if, in: -
. the . op:mion of the FTR, sufficient justlficatmn exXists | for____.__"r’
~ . deviation from the normal ‘annual budget: process. Supplemental-:”
; budget:s will be subject t.o t:he sane ?PSC revxew as. annual budgets







'ro anon 1'1' mnr coscznus"'"""

- ' The followan Hanual of Accountxng Practxces represents the ‘ ;g
* minimum standard to which the Board of:Directors of the Florida .~

e ‘Telecommunications Relay, Inc. (FTR) hold the Executive Director '

7?ﬂgcorporation. ‘which ‘has yet to commence operations and it is,

f};acco-pllshes, ‘at a nininnn, all of the procedures and: 'safeguards

accountable. Nevgrtholels, it is understood that the FTR is a neuiQ,

. therefore, reasonable to assume that the authors of ‘this documentf_,-wn
have not. antxcxpated every contlngency.' To address this, at the -

commencement of - -operations, the Board will retain an outsxde_.‘-_
accounting firm to install a computerized accounting system which

contained herein. = Further, initial training of: respon31ble FTR
personne1 wxll be provided by the same outside accounting firm. To .
.~ the extent said  accounting firm recommends changes to -this
- document, thoy shall be considered by the Board of Dxrectors and,
upon approval, xlple-ented by the corporat;on.ld" : AR

*,ﬁ, 51ncerely,

ik The Plorxda Teleco-lunxcatlonsgi
*7h Relay Board of Directors - T




vhccountzng for Purchases and’

»;5;,Accounts n.cexvable ,?iffg,fif

' Accounts Payable : C

- Reconcxllng Bank Statmnts L . . 0 . . . . e . . ' et

Exh:.bj.t B - wo:ksheec and Cuh Budget:
.,_gﬂployeo Susinoss Expenses - ._3f,”. ,si_, ,i;ﬂ,”.; 

n¥ 5mAPProva1 Anthority to Execute'Busxness Actzvities::ﬁﬂ-»*

 fv11:¢j

CVIIT

'ff’?Io:iQAfTeléé@iﬁuhiCéiioﬁé;hélay;,ihcéfi,fv _ 1ssue 1, June,




.. authorized to initiate contractual commitments or ‘other

incurrences of corporation liability in the normal course of
business which is consistent wi.th tvhe operatmg budget ERRS

, 'f.‘I-‘lorlda 'relecomunicat:mns Relay, Inc.
'--V;'Accounung Practxces . E R TR

i GBNERAL

EFPEC‘I‘IVE DATB

DESIG!IATIOII O!’ AUTHORITY FOR PINAIICIAL COHHITHENTS

1 APPROVALAUTHORITYTO EXECUTE ‘BUSINESS ACTIVITIES .

” Zuml g' The purpose of this practlce is to establuh the

author.i.t:y ‘to  approve - expend.l.t:uros,' contracts ‘and - other-

‘liabilities on behalf of the l'lotida 'roleco_unicatmns

Relay, Inc. (!“1'!!).};;,::,

Thl’ polj_cy ]_. effectlve upon recelpt. : ,ﬂ::: e s T e

'rhe zxocutxve Dlrector and/or Cha;mn of t:he Board 15::.‘ 

Se approved by the Board of Directors

Ry L 302

;'fj..-rho lcalc or: purchase of offxce eqm.pnent, vehxcles or ot;herj_,t
o xtm roquiro przor approval of the Chaimn. : e

1 exceed $1,500.00 in the absence of the Executive Director.

 Page lox 3 i

SRS vi;".,,-Approval is indicated by the approprlate J.ndivx.dual slgnlng,.}f :
'*,:;and datxng the mvo:.ce pra.or to J.t:s bemg pald. S EE

-  DESIGNATION OF AUTHORITY  jf’»’ ”f ’; | ,_“ o |

401 Hanaguent will keep copxes of bank ngnature authoruauon’ i
Co v tcards on file as a recozd of: md.i.w.duals authorued to s:.gn"“"‘}

choclu for the m R G T L

LIt will b. the responsxtulxty of the approv;nq autho:n:xes Conn
R - satisty themselves that each invoice has been’ ptoperly
. checked to ensure accuracy and authenticzty before ngmng B e
' -:'r.he imroico to indxcate approval. SRR _ e e o

Exp.ndit.urcl exceeding $1 500.00 whlch were not approved as’fj B
S part ot tho oporating budqet aust be authorued 1n advance L

'rho qutary/'rreasurer and certa,m corporatxon dxrectors e
"may be authorized by the Chairman to approve invoices not to Gl




5 < CONTRACTS mo mususns

*gApproval,auihqfisit;o]sxécutegsuaihess*ActivitiéSa-‘“

fﬁ;f?4?633f The Admxn;strative .Assxstant has the responsxbxllty tof'~fc}
S Cexamine  all invoices for ‘proper: approval and accuracy andﬁf
origxnate checks for paymenc. e . L : )

*All contracts and’ aqreeuents shall be approved as to forusa:",
-and so.designated by the FTR’s legal counsel pr;or to bexng;g.ak:’
fexecuted on behalf of the corporatlon. o R

5”Detetl1nacion of the required approval 1evel is outllned xnfk~ft
g;sectzon 3 of thxs practlce.,;y s SR .

7;5.03'f}A szgned or" conforned copy of each contract or agreeuentgg

. . shall be maintained in the files of the corporation.  The

f,corporatlon'l official . copy (containing ot;glnal ‘manual -

L7 signatures) shall be sent to and maxnta;ned 1n the fxlel off“
cgthe corporation s legal counsel.; - s L \ SRR

&Kﬂ CHECK SIGNIﬂG DOLLAR AHOUNTS AND AUTHORIZED SIGNATURES

_u\thecks written for ‘the corporatxon 1“ the anounts showneg
“wf~reQU1re the following signatures: . o |

““THN°t t° exceed 31 5°° °° - Ff“_[;Bxecutxve Dlrector or S
Vil .f'wﬁ;::authorized coslgner '

'rgOWer’$1.5°0;oo'g£ . Executive Director and
ST T e “w’*;;“authorized c051gnet, Or
o two ‘cosigners in the ]” Sl
- absence of the Bxecutlve s
}sDLrector o

.  5;Qg ﬁ;Checks in- excess of $1 500 00 requlre the sxgnature of an{5“" Ll
S “{Lauthorxzed cosxgner.; Authorxzed cosxgners are.v_c" a ’

~”"r(a);&z”_(:halruan of the Board

(b)»“'SQCretary/Treasurer uff5;7”

“}i(c) f“Other person, as desxgnated by the Chaxrnan.;\fﬂiﬂf

ey ons chaiiaeh b binfhes Atesresion, may. deitguate shRL L1

. .specific types of expenditures require his/her. 81gnature onﬁj” tf S
’“;”'the check regardless of the anount.vﬂa’ v O

" bagezot3




s % Approva 1...~A?1‘.¥’-ho,r-‘ié‘-y to E »,__,‘_‘eicw é} ,Btis_i-né,s; "a¢£ivitié's i

f’It: is. the teaponsxbj.lz.ty of Management: to ‘ensure s;gnature
.=+ .authorization - cards. are current . at the bank  for ‘all =
"’“'ﬂ.‘.,z*’xndivxduals authorized t:o sxgn checks for the corporatx.on. L




, Plor.u:la ‘relecomunxcat.xons Relay, Inc. R
_¢Accoun:xng Practxce e e T

e S e s

;1 01 m 'rhe purpose of" tius practl.ce iz t.o descr;be
e .ccountxng procedures for purchases and sales.,abgj,aq e

1.02. Most purchases ‘and - salec ‘are made on account (accrual
.‘ﬁ"‘*ibesis), but they lay be -ade for cash.a :g;\____evf;““_‘°~

- 2. zruc-uva mm:

3 . puncw\sas

“we%.3 01 Purchase. for cash result ina dehit to Pnrchases (or thef?_%__g_
item or asset category) and a’ credit to Cash. ',--'f'rhey are.. .
‘ reco:ded in a cash paylenta jontnal.‘5i’ T, ‘

!lorida Tbleconnnnxcetions nelay, Inc. ,;rf”
: Cash Paynent.s J’ournal VLo
’ July, 1991 L

(2) : (3) . (4) _ (5) (6) -
Check ‘;;"‘v:pos_t. Accounts coocash o o g
SR ¥ T DR T .Suppues s '50.00 '§ 50.00
e 718 1220 00 TS o Salary Bxpenee SRS I 000 00 -+ 1,000.00-
oo 7/28 0 0130 0 7 ”’.»fA/P-OffJ.ce Equxp _z_Q_Q_Q_Q 200,00

(‘) - g‘chclth peylent is recorded as descm.bed below

(1) '_'znter the dar.e and check nunber .m colunns 1 and 2

»v}("2.)jj;":"'"'_tnter the account to be debited in coluln 4 and its __
S ..-‘;‘telated general ledqer account nunber in colunn 3. e




|

~ 1I. Accounting f rn d sl

,v,;:}:( 3) "'rhe anonnt of the cash payment is entered in columns 5 :
8 ;va:ious accounts nay be deb:.ted when makz.nq cash‘
(4) ”'I,f cash’ paynent; is made to reduce an -accounts payable

(b)M: ‘the end of _every. nonth. each debit is- poued to the

qomra]. lcdqer account number is 10 as written below the
. total of colm 6. _ It. tull be credxted fot $1 250 00.;

“item or asset category) and a credit to Accounts Payable and

SAL!S 0! HISCELLAHBOUS ITBHS OR SBRVICBS

}"4.01 Sllcl or urvicos fo: cash result .i.n a debit. to Cash and af"
' .credit to Sales (Rgvonucs) 'rbey are :ecordod in the cash:ﬁ_,v ..

rccoipts jouml .

RS Exa-ple 2. R B

rlo:ida Telecouunxcatx.om Relay, Inc.-\ o
) ~ Cash Receipts Journal s
R July, 1991

 pate Ref. Account Credited - . _DR R

7/1 .18 Miscellaneous’ Services = . i $710.00 53 '1'0'003.:
7714012 . Accounts m.xvable-starcha:ge L 250 00 250 .00 L

;;:2,.; o 12 ‘;»i',»':Accounta Racoivablc-lntc:ut. Earned :g Qg sg QQ

~and “6.  Column 5 'is called Sundry ‘Accounts because

item, the debit entry is posted to the appropriate .’
- accounts payable subsidiary ledger. - Each entry that = = =
. affects another subsidiary ledger, such as the accounts] o
payable subsidiary ledger, is posted separately to that =
a”ﬁlodgor._ (See Accounts Poyable secnon parag:aph 3 01 )

" —account shown in column 3. The total credit to cash is ST
. posted to the cash. account.,.- In. this exa-ple,_ ‘the cash.:-f S

"Pumhuas on account result in va’f‘dcb:.t ‘to Purchases (or the s

.,,;vv”v‘__aro ‘recorded in an accounts payable subndiary ledger for.*«,}” RS
-".purcm.s. (s« Accounts Payable sccnon paraq:aph 3 01 )F

CPORE Tt T T T et e c”h Acct.s




-

:7f}¥(1) Bn;er the date Ln colunn 1.»;'

*«,4(35$Q£ntet the a-ount of the cash tece*pt ln_colunns 4 andﬁilﬁﬂ v

»?’ Kb?;

QSfysu

= ’;6 01 ' 2,&11 pn:chasos nust confom w.i.th tha anthoriution gu:.delmes S
. in ‘the Approval Authority to zxncute Business Act1VLt1esfa**“
:,soction of this lauual.;-x:_” Sl e

nmounmg for: Purchaﬂes and Salea

Each cash :ecelpt is recorded as descrxbed below Host cash S T
" receipts for the corporation will offset entries on various: =
- accounts receivable subsidiary ledgers and should be posted . . .= |
- to -these ledgers. and subsequontly to . the: general 1adgeryg &
. Accounts - Receivable account._. (See Accounts Recexvablewf-,_
'.soct:l.on paragraph 3. ) o . LA T BT

| Eip:(ZJ' Enter thc account credxted for ‘the offsettlng entry ETS A

__';Rocoivablo RO
'iﬁr.c02dod in an accounts receivable - subnidiaty ledge: for .y

o sales  on account,m; (So. Account:’ Roccivable sectionl,c,_" :

pn'aqraph 3 ) o , : L

cazoxr Tznus Aso nlsceuurs ﬁt'““"'

if35 01 ”ﬁCredit te:la -are the arranqe-ents between the buyer»andff,fﬂfwf

SO _-flollcr as. to uhen pay-ont for purchalcs is :equlred

" column 3. Enter the appropriate general ledqer account[f.v4f ”
- number for this -account. in coluln 2. ».. P T TS

s 5.

’VAt the ond of avery -onth, cach credit is posted to theﬁ;v' '
. ‘account shown in column 2 or to the: approprxate subsidiary - -
.~ " ledger. . The total debit to cash is posted to the cash =
'xgiacconnt.» ‘In this example, the general ledger- ‘cash account*y B
" number is 10, as shown below the total for column- 6.c The,;*;,f
: aa-ount to d.bit to tho cash account is $310 00, FL

Salos o: lorvicos on accounc reault Ln a debxt to Accounts?i,~&,.,
-a credit to Sales (Revenues). '~ They are =

D;scounts are otten offered for early caah payment ofiffV:fiv 

. invoices. ~ It is important for the FTR to take advantage of»7
’fdiscounts uhen they are offor.d e o

PUﬁCﬁASIIG

v. 3Tho amount of purchasea must be within the corPOratxon svf-i;"Vl
%i» budq¢t quxdolinet as- approved by the Board of Diractors..




’viv'v"’\-':Q“ﬂﬂtltY and it.e- descriptions-
: :vif"f:-,Pricos and t.om. S

'I"'.,All calculatiom. o

nAccountingforrurchasesandsales RHa

v ‘Upon recexpt‘. of the merchandz.se or complet:;on of servxce_*:;va

. rendered,. nanage-ent verifies the items ‘and. quantity.. .-

" 'received. ~ Substitutions or damage should be noted -

s ;'imdiately., Satiafactory couplet:.on of requested serv:.cesi;fﬂ
“ should bc vcrified RO ERART S _,,__,J<;“

‘rhe folloving n:ens on the mvo;ce j' are exam.ned fo:r_“:
"‘.f:;accnzacy: I S L e T R

. The purchaoo is rocorded as descn.bed in paragtaph 3, afterfif- :
.'{jv'vo:if,i.catiom are couplete., R g O A D DR s

The docu.ont; shonld he txlcd in ao-e uy as to ensure_,i
" payment by the due-date or wi.th.i.n ‘the discount’ porxod R
- ‘tickler file is recommended which consists of nunberedj& St
‘- folders from 1l through 31.: 'rho nu-hot of the’ tolder is. t‘xe. i

o dato myunt is to be "‘“"‘» F

e 1

“";f:individunl signing and dating the invoice.

6.08 When the invoice is pa:.d it should be stanped “canceled_" or

SRR ECR paid" and the date payuent: is ude should be noted.

| Page dof 4

?:*'rhe paxd or canccled anon.ce should be f;led by vendor nane

| __Invoicos should be app:oved by the proper anthorxty pt;LOt to___
‘dratting a check. Approval is indicated by the aut:horuxng




(Florlda Teleconmunxcatlons Relay, Inc
: Accounting Practz.ce Tl : -

.1[1 01 m 'l'he purpose of t.hu practice xs t:o descnbe"

£ ,account;ng £or accounts recexvahle.,ﬁ‘yﬂ_,w »;;. e R |

‘J,y{ 1;o2Langce1v¢b1es: include ‘all money owed  from Lndlv;duals,gﬁ:jfl”“
‘. organizations or other: debtors._ ALl recexvables expected to =

. 'be paid-within one year are conlxdored current assets on the AL
~ balance 3"9"»--_--; ‘ - S RS TS RS

’52:.i zryscrzvz DATE

f’2 01 'rhz.s practicc u effectwe upon rece:.pt e o

'”7j3;:f ruz Accouurs Rscsrvasns suasxoxany LEDGER *‘“”’ :

: ”3 01 A subsidiu'y lodgor is no.dod t.o acconnt for recexvables
B SRR . EBach type of ‘receivable has its own subsidiary’ ledger. The
"~ _sum of each’ subsidiary ledger’s activity for a month is
- posted  as  one .entry to the. qenernl ledger Accounts:; o
E jvm.ivablo acconnt. SR G T e '

“The lnbsidi.ary ledqer nay be otganized by xndiv:.dual accountf“:: o
. or by billing classification, such as surcharge.: Monthly = ..
activity is- shown ;m der.ail on the subsidxary 1edger as - oo
shownz S LT .. . S

S ‘,::Exanple 35

Accounts Recexvable - Subsid:.ary Ledgex ' s
L Surchax:qe Sl
July, 1991

e po-ca* i$i, _.:; ,€f SAEEE T R

..vnnsg-insnh::,!sas-z, Ref. _Debit  Credit "’;nglgngg_ o

) T/ ee e eel T Tee T8 600,00

) 7/15 UTF - 17T "$200.00 U == 800,00 . -

) ~7/17 GTEB. .17 o 200. oort,;c;;;;,g,, "1, ,000.00

) 7/17 SouBell ~ 10 <= - $200.00 x.“vggg.gg St
©7/31 Total . .o o gjgggggsa‘izgg;ggs; AR S




“f,”III;}AééduntSfRegéivaléj,f

,Postxng references are general ledget account nnmbers*to“ o
.. which offsetting journal entrzes are to.be posted In this
. example, posting reference 17 is the. account ‘number foxr: -
‘Surcharge. Reference. 10 is for Cash. Items 2 and '3

‘f(;l

. bill was dated 7/15. GTE's was dated /17, The amount of

o .each bill was $200.00. An increase to accounts rece;vnble,d"
" which is an asset account, is a debxt postinq “N- decrease

" {(or payment of a bill) is a credit posting. Thetefore, each .. - .

~ - 'bill was recorded as a debit. Offsetting credits are posted = -

- to account 17, Surcharge, as shown in the posting reference
column. A pay-ent was received 7/17 from SouBell and was

‘debit  will be posted. to: “the genezal ledger - accountsﬂ

indicate bills for surcharges sent to UTP- .and GTE.  UTF's

record.d ‘as a credit by item 4. . An offsetting: deb;t is

recotded to account 10' ca.h ] as ahown 1n the postlng .
mfirefotonce column. : v “ T .

At the end of the nonth, the tocal act;vzty of $200 00 nets'

' 'receivable account. The 1ten descrxptxon wxll be

”Zz.ftho year to date balances of all subsidiary’ ledgers must
'Qvagr.e to the general ledger year to date balances Ftiiay

"7?4 01‘

"ﬁﬂQiEXAIPIQ 4:;*x° 

”*Ass2Qnii_Asﬁaggﬁ:_ansixshlg‘ : e ﬂ?'. e Ascognt No. 12,jah

Date
S 4
Lo 331

a3

“¢~surch4rqo -f},ﬂe

(e e

o indicates there was a  $600.00 year to date balance of
- ~accounts receivable for the corporation bills as of the end
of June, 1991*;TJuLy s net Aactivity of a- '$200.00 debit

E GxutnAL LGcza

Th. 3600 00 beginnxng'balance fo: the July suhaidxary ledger;

brings the subsidiary ledger balance to $800.00. The sum of

Th. Activxty for July in this subsidiary ledger (whxch 13:;;
-one of several subsxdxary ledgers) 13 posted to the general#: g
ledger al lhown"' i L S R e .

'rlorida Teleconnunicat;ons Relay, Inc ’5  ~ﬁ;;,
el General ‘Ledger B
A Of 7/31/91

Ites = - qnghis'ﬁc_;g;ggig_ , 9
y S 'iz“+ : 5ﬂf5~ 31 600. 003 o
5urchlt90 R $200.00 S 1,800.00

*guisccllanoous Services ,’? : L sqoo oo ,400 oo_ff?\"”
Interest zarnod fron Savans 50 00 : "'81,450.00
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' ,;Iifiﬁccoyhtg,hecéiv;b;§f f'

Exanple 4 xndzcates the sum of each subs;dxary ledger wasL el

. transferred to the. general ledqer on 7/31/91. After each -

7. posting was made, the final year to date balance of accounts”;,Ff S
n-;“hrocoxvable on the general ledgor wa~-51 450 00 Sl e

:;Tha ‘debit enCrles -1nd1cate increasea “to the accounts:

" ‘receivable balance. = Funds will be rece;ved.f The credit of
- $400.00 for Hiscellaneous Services indicates money has been
p”racoivod during July. The cash account -is debired for . - -

-~ © .$400.00 and accounts recexvable is- credlted on. the general;‘;mw'

“a"lodqer for thxa transact;on RIS RS L o

Liqy




e

&”;jjz o1

}@ ?Exanp1e 5.

i?/lo;
”7/28:*

Errzcrxva nawz jf;ji,”

’ Quiék Print : :

MfFlor;da Telecoamunzcatxons Relay. Inc
 Account1ng Practlce jv,.; L e

m 'rm purpose of th:.s pracuce 1.3 t:o descrxbe\_‘_.
bjaccounting for accountp payable. ‘y,zg-_,n. TR Gl
'f;Purchases on: account or credit create a lxability called; RO
:aﬂ'accounts payablo., sach entry to rocord a paycblc is called =~
-a ‘credit entry as all liabilitjes are credit balance . -
accounts. A debit entty'uould decrease the accounts payable

5 ;b¢1anca. . Most .accounts payable items are due within one:' -
: year or loss, so accounts payable are current 1iabilitxes Q;_%

f Thxs practice 15 effectxve upon :oceipt
ruz accouurs paxasnn suasxoranr Laocen |

A subcidiary lodqer for indxvxdnal creditors is -axn:ained,f,wfi
.;1n ‘the same way as the accounts: receivable subsidiary: = -
;g’lodg.r.: “The boginnan balance for the month is the ending -
- balance of the previous month. ' There is a year to date

.. accumulation of accounts payable items on . tne subsxdxaty_ign L
ledger. . The total of the subsidiary ledger year to date. =~ .
L “:lbaxances nust agree thh the general ledger balance off?w N
-f;}accounts payable. e Lo Gl B

_ Accounts Payable Subsldlary Ledger R
ublxc Educatlon Workshop, Orlando- ’
N July, 1991;, , L

;,Baiék_;;ggh;;;.w‘;gxggi;_;“,gﬂigggggsgf‘?-91
10 séhoiﬁof”ﬁ':f,;;n~ . '"sSo'bof”

Hoiiday rnn. on.»vl == *_LLM _Lm_og




IV. Accounts Payable .

“1t7>f11§)?f In this example, expenses which vere arranged on credit have |

'/ 'been incurred prior to July to plan for a public: educatlon?;foi?f
- workshop in- Orlando - On July’ 10, a payment was made to .
‘Quick ‘Print to’ pay “for programs. The offaettan credlt“ ,;g.w

"r_jonrnal ontry is "to be made - to ‘account 10, Cash,

- “‘indicated in the posting reference column. This roduced theﬁ SN
- balance. by $200.00. . Expenses to Bob’'s A/V and the Orlando - . ..o .-
- Holiday Inn were 1ncnrred to be paid in the figure on 7/17 ..
. and 7/28. - The offsetting. debit journal entries are to be

J.l-ad. to account 1, Workshop Expensos. The activity in July:

' for the workshop was a net credit of $1,800.00 which =
fincroased the year to date balance of: the subs;dlary journalym,ﬁ}uia

O te $2,350. 00.

" (b)  The credit .ctivn:y of $1, 800.00 will be posted to. the
St general ledger -for - July., Documentation "in  the. form: of

T Tsublidia:y ledger.-. >~h
. Gmmm Lzoczn RN

;ﬁﬂ ”4.01 The qenoral lodgcr summarizes the act;vity to all accounts -

" bills, etc. must be kept to support ent:xes ;q _theﬂfﬁkf7p_

~payable, receivable, cash, revenue, etc.: The total nonthlyQé' :i o
actzvity'for all accounts payable subsidiary ledger- actxvxcy”;,xg e

1: pootod to thc g.neral ledger as shown belou: G

A[Exanple 6=_Z>. : ' ‘ _' e
L T 210t1da Tlleco-nunxcations Relay, Inc;f”

S ; Gcneral Ledger R
ffg As of. 7/31/91 »;1 o

| fosounes Mocounss mavable ...Cmm_ Credic

. bate  Item o ~ Credit  Balance.
R Y 5 G - ‘,}>J_‘§.“J R ’$8,000.00°
1;7/31;Y”Pub11c Info ﬁksp, Orl. wnlv:--,v-v 31.600 00 - 9,600.00 - .

7/31 ‘Public Info m:sp. Jax. . $900.00 - 8,700.00 -

L3 Xex T T T T s00.00 vw;2.322*221*7~' E

Accognt No. ;37j'*3

"{fﬁ;bziJfrbc total actxvzty ’fOt cach -sub.xdiary ledqer uasff ;?"ﬁ:
'fﬂ.;@‘Yttlntf.rt.d to the genpral 1edger ‘on 7/31/91., ~The debit: =~ =~
- entry $900.00  for ‘Public Information  Workshop, -

i ,"Jack-onviuo,. indicates the payable was paid Off during

w-@iJuly.v ‘The offsetting journcl ‘entry of $900 00 credit washf;;i,j}

-%”’;7‘°°°°ﬂt' Plrable. Paylents for theso xte-s will be made in“&

ide to the cash account. The credit entries for the Public
Information Workshop, - Orlando and - for Xerox ‘increase . .




IV. Accounts Payable =

.. the" fut:ur'e.; Journal entr:.es are to be recorded in the
- current ‘month to record the related’ expenses “These w.Lll -be
- debit entries. After each’ posting was made, the year to
Co.o . date balance of accounts payable on. the general 1edgex: was
“»"39 200 00. RSP v _

.. P age30f ;5 v .




o (b)
5,¢f{£)'f?

© .7 ‘service is rendered. It is necessary to book the related -
c accoun:s receivable jonrnal entty in the same month. expenses .
‘are recorded on company books. '~ This is matching related =~

J,fﬁ?lorxda Teleconnunxcatlons Relay, Inc
,1;Accountxng Practxce iﬂ”i- e L

”'srrzcr:va oamz

%Dcte pay-.nt 1: due.tgf -

GENERAL T e P T e T R e . o
'  29£§9!§?f Th. purpose of thl! practxce is to descrzbe the::; jfim
‘“ﬁ;blllinq process for the Florxda T@lﬂconmunxcatxona Relay'*,ﬁf'wf,

fnrhe FTR vill app:oprxately bill for all services and other;:fwf;fi
éﬁlte-s provxded to any and all. lndxvxduals and organxzatxona.~

Thzs practxcg xs effectlve upon receipt

= PRBPARING THB srmmznmuw/zuvorcs

,'ﬁzvery state.cnt/xnvoxce ahould contaxn iﬁéﬁ?iolldﬁihg?:fﬁfﬁi
Vvvlnfornations:_v R : T RIS O SR

' iﬁ:f(g);fiuaae and add;css_,ofifﬁhe;,éé@bﬁ@f/iﬁdiyidgéiiﬁdﬁdf;ﬁﬁe “ ;”f

’*corporatxon. o
’Data of tho invoice.

;Descripgion and cost of servxce.:sz w::t ' B

Total anount dne

_If poslible, statencnts should be ptepared at the txne the f,:f 77

| “;Jtcvonnes and oxponoos and is. proper accountan p:ocedure._;*

7g:3)Q;"f:The statonont is prepared wzth nn oriqinal and one ¢Opy,(;j

Credit terms, if applxcahle.» Credlt terms xnclude the rateﬂ?fﬁ;fwf
. 10£ 1nter¢st or anount of penaltles if payuent xs late._,xn.‘”."«




vomies

3,04 ’The or:.gmal copy is mxled to the cOllpanylmdxvxdual. B U
oicopy is filed! accorda.ng .to ‘the: ‘date ‘payment. is due CRC
tickler file, or ‘a series of files with dates on t:he-, S

'gprovides ‘a simple way to ensure orqanuat.mn of stataaents; LAY
3"by due date of the payment..;‘t : R _ e e T

NOTE It a ‘statement has a paynem: due date of the 15th”*‘:1/’;: e
R ~of the month, a copY ‘of .the: statenem: is fxled xn.'-;" R
file nunbet IS.;, : - v S R

"“];f4.; Accouurxuc roa srarzazRTS/Iuvoxces ;_f?;f*

“4 Ol;f_, Statennf.s becone accounts rece:.vable. A subudi.aty ledqer* R
"+, .is established by account. name or by the type of service -
*"'rendered. ‘The ledger provxdes a detailed loq to account for =
pa ynonts that are- due., ‘To make entries to-a subsxdxaty;j,
L ledqe: ‘for accounts receivable, refer to the Accounts SRS
':,L-Rece:.vablo section of thxs unual, paraqraph 3 LT

S 40020 ”;Bntrxes to the sublidlary ledqer are booked to the qeneral.;_.‘;;‘ SRS
“... . ledger Accounts Receivable account on a nonthly basis.
Refer ' to the Accounts Receivable section of - ‘the manual, .
' paragraph 4, .Gonoral Ledger, for instx:uctmna for thxs SRR e,
.:“:proced“re-,. A R T I e

501 Paymnts of statuents that are’ not’ rcce:.ved by the da:e}-* e ‘.

. payment is- due are consmered late paynent.s or pasc due
'1.5‘°°°““='-aﬂ>*m e T T A B R

502 'r‘here are qenorally thx:ee clasnxflcatxons of past dne";.
B l.ﬂaccountss B L o . R R

fiﬁ;fihi7,f31-so days 1ace,7ffeﬁxﬁ
© (b)  61-90 days late;

* jficif.f0ve: 90 days late.ii  ‘

5,03 ’rho ﬁ.rst catogo:y of past due accounts (31-60 days late)v R
0 are- typically sent -late notices by mail. ‘The late ‘notice..

‘should contain the same- mfomtion as the: origxnal bill

SR «vb(see patagraph 3 01) and a ren.i.ndor that t:he paynent: j.s due

 ragezoees
s e




?:jfs;difsfwhen the account is 60 days past due, a second notxce should'ﬁf’

- same information as - the first late notxce along Hlth a

L ba mailed to the ‘customer. . This notice 'should contain the;g»ﬁip;gf

.,;re-xnder that thxs ‘13 a. ‘second notxce of payuent noti;,ﬁj C

':*’received

s will include the bzlling date, balance due FTR, account name’

< will be relponsible for taking approprxate steps to receive
. funds due the corporatxon.v 'If ‘the Executive Director

i fthxs on the report._gi =

5 uncou.zcnau: ACCOUNTS

"};ﬁu.nagoaont will prepare a lxst of all accounts 90 days past;]ej? o
. due. This report will be prepared on a monthly basis and

&f'jand any relevant comments. The report will be reviewed and*gbrgfﬁﬁ;
" 'initialed by the Executive Director. The Executive Director S

K'Qdeteruines an account is uncollectible, he/ahe'wxll LndlcateyifV)

33356 01 vfI£ these steps are not successful, ‘the account is consxdered%ug”Vﬂfuﬂ
S ~ "uncollectible. A separate file ‘should be entabllshed foraf"“

i f‘eccn age. caf,egory of nnpaxd :tateaents.

”f56702r 5Uncollect1ble accounts :are’ reaoved froa the Accounts€fuf7of#f
“ . . Receivable general ledger account. ~These accounts are no.. .

‘longer considered an asset of the. conpony "An. account’s

" .removal  from accounts recexvable aust be approved by the{f pf”Zﬁ

'}gjsxecutzvo Diroctor. jgngv ,_

'Zjﬁfgoj:}§1t is proper accountzng procedure to recognize, as expense,"" ASCREE

“. the approximate amount of uncollectible accounts that apply -
to each: year. To determine the ‘amount of. .uncollectible

iﬁ‘feccounts to be expensed,,a realistic ‘estimate should be?fi;:«=
7 - developed based on thoce accounts “not. expected to be

. collected. - It . -anticipate that the  amount .of
;”’uncolloctlble'expense for the FTR will be’ Lnnaterxal for the -

- purpose of making accrual journal entries. 'Therefore, thlsg3pfv}”“i

’axfpractice recommends a journal entry be -ade at: the: end of

each year. to vrit:e-off uncollectxble ‘accounts as ahown“---ﬁ:

~ belows

‘anig“ocscrxption: :ﬁorksnop&tkp;nse biile&'l)Qzl';
g‘]innount not oxpected to- be collected: $300 00

"‘Date: 12/31/92 R TR S
Debit: Uncolloctzble Account 8xpenle 3300 00

m*5 fCteditx Accounts Recexvable U el »Qﬂ 3300 oo}j’”‘””

“Hjlﬁuf’ai;ff?ﬂfb?}fﬁe&fyx?fij’:{7;‘T"“’h‘




i’ lorlda Teleconnunxcat;ons Relay, Inc »ﬁipﬁ¢'}jf”*“”
jAccountzng Practxce B

 ; i?°i?“i2HIﬁ§!§?; The pnrpose of this practxce 1s’£o descrxbe theiewﬂl
proc.dur. for roconcxllnq bank ltateaents. o ,» S

5”Ql1é02LyﬁTh0 nonthly IQCOBCIILOtlon of all bank accounts (saV1ngs ?@;ﬁ,
SO fchockan, etc.) on a timely basis is very 1.portant to.
.. ‘proper .cash management. - Subject to . ~extenuating. . .
v;,fCircu-stancen, ‘it should be coupleted withzn five days of - . -
. the ' receéipt ‘of “the  bank . statement. ' Proper accountxnnfﬁ‘;f
- procedure recommends the reconciliatlon be done by someone - .
- .independent of the handlxng or rocordxng of cash. receipts. .. -
. and disbursements. If an independent reconciliation is not
= - possible, the: reconcxlxation should be reviewed and. slqnadi. SRR
/by the Secretary/Treasurer. The review would include, as a .
S minimum, the process descrlbed in paragraphs 3. 01 and 3 02;1
A*~f°11°"1“9°““ T T e T

’°vf2.=f EFFECTIVE DATE

:‘“f2 01: Thxl pract;ce is eifectxve upon receipt.

‘*3;3. . Srs»s T0 nscoucxnz A naux srarznsur‘*f"“

f:?53 Ol,ﬁvConparQ ‘the canceled checks to the check reqister.j Check f7'”’§ﬂ
k + off each check on the register and. statement as it agrees to: ..
- the bank statanont.x Ver;fy the date, payee and °'°““t'wfxfjx

ni:fj.OZf*foanxno canceled> checks ,for sxgnature '
SR gcancellation by the bank.~= L

.q}*3;03Q>ﬁCo-pate deposxts in the bank thh recorded cash rece;pts onf',;;

- . the check register. Check:eachldeposxt off each document as .

*  they match. Vbrify the. date, anount and who the check waa<, C
.fgrecoivod fron ~”v.\, TR CA SR RIS RN LS R

°*;v3;o§fﬁﬂVDri£y the nuaerxc sequence of chockx.‘lxhéeytiéatq n;égiﬁgL f,f o
o *”-,°ﬂ"~,ﬁ,.;uw. el T S e

| 5FQL3?°55':Roconcilo ite-s causxng'a dxfferance betwaen the book (checkﬁ;, fF'
o register) and bank balance, and verify :hat they a:eq_é
'.»»--Ppropriat--s Fe i T e

 page 1 o: : 3 B




VI

'Adjust e.u:her the bank or book balance for valxd reconcxlxng e
~items. For example, add interest earned to.the book balance
. "if not already recorded. ‘Add checks ‘deducted from the book =~
-fbaiance that have not cleared the bank back t:o t.he book

rollov-up on lonq te:n outstand:.nq checks and ve:.l.fy stop'..:f"iﬁ; e

A ;paymnt noti.coa W

T | e 4
o 4 01

DOCUH!N‘IATION

,f‘,';‘ha statements are to be filed intact w.i.t.h 011 docunen-:_-_:’-: -

. Exhibit A ie an. exauple of a worksheet that ny bo used tob_:-;”””f ST
s reconc.i.le hcnk statenem:s. S e Rl e

All ‘bank: statc-om:s,' canceled chccks and check ’-'09181:3:3"’5.

; _;jshould be filed for: docunentat;on purposes.  They should be B
kept accordinq to retention roqui.rmnf.s di.ctatod by the IRS L
S for nonprotit corporat.i.on:. BT I PN,

tation, including checks and statmnts, u;ntained t;oqe:her T

B




P VI. Reconciling Bank Statements

aji“;Bank balance por bank statenent :
7 Mdds. - Additions by depos;tor not -
e e on bank statement
G Bank errors f)f e,

;?f§‘§§6t3" D.ductionl bY doposxtor not ,57.?73421»*5

‘on bank " state-ent
aank errorn '

_,Bank balance acco:dinq to deposltor's records
45’Add-- -+ Additions by bank. not. recorded '
o RIS S .4 d.posxtorj.f LT
;D-pos.it,or @TTOXS ;.

. - by depositor:
"1jDopositor crrors

yi¢f?_3djusted balance

nflbﬁdp&t{°;gboductions hy bank not record.d




londa 'relecomnm.catxons Relay, Inc.__-,,,
oo Account.i.ng Practa.ce e v R

"gj1.v quznAL

S 1. 01‘}“ m 'rhe purpose of t.!us practxco is to provxde guide- Lot
R lims for .fficiont. cuh unageaent:. T e T L

2. zrrscrlvx namz

2 a01" rhu pract.:.cc i.s otfoctive upon r-cezpt.

jxucnznsruc THE zrr:cxzucr or casH nauasxuxur

":v3ib;l.; A cash: budget. is the nost: i.nportant f.ool in cash nanaqmnt N o
S The ‘cash t is a statement or worksheet that shows a -

L company’s . projoct.d cash inflows  and outflows over a . .

- specific. pori.od of time. ' Cash budqot:s can be preparod ona. .

~ . monthly, weekly or daily ban.s, d.pendinq on the anount ot-.j
cuh activity boi.nq acconntod tor. o e .

vv"nxhxbj.t n ,u an onnple of a nonthly cuh budqot. 'rhis_ A
T budget j.ndicntcs estimated collections and paynonts foxr: i T
L purchaut in- the worksheet section. This is a soparate
i section ‘due’ to  delayed collect.icm -and = payments for - .
o purchaus. " The cash budget section givos dctans of other e i
. known expenses and calculates net cash gain or loss whenf T
expenses are subcracted tron revenues. ey N el

3.03 ;'Clearly, i€ funds aro not._ transferred to an xm:erest earn:.nq;”_"_: R
. savings account of some kind, cash balances will accmlatmﬁfﬁ-’
'_.»L’VCash u a nomarning auet unleu it is :.nvestod T

3.04 By prepar:.nq a cash budqet, t:he corporat:.on can forecast

Lo deposits available for inveat.nents or for unusual expenses
L l.as they occu: zxcou cash can eam extra mcom for the

1*=corporat:10n. L o ChLLe S el .

5 5;0ne way to iuptovo gffxcicncy of cash nchaont. is to. spood, R
. the collection of checks received andy slow the colloction

“of ‘checks written. = This provides more funds to accrue . -

" interest income in a savings account. Therefore, invoices .

" should be paid just before the due date. Lato paynonts and-,‘; N
“";._(;]ponaltios should always bo avoxded. S T

Pa qe lof 3 :




VIL. Cash maemnt o

S 03,06 ,’"Cash recel.pt:s, in. t.he fom of currency or. checks should be B
“Le s deposited daily in the bank if they total $500. 00 or more. . ..
- Cash receipts less than $500.00 should be depocited at least

~ once a week. All checks or other negotiable instruments -are i .-

L o be lockod securely in a drawer, fxle cabime, etc.. lf
';”_,kopt in tho corporat.xon ofnce. St I e

rtmds .i.n .xcess of nininu- balances u:.ntaj.ned i.n t.he:--.;
chockj.nq account should be. :mvostod in accounts that provide

a . maximum - return on a.nvoatunt - and flexi bility. o
!lcxibility, i.n this context means the- acconm: has features - . -
"“'such as ‘easy access to funds,. capability of frequent == =
- transfers of funds to and fro- check:.ng. and cllow checks co’.‘“j-.y T
: "bo drwn on the account e e T T et T e
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Florxda 'I'elecomum.catxons Relay, Inc
“"_g_;&ccount.l.ng Practxce el

| vm | EMPLOYEE BUSINESS EXPENSES .

Gmmm

uniform procedure for: reportinq, p:ocou:.nq and r:oi.-bnrtan_‘{

e m 'l‘hc purpose of thu practxco i.s to eatablj.sh a:‘:_: S

. business expenses incurred by employees while fulﬁnmg-1;«4*’ o
their duties '-and. responsibxlitins tor the Florida . -
" Telecommunications Relay, ‘Inc. (FTR). Thu pract.i.ce is o

. intended - to - aid and - assist  the. uployoe by -providing -

Rintain sound adnini.strat:.ve control..

To1.020 )

. for a.valid business purpose, in accordance with existing
© laws and PTR policy and are :clfovant to t.he mtuto and
i:_,‘objoctiws of th. uployoe s job.‘ R OO AT S SR RS A RS

(a) CAn cnployoo is cxpocted to use 'prudont judqmnt and co-lon_;-' "

. .guidelines for the reporting of these expenditures, to
L ASSure: that all documentation roquiruent.s are -et and to-:‘f‘-z“

ibility. It is the rcsponlibility of au uployeeg
1“‘3‘"-'3-'1“9 expenses, and ‘each individual ‘who reviews ‘and . .-
" approves expenses, to ascertain that the expenditures are

" sense, consistent with the obligations ‘ot v¢_| trustee t:oward SR

o nomy or ptop.tf_y 1o£t. in his/her care..

(bim -ployoo will not. be extravaqant wu:h m'a t'undn R e e

Ml c-plom' are :oquu:ed to. £urnish co.plete infomtxon‘_-

they incur.

© - business purposes - are required to complete the: E:nployee ‘

SRR .f : prOpor co.plet:ion and approval of ;hxs fon. o
2. zrncuvz paTE B

201 l'hu practice u oftoctxve upon meipt.a i

and ‘necessary :ocoipts to support the expenditures whxchv'___. _

(d) ALl -qployocs delu:z.nq re:.nbursmnt of monies. expended for e

| Expsnse Statement. - Reimbursement will be made. upon the B




‘“t(da;°ngpenses -ust bo properly substantiated by* descript;ve;;igjhjﬂ

"nlfreportinq and doculcntatxon.

vzn Enployee Bn.sinei.'a ‘Expenses

ponrcy
-*'?3 011_

”'The PTR will roxnburse elployees fbrﬁ”réiadﬁAbie(iindt?,.,:v.
. necessary expenses incurred and pald.by the indlvxdual whllegﬁ”;fwﬁj
”“j'conductxng co-pany bus;ness.zj,; D : v e

Guidelines set’ torth in this practxce conforl to c:xterxai]*f” -
' established by th. ‘Internal Revenue Code for tax deductible . .
- -business’ oxponso The qencral roquiro-.nts are listodi;“

o belows. ot | e e

Qt}Elpenses -nlt be ord;nary and necolscry in the conduct ot@)_,giti
business. A T T T

' f;;fsxpenses nust be reasonable and not lavxsh or extravaqant.fj’s

~tdzntertaxnnont cxpensos ‘must bo diroctly related to oraﬁﬂiu‘ﬁw
”;associatod with ‘the. active conduct ot businoss.jﬁ¢5; ek

ifz:f(l) Bntrios to thc oxpense statenont should be ladeifﬁb

r.lativt to tha tin. the expense xs xncurred. O

‘JQ{qu'DOCUI.ntIIY ‘evidence will be consxd.red adequate tojff;f%
" support an expenditure if it is legible and includes =
" the amount, date, place and gives a precise do:cription;;',g_£,

‘;faof th. businoll purpose of the axpense.t_j‘

(x) Docu-ontary evidence xncludes orxgtnal itenxzed'fﬁ" .
. receipts, original -itemized paid bills, or Aany o
gﬁ“othor similar cvidonce.¢ Duplxcated/toceipts or oo
- paid "bills will- not ‘be accepted ‘as. expenseg; L

&Vy docu-ontatxon.»

tfi,ﬁ!xponso -tatononts shoubd be prepared and subnxtted £or f;ntf7
e 5zai-burl¢ncnt at lcast onco a nonth, .ff S ;.,..“.;,I;? L
E‘Pl°Y°°' are. required to futnish conplete infotnation and;@°'””

~_=all original receipts needed to substantiate the: expense
“statement. All required original receipts, attachments and =

ze'fexplcnations must be attcched to. the oxpcnse stateaont.:;‘




" VIII. Employee Busmesssxpenses

. -3.08
S+ $25 -0or more.
~ . expense docunentatzon.<
-following expenses: regardle;s -of --the amount:

.” ?’vconlerc1a1 travel (excludxng taxi and subway), qas and oxl o
“=¢)and car. ropaxrs S , , , . o

.:.::: 4 =
:’lj4 01

iThe expense ‘statement mnst be filled out 1eg1b1y in black*?ffﬁiﬁ?

E_v,ink or. typowritten-ﬁ- e S A s R e
APPROV!LS REQUIRED FOR REIHBURSEHE“T _

In order to obta:.n reulburseunt for expendxtures, the Gt

_Loxponse
iw_followinq gu;dolines:vv»

ey

statement -must be approvod according €0 theﬁl

All expense statenonts nust he saned hY the 1nd1v1dua1;5i;ﬂ  

»;xﬁclaxlinq roinburs.ncnt

" pagedoet3

|  }(1) !TR !taff - Bx.cutlve D;rector,llg; jﬁ"'“': SR

*i, (2) zx.cuniv. Dxrector

'l:rinal

»Approvals for rcxnburne-ent a:e as follows:,f@;*v"vv~'t

dosignatcd board -elber.;v SO

'f ?uo 1ndividu.l 18 authorxzed to approve h;s/her own expensefl,l

j"fi;lo individual is authorized to approve any'expensc statenent ﬂf,;4j
.~ _£uhich 1nc1ud¢s his/her oun expenscs.lggﬂb,la s L e

An orxgxnal pald recelpt is requlred for any expendxture of_*“ e
" Duplicated receipts will: not be accepted as -
Receipts are " requxred for the .-~
_lodging,

“FIR. Secretary/Treasurer or€ f$;,T

S apptoval tor .xpenditunes lust be obta;nnd before f;;f§,
*;T*roilburs.-.nt is -ad..=; . R T e




| 4) FORNAT FOR QUARTERLY FINANCIAL STATEMENTS

FLORIDA rsnsconnuurcartons RELA!, INC;““
'fki FINANCIAL STATEnBuTs '

' xSTAIE!BﬂT OP RBVENUE & EXPBNSES

 STA&2HENT OF ASSETS LIABILITIES G FUND BALANCEaﬁg

‘iysramznxur or cnausas IN ruuo BALANCE

}ﬂ, QSTATEHENT/OF SOURCE & APPLICATION OF FUNDS




PLORIDA TBLSCOHHUIICNTIONS RBLAY,.I.C.'
 Statement of Revenue & Expenses
Three Months Ended xxxxx xx, 1991

Revenue - D T
Surcharges - . LRy REX, XXX
'Interest Income UL R XRR e, B i
Servxcel/Other »g“"fgﬁi*-*?;xixxx%a,ﬁ’ x.xxx‘vgvf’s x.xxx.

ﬁ!btal Op.tltinq aevenue :

,nother lev.nuo e e L S T e Ty L
nlscellaneous _j*v S X KRX R RRK

%;@kf~1ﬁv'¢'“ﬁynwkﬂ'ﬁ

',;Operatinq 3‘!‘“"' - L T S .
L. DPR Provider ' ST R RKR XXX X, KX, XXX X, XXX, XXX
- 'PDD - Bqnipnent D T KRR KKK R, KKK RR, RRX
.13 Volume Control unzp-ent- ,{xx,xxx'ﬁf; XX, XXX . o XX, XXX
4 _Misc. Terminal Equip-enc T R XXX ' : L R KKK
ﬂ@Accountinq (Outsxde) , XX, XXX
Auto Expense : ﬂw  ‘jg‘ R 97 ¢ ¢ S
8  Bank Charges ',,fﬁ’fg" R XRK
;jDues/Sublcriptlons i BRI §F ¢ ¢ 3
- ‘Depreciation," Office. Equxp.a:. KpXXX
Depreciation, Dual Sens. Eqp. " x,xxx -
Deprec1atxon, Other- g*; R XRX
. Office Equipment Lease e X, XXX |
“'Insurance-Healt| R XRR
25 Insurance-Other - . T *4;.xxx1; ®
' _Office Expense = - T R, RRX
v;"Postaqe/rretht e R KRR
_ ﬁaPrintinq TR R KRR
" ‘Rent U e
ﬂetxtenent T T Ry RRR
- Employee. Co-pensatxon U K KKK
2 Taxes, Payroll R e XX
3. Taxes, Une-ployuent Comp :
““Taxes/Lxcenles S T
35 Telephone - : :
36 - Travel i Businons Expense*f e

ﬂi3fw-g§gq; Qp%t@ﬁtag“ﬁ4 >‘“:i f



¥ LFLORIDA TELECOMMUNICATIONS RELAy, Iuc;‘fg,;;~:
- Statement of Revenuc & Expenses S

'fThree Months Ended XXXXX xx,

4 vvvf,ﬂbrkshop “Expense
- Training Expense

S i:,'f'rotal !xpeml

E ~}..-nuc911amous zxpensé .

SY“j 14évf1bta1 Other /kﬁ" "w“'s'

1991

R MM, RRR




e rwlum rchomuuxcmlous nm.mr, Iuc.».. R
Statement of ‘Assets, Liabilities & Fund Balance
e T xxxxx xx, 1991 L

g .Cumnt Assets i
. cgsh/Investuents VTiTLﬁ 3f’ x xxx.xxxfft;
. Accounts Receivable '~ . . SR, XK
Prepaxd Expenaes L R XK

, ) !btal Cutrent Assets:giff5 :.:i,f;%ff;{g;:#g;ggxf;;f;ﬁ  

fv‘:Equipaent ‘i‘“,jjﬂ’_,j,,w UL, XXX

5 TDD. EQUipnent R LR XXX
" Volumne COntrol Equlpment ORRX, XXX

210700 Misc. Terminal Equxpnent :ﬁﬂ;:xxx XXX

. =11 - pual Sensory. Equipment® LU RRR KKK R RN
fﬁleifg;‘Accunulated Depzecxatxon ,'; ( xx.xx;) T

| mul P:operty s sqmp-ent

. "_Liabili.tx.es g

§?1§°‘ Accounts Payable x
»117~f Payroll Taxes Payable

. fisygrund Balance (See Changes 1n Fund Balance)ﬁ_ﬁgff;;tgg;g;xff'f;ﬁ

rot.u Lunuhues & mnd aaunce o xR EEx

'ff;'uote. These statelents assume that ternlnal equlpnent for theﬁfﬁgh S
. dupl sensory impaired will be capxtallzed and ‘depreciated. ‘Other - .-~ -
'x?terulnal equlpnent wxll be expensed at the tine of dzstrxbutxon.i;i SRR



" FLORIDA TELECOWOMICATIONS' RELAY, INC.
P fStatenent o£;Chanqes in Fund Balance' .

:ffFund Balance = xxxxx xx,w1991 :h;J



© | FLORIDA TELECOMMUNICATIONS RELAY, Iuc..»ﬁffﬁff
: Statement of Source & Application of Fundsxﬁv,‘
";*i Threa Honths Ended xxxxx xx, 1991

'\ff Operatlons : T L e e
e - ‘Operating- Revanue .y,bfjffﬁ ;f:»@  xx,xxx,xxxi R
'a Operatlng Expenses -.?__EJxxg.x;x,v

Other , L
Hxscellaneous

7Tprplxcatxon of !unds

workshopstfg'f; f%fv"'ﬁ”

xxgxxgéi”“ﬁgizxizigﬁg,H,

",fCash/Investnents 37~C7 w xxx,xxx;_z“ iix;kxx*‘
- .Accounts Recexvable;- o KKK XK KRR

lfylncteaae (Dectoale) in rund Balance ‘ ¢ 1;f’:3‘ ;ppi?g;;kx§ 1€**

Net. Inco-e (l’..oss) fron Operat.::.ons PRI e x,xxx,xxx " L

e T PO P e ORI A N Y 4N AL LV

g"g?dnd'ﬁaianCegffﬁw
- Increase or: -

*xx;x**‘ ,x Jh

o Ty wxx

. "Prepaid Expenses "v"'_* XX, XXX U AK XXX”” ”“1‘ XK, XK.
" Unearned Payuents ;}ﬁx_= xx,xxxf*a.f,xx»;xx3d“giff,;5;i;gg [EERSATRCR

e YT

e B v e T T a S e




' FLORIDA TELECOMMUNICATIONS RELAY, INC.

'", FLORIDA TELECOMMUNICATIONS RELAY, xug,ﬁj“y, S

FINANCIAL STATEHENTS

YBAR ENDED xxxxx XX, 1991

,STATBHBM op RBVE"UB & EXPE"SSS

f»srnrznzuw or ASSBTS, LIABILITIES 5 runn BALANCE

':f;srnrznmnr or cnaucas IN punn annauce

fiuj&fﬁswmmznzur or souncs & APPLICATION or Fuuns fJ




ﬁ; nuoij“
_Surcharges

f”roul Ollut;mg llweme S

_Other Revemue
3gxlscellanéou8 i

@

ajlbtal Other lcvenue

‘tInsurance-Other B o
Office Expense *';'h¢‘”,;“,j'f=’ﬁ;ﬁ'»:’t;’ﬂx.xxx’~r”
‘ZPostaqe/Freiqht SR e L T 3
n_Retxrencnt T e S KRR
" Employee cc-ppnsatlon L T R XK
“Taxes, Payroll . ~— .. oo o T K KK
. Taxes, Unenploy-ent Comp’ng“-, U T R
" Taxes/Licenses . e S T T T R KKK
coPelephone . o Tl L T e e R R

"Rent

. ‘Statement ‘of Revenue & Expenses o
B ‘Year ‘Ended xxxxx xx, 1991

;%Operatinq lqunsol R T 8 ST LU RE I P

- DPR Provider - = _;"*gj‘Jg R ;x'xxx XXX .

.. TDD Equipment .. S R, XK*'X;

- Volume Control Equipnentﬂ“*;*g3’”.y';ﬂ e

. Misc. Terminal Equipment @ . ¢ o0 RERE

‘*Account;nq (Outllde) R N T - 17 ¢ 2

. Legal.. S e L KK KKK

‘Auto” !xpcnle LT T e

h;nﬂnk Ch.rg.. ‘ﬁ‘:iwf -  . :L{_Qf cER T R e

" Dues/Subscriptions - - . SR R 77 ' JER

5fDeprecxatxon, Office Equxp-ent PN IR P2 ¢ ¢ SN
*Deproczation, ‘Dual’ SQnsory Equ;p-ent RS #% ¢ 0 SRR

,5Deprec1atxon, Other. = L S T R XRK

’fOffxce BQuiplent Lease*'1”lﬁ’“,*";“"",¥' S M R T

' e LT e e R

Travel & Business zxpense(,;,,r%Hfjn”v,,f,fF'x,xxx*

”;xerox ,~; R ,,,__vath,j,_§ »jw‘5; n*,x,quﬁ‘

*Total Opautinq nxpem- S myxmx kT

n.onxm mmmxcumus R!LAY, mc. e

: T T e e 2 *;*i*¢ix*i;?‘  S
{'Interest” Inconq‘ R R T x,xxx"” O
‘Servxces/Other S e s

XX XXX

CUmexxx
e P

XXX




' Year Ended XXXXX xx, 1991
! page : .

39 Other !xpemc
7 40 Workshop Expense
41 Training Expense ST
flzibniscellanaous Expenseg;)gﬁb,f

_tf;!otal Othnt\lxponsea f{“
4 Total nxpemes e

"Ff“EVenne Laas Bxpeusec?fﬁﬂ

ugilFlorxda Telecoununxgatzons Relay, Inc.;f.;ﬁi S
. Statement of Revenue & Expensesi; .__ SR

T R RRR




"%;153

vi ;5i91*?nnd Balance (See Changes in Fund Balance)

fﬁndté~f

;ngoperty & lqulpnentv

' ;,]Equxp-ent f”f':f :;;;w{“,; ,ﬁ~ﬁ!xx.xx3] o
. TDD Equipment . 0 o RRX,KXX .
'ﬁj}xxx,xxx;*'g‘;; S

UK, XXX

;Llabxlities

!LORIDA TBLBCOHKUNICAIIO“S RELAY,

7 KXKXX xx,}1991

EQCurreﬁt As.et:

Cash/Investnents"f  5; L 'x.xxx,xxxff?'°

: Iuc,w_ [y
Statement of Assets, Liabilities: ssFund Balance _; o

" Accounts Receivable =~ . oxx,xxx .
Prepaid Expensesf;Q_gﬂ: “f;jf__;;34;;§{“;5,55

ﬁg% lbtal Currunt Asaets

'7ffvolunne Control" Equxpnent
‘Misc. Terminal Equipment

U Ry ARR,XAX

 Dual Sensory Equipment* 3f=,xxx}xxxf"”q

‘ff IOtal Ptoperty 5 Bquxp-ont
o !btal Asletl

Tbtal Linbilitte-

muz mabinue; :. l'und mlme

T?fLﬂAccn-ulated Depreczatxon f’l_(: xx. V)J5 

'Accounts. Payable e ‘~'@;'{QF fii,x§xﬁyﬂgffﬁf>*:
Payroll Taxes Payable “Qf‘zv’;;*gxx=,;““

%sx;gxx,Xxx

R These statenents assune that terninal GQulplent for thefrﬁwfu
o duals sensory impaired will be Capltalxzed -and depreciated. - Qther . .
’v”,?ternxnal GQuipnent w111 be expensed at the txme of dlstrxbut;on..xﬂ




?LORI!)A WICATINS IIILAY, Iw. o |
Statement of Changes . in Fund. Balance
. SRR KXXXX xx,} 1991 Sl :

”ﬁ2w Excess o£ Rece;pcs Over Expenditures gﬁf_{3,5ﬂﬁ_§ixff

3 Fund Balance - xxxxx xx, 1991 35“fiafw; 4[;Y@’”iix}iﬁiif}ff R




PLORIDA TELECOMMUNICATIONS RELAY, INC. =
Statenent of Source & Application- of Eunds :

Year Ended xxxxx xx, 1991

:%7{QSonrce of runds 53; 3{L?*fT
‘ OPeratzons';V e

~Operating. Reﬁenue ,
Operatxng Expenses S

. :>0ther l, ,m»lh
L Hxscellaneous o
;ffhppllcatlon of ?unds B

x;; Horkshops'““' =

 'Ca5ﬁ/Ihve§ti§ﬁt§' ’W;fﬂ }fﬂxxx,xxxf’
. Accounts Receivable REATEE :xx,xxx

--Prepaid Expenses e i !x.xxx_’" .

~Unearned. Paynents “;.'g;”{f xx,xxx

‘ f;;ns:0§g9 (Docnease) in rund Balance

e w" M

R XX

XK, XK XXX fff
o '“--545584535 I
Bet Incone (Losa) fron Operatxonsbgf.> B P

”, xxx,xxx‘"_
AR XXX

“gx,xxxﬂf

x, xxx.xxx!f;

”; i?z;”_*"jf _{ ; f>f7J”“FFH

Inc tﬁdle or

( czegge) 5:

xx xxx ;_
RN, XAK

* g; x;.xxxfgfigﬁ"""'”




JCEDURES "

" ;ractice 'wxll provide instructxons forjr'ha use of_W.
,_1purchaac ord.rs. - The use ot local purchase orders {Lpoy.
followa : g : \ ' |

’izxalplea uhere a Pornal Purchase Order shall be used, butﬁf;' "
) :,not. li.nj.tod to, are the followan: F

‘]yi;l.# Stock uaterials

: charged d;rect to uo:kforders or contracts ;;f

e 3.‘ rutniture, computers, etc

’.A}jfzpurchnse orders ‘are issued at the direction ofl the' ?1; \
.g*‘;lsxecutive Director as the offxc1al representatxve of PTR ST

»Wﬂﬂq .aPurchase orders can only be -llued, canceled or. chanqed??ﬂa‘
PR 1 8 tho authorizatxon of the. !xecutive nxrector - -

The zxacutxve DLIGCtOI’Ulll ultLlately'be respons;ble for{ffF
~the tollouing: » o R L -

‘f ii1,1j§rho issue of the ordet.

E »fz{:  ?1:.1y follow-up ?o'aslure delivary in a reas nableif; ‘
0 length of ti-. L g , o ,‘“‘

ts.l":u-nq alternative vendors uben ita-s '*a_m'-" be
purchatod at a 10uor net cogt qp RS T

”jknovicwing all requisitions tor proper approval and' "
2 accountinqo,; v sl

S. Validate that naterial(,conform to contractual or,f@
a?,othaz standards SRR Lo , : :



i Florlda Telecomnunlcatxons Relay, Inc .
Purchas;ng Procedures S :

S p. __-_'l‘he Malstant Execut.we Dxrector tull be responsxble £ r ..
: . the followzng: - . ans L :

\ i;ai Dotorlininq the necessxty for and the tiainq of che;fi:
e 'fPurchaso.- vaﬂﬂ ca PR .” L e

>3ﬁ2.';fprovxdinq unlt prlces and total cost of " all xteusﬂ.gf“
'/ on a requisition. - These amounts will be actual '
‘tLpu:chaso pricos aftar con-idoran all discounts. SR

S .ﬁ;;Propor accountan codas

f; iv“ co-plcte dnscrxptxon of the ite-s

;A unit prxce, extended prico and the qross anount;?
. must be shown on the rcquilition.a"' . s

‘/an..ignation of the preferted vendor

..QiThit~ natarials conforn to contractual ‘or other?.,ﬂf
_L;»standards.  o _ , _ L

A ﬁhcn an cl.rg.ncy exzats, a purchase order nunber can be BT
o advanced by the Executive Director for the immediate.
.. purchase of material. The resulting purchase order wzll>
;guhp labolod 'CONBIRHING, DO NOT DUPLICAEE.;, Ll , ‘

:15;”"Tho confir:ing purchase order nu-ber will bn provided fi
e Cafterthe originator of the: request qxvea the reason for

" the need of a confirming purchase order,: the name of the;
”"vandor and detcription of the zten to be purchaged,_.\ :

°3f;A,75 B10nk.t purchaso orders can' be xssued when ;ppetztivej;ng
©. " purchases of an item are required for one particular -
: v;_.yendp:.- An oxa-plc ot this uould be gascline purchases.f




fgw_Plorxda Telecomnunxcatxons Relay, Inc S
.3purcha31ng Procedures ‘ 2

'...}i_.suBJI-:c'r. " LOCAL PURCHASE ORDERS

w;ff§vTo provide instructxons for the use of local purchase ozdersf

>7-A;?gﬁLoca1 purchase orders are xntended for expedxtxous‘ §J”7
-+ purchases - of non-stock materials from LOCAL vendors. ==~

‘; 7?jThny are not to be used for orders placed qith our- aajor{” 
3ﬁvondots.,. R I : o : » ‘ . ;

ﬁt ﬁ; <7Purcha:os on ‘“ LPO cannot excaed $500 00 ;ncludxng tax EL?TTtﬁ

1352Cﬁ,;§rho LFO. lnst bo approvod n;;gg to ‘the purchase.,w_,f‘

5f D;£f%Loca1 purchaso orders ‘can’ be used for, but not llﬂlted{“fﬁ o

ko, the tollowinq:

“”frli;;Vlinor Auto-obilc ropaxrs.

| };otfico snppliel and przntznq

w-,Servicinq oifzce -achines.,, fﬂff ﬁ7"

35‘4;3§'liscollanoousv;fxte-s ~of - -aterxals ﬁ#é67¢ ih;5
“w.ﬁi,porfornance of authorzzed func:xona.q~ 4~., LT

v,‘stock for later dxstribution

’“f ﬁ};f Loca1 purchase orders cannot be used £or the followinq.?lf"ﬂlﬁf

 31.ﬂ{,Itans of material and equip-.nt to be placed lntoféiﬁ,‘"*

‘Exié?i5505f100 furnxture, tools, Otc (capital:;teng)ji j:_iif1’a‘

J'?f;j; ;;lddition. o: changes to build;ngs.;:*\“ 

'7f §}z;fuajo: autonobila repaixa

'“!fifggff7rhc local pu:chase order must be prepa:ed and aPProved‘;ﬂfiﬁ .

'»jprior to -akinq the purcha;e. %ﬂa

‘“;Qﬁﬁffflt ‘shall contain QUantxtY. desc:ipcion, unit prlce, and?igffvﬂ

lgmtotal cstinatod cost




Florxda Teleconmunlcatxons Relay, Inc D
. v,,PurChaunq Procedures o S

vif“f C. Any 1ten that is not ava;lable xnnedxately (1 e. bsck’° L
B T' ~orders) must be marked off the purchase order. Another -
'prutchase order lust be prepated for back order Ltens B




MIDA WICATINS am!. IE. PR

o s 'rm.s aqrmnt . , i dayv of - i
.1 .1991, betwsen Florida 'roloco-unicatiom ‘Ralay, TInc., a Flo:ida'.-;" S
el corporat.i.on not for profic, hereinafter called Bnployor" and
e S h.ninafter called Buployee"'

: ".‘»[CO!-'POration not for profit tomd puuuant t.o Chapter 617 y s. e
o jand _ IR NN T S Rt Rty

WHBREAS tlorida ‘relaco—unicatxons Ralay. : Inc :: dasires jtoj R
_ ;enploy an Sxecut.i.vo Diroctor of the corporat.ion, and

mm SR e 7 m individual, do:i:es t:o'_'jf"”'
- be employed bY l’lotj.d«l 'l‘elecomunrcat;ons Relay, Inc. as zmutxven-..
: ;’:Director of t.hc COrporat;ion,, and T e T o

" WHEREAS both partiu denre ‘to enter into an cqrocnent’ R
- ‘defining the duties, conpomatxon, homfits, responlxbilituu and:-‘}_ L
e ,vt.em Of S“Ch uploy-ont o : _ B |

fi 1 llOli mumu, ?1orida 'releco-nnzcatxons Rnlay, Ixic. ) and”“‘;\__
L do " - hereby enter mto ‘the - follow:.nq.
"'*;f-lqﬂﬂtnt for tho mtual bonef.xt of both pa:nuz L R

1. W EIployer horewith Olploys mlom a';.
»Executivo Director of Florida ‘reloco—unj.can.om Relay, Inc.. to:
serve at. tbc plcuuzc ot the Board ot Dimtors. T e

; , m Durinq t.he tem of this agremnt, Elployeej_“ '
,}snall, under the ou rvision of B-ploya:'s Board of Directors,
‘. devote his e tire wor ing time, skill and oxpen.ence to advancing .
- the. inte:cstl'ot z-ployor and its members. Employee shall perform = .
.such duties .as are assigned to him byj the president of the .
‘ CO,tporation and by the aou-d of Dxreccors ‘rhese duties: x.nclude,*‘-. P
ut are not 1.i.m.ted t.o: e T e s R T

‘) _Insuting that ‘the Board of D;mtors and ofncers

- are kept fully informed of the conditions and .

Lo OPOIAtioac of the. corporation and on. all inpox:tant:”_---‘f_,___--.vv
o fact.ors i.nflucncinq t.he- SE DSV e

1 mtlng. Of th. Bou:d O“f Diroctors .’ ‘ S
-oftz.c.i.o without tlu ri.ght to "°¥.-,__, ;

: __:Plan, fomulate and reco-ond for the apptoval of'”
i the noard of Diroctors ‘basic policies. and progrm”f':; L
';vhich wj.ll furthot t.h. objocturo__ of t.he-




3Exccute decxslons, when so dxrected, of the Boardﬂf3.fé%f

‘1Weof Dxrectors

:wjipijjp

fcﬁDevolop, for purposes of‘day-to-day adnxnistrat;on,fag '
.. specific policies, -procedures and .programs to -
pxnplo-ent the.: genersl polxc1es estsblrshed by the'u :
;*Board of - Dlrectors L I _ i o L

iff:nstablish a. sound adulnzstratxve structure for the;;?ffv
=?hosdqunttors office. ‘ : . Ve L ‘

pf,pir.c: and coordxnste sii approved proqrﬂlﬂp.f‘“;‘;va
frg;'projocts and uajor activities of the hnadqusrtersgf:» '

,gConduct roseorch and relsted projects as ‘PProved”ﬁ.V*i“
- by Employer, and prepare and publish the resultson ' . .
"pluhjocts daened of inportance to the nenbershxp S

;nocruit, hxro, 1ndoctrinate. trszn snd notxvste sll‘}v’”[f

. Corporation. staff personnel. Rosponsxbla for all oo

-+ promotions snd teruxnstions. Define staff duties,
. establish perfornsnce standards, ;. conduct.
*fporfor-nnco reviewod,. and aaintsxn conpetxtxve“;jiyh :

'“;fsslsry structure.,, o

'ma,.t;’acgrporltibn'l activities and. report - activities to -
- the Board ‘and others. throuqh the connunrcstxonng;j(f%

Pro-oto interest snd active partzcxpstion ‘in the}g

1hg-odia ot the COrporstion._i

',Hsintsin effect;ve relatxonsh;ps;’ Ulth other‘f,
‘,yorqanizstions, ‘both" ‘public: and- prxvato,"snd ‘see
- that the positxon of ‘the COrporstxon and its aosrd R
. of Directors ~is . enhanced in ‘accordance.’ witho
“policios snd objectives of the orgsnxzstion, ?; ﬂg"" RN

:In c00porstion _w;th tho aosrd Qf Dxrectors,",
vﬂfdovolop, ‘recommend snd “upon: . approval - operate. ARy
.. within an annual budget.‘:lnsnro that sll funds, T

- physical.: ‘sssotsf ‘and - other property ‘the
-~ -corperation sro sppropristoly safsgusrded -ang:
"?fsduinistorod. COnforl to bylaw: provisions as’ wellwf

‘Section _ , 'F.S,, and applicable .Florida

Equublic Service COa-xssion rulos regsrdinq financislgf
i“~roporting snd annusl sud;t., s _ R
";flj~“#Assist nosrd of Drrectors in plsnninq, orgsnx;stxon*:wf
... and conducting annual membership meetings and Board
- meetings; -advise Board of Directors on budget‘“, .

- - objectives; maintain ~records of scr;vxt;es, and;;*V;y e
,Taoxpondituros,, and preparo reports to. Bocrd of*'_’”jf”
: r_iroctors SRR I B e R




"' the Board of Directors in; keeplng wlth the polxcxesfﬁf' K

‘. Assist the secretary-treasurer in- hls"secretarlalf”
= functions; maintain official’ fxles of minutes of -
. . . the Board of Directors and other official meetings;
fi,_suaxntaln : -embershxp and nailing llstso_, andkw¢/

f_fdocnnents to offlcers. dxrectors and -eabers asi
*3appropr1ate.:_j~ R o o BRI y

;Asiu:a that nenberS'bﬁareh] kept Lnforued ’qf»b% RIS
,'Jlegillatxve ‘activities  of - concern . to the
- Corporation.: . When dxrected by - the Board of

- Directors in accordance with the bylaws,. dlstribute, R
S information to members. of the Legislature and, when - i
o directed, ‘may appear. before legxslatxve couuxttees? ERE

to con-ant on pendlng legislatlon.jj

-xalntazn effectlve 1ia;son thh the Florlda Publlc}ﬁ,h
Service Commission and staff at the direction of

tffifof ‘the COrporatxon.,Q

‘1) b

fHaintain‘ effective 1131800; with agencxes' éhdivf;:iv
. departments of the state government for. purposes of .
. keeping membership  informed of state govermnti,\.:i_ ,

'fp'actxvxtxes whxch nay xnpact the Corporatxon.q

'fnaintaxn such L relatxonshxps ﬁ?’wlth otherp?
',atlociations, "~ industries, govérnnent,‘ publ;c;”', -
“. service- orqanizations and vendors as are dasirable;t’~;g
. or may be in the best interest of the Corporation '
;ﬂ‘and in conforlxty with . the overall objectlves and”gf'”“
. fpol;cies of the organlzatxon.u ’*’ ; RN

fPrepate and fxle reports and fznanc;al statementsf* _, i
. with - the Florida Public’ Servxce .Commission as . . .- -
- required by Chapter oy Fvsf,’and Coulxsalon;*3fﬂ.»”

"[5’xules.

Ha;ntaxn all books and zecords of . the Corpora;xoni;fbﬂ‘_,
" in a manner consistent with Florida Publxc SerV1ceé““
igNCO-uxssion rules and directlves.;lvq T R

g\Insure that nexther th/herself nor. any employee ot‘;ifg, o
. 'Florida Telecommunications ' Relay, Inc.' ‘has' any ' .~
,iﬁftinancial conflict of . interest with any person or- =~ .
" corporation with ~which the Corporation has ‘a = = %
v business . relntionshlp “This specifically’ 1ncludes,[_;
- but cis o not limited: to, -the prov;der of -the ‘dual -
. party -relay ‘service, TDD and other  terminal =
"nequxpuent nanufacturers, dilttibutors ‘and vendors .
- -and’ contact - service providets.‘« The : Executive - -
. Director shall- melenent a wrltnen policy. reqardxng;*.,; ‘
- ~'conflict of ' interest ' and ‘responsible . for .
’*.ca-pliance by all employeea.,w,j,:fﬂ ST e

TR i o . RN




v) Carry out such other general responsihxl:.nes as__i- S
my deleqated by the Board of Du:ectors.»»' S

S R W gompggsagxggi- As compensatlon for his/her aervices;t,ﬁ~,u@
f:vEmployer agrees to pay Employee, and Employee herewlth accepts, the . .=
~ ‘amount of - S : per year. Enploye: and !-:mployee may, -from
s ootime to time, reflect increases or decreases in mployee‘s 3alary -
- by entering such a ‘change as ‘an -amendment to ‘this agreement. . - :
- Changes - in: couponsatxon may be reflected in the minutes of the = oo
'Board and shall be effective on such date as may be specified by =
" the Board. Changes ‘in compensation when entered . in: the m.nutes_.____
»»shall constituto an mnduent to thu agreuent. : S L

S 4. - Reimby : Tho Bnploynr wxll rei-burse'g»“?h”"
~;,”vEnployee for reasonable expenaes actually incurred by Employee in '
P?_ﬁthe furtherance of Employer'’s business, anludlng, ‘but notilimited

Lo k0 automobile -and other expenses incurred in the perfornance ofﬁ;:¢, ,
. . his/her duties, provxded proper Ltenxzation for these expensea lsf'w’Q53;
a”='v¢*3£urnxshed by Enploy.e SRR R SIS o v_;: S

aE x . S ol ; 'rhe.*
ST Enploym: will prov:.de ned:.cal and hospitalizatxon insurance. for the .-
Lo Employee and pay the premiums for individual covered for the - . ..
Employee. In the event the Employee requests family coverage, the
.~ Employer will continue to pay 100% of the pre.iuu for the Employee .
. ‘and 80% of the dxfforence between single and family" coverage.j}f”
m,ﬂQFanlly dental coverage will- also ‘be provided by the Bnployer “The. " . G-
A .»'»'i.jdetm.ls of this plan are -included n: Att.achnont. A, wlu.ch u herewith‘ R
"'"_,__,-"izvvxncorporatod as pu:t of this agremnt.._- ' T

L 6.$ vnlg;;jn.y;.ngg The Bnployer will provzde group litei"
;;»»1nsurance for ‘the: hployee ‘The : po.ucy will be payable to a
© . ‘beneficiary. d.siqnat.cd by the. Bnployee ‘The details of this’ p].an.-..:f‘
. are’ included in Attachment A, th.ch j.s herewi:h J.ncorporated as -
L pax:t of th:u agreeuent:.,_ ST BEEER B : BT

e 7. mm;_m 'l'he Buployer : Hlll arx:ange ‘a

*;conpr:ehensxvo retiremsent plan for the ‘Employee through a company or .

:. .association providing such a program and will contribute to such . -

- program as may be agreed to by the parties.a, ‘The details of ihis =

. plan are included in- Attach-ent: A, -wluch u herethh incorporated_;-a.; R
as patt of tlus lqz'emnt. . v

ey ’ : ” ‘rhe tlplowr ny ptovule
S disab:.lity imnrnnco for the mplom for such period. and such = . .=
,_.:fpercontage of wages as the Board of Directors ‘approves. - The .
~..details of this plan are ‘included in- M:tach-ent A, -whj.chv;. _il'_:_:'f S
»:herethh incorporatod as . pcrt of th.u aqromnc.» LRI L

e Mnj.p__ Elployer ny pay t.he dues,, -eala and’ e
vreaaonable part:icipntxon expenses. for. membership in deaf service =~ .
. and’ related organizat.i.ons -approved by - the Board- ‘of Directors. = -
. Memberships in deaf service, industry or other organuationl will,_

”gvbe revieued nnd considorcd ‘on an. indxvxdull basxs .*“;w ST




10, Vgcgt;on.f Employee shall be entxtled to vacation w1thﬂf 

IPP ;ful1 CONPensatxon 1n accordance Ulth the follow;ng schedulefl_\

*fll Heek L

Flrst 2 Years of Serv;ce _A o

" After 2 Years of Service e 2 Weeks -

“After 8 Years of Service . - ~3 Weeks -
After 12 Years of Service - -4 Weeks »ﬁf

‘ﬁ;The vacatxon nay be taken by Employee at any tlne durxng the year,

.. “.and need not be taken at one time. Vacation time shall not ‘carry -
2 over from: Year to Year without prxor approval of the Board of{*'w"
'~5101re=t°r3- R B T T S

e 11, *Aﬁgoiohll v The Corporatxon aaY Provxde an’ autonobxlewyiﬂﬂgih
““for the use of the’ E.ployee in the performance of. his/her duties.

,i*\The Elployer'nay also provide insurance coverage and maintenance of'f :
_‘the automobile, and: aay‘relnburse Enployee for gas a8 provxded Ln;}‘

ﬁxﬁv"paragraph 4. hereof.~

12, EQQ& Any feel, conpensatzons, noney or other thxngs ofﬁa

Zavalue received or realized as a result of the rendition of service ' |

R by Elp10yee shall belong to or be pa1d and. delxvered to Euployer.“"fa‘iﬁ

13. z_xgiﬁggign)fb* “This "agreeuent ‘and the’ enploynenc}

ﬁﬂ’relatlonﬂhlp shall automatically: and jmmediately stand texminated

if there is mutual agreement between Employer and Employee oo

:ﬂ*terlxnate the agrcc.ont or if Enployee ‘fails to. comply with" theﬁ5f;gﬁ

1”teraa of this agreement or is unable to perforu the duties of this

‘>iwenploylent as determined by the Board of Directors of Enployer.v In35 

&'the event of ‘termination, regardless of the" cause, the Employee

" shall be entitled only to his- accrued unpazd salary to the date of;ﬂc.;”
j‘terlxnatxon as soverance pay o A \ R -

4. Aaea_x«’ BNPIOYEB shall have no authot;ty to enter: Lnto?J

*”u;any contract binding on Employer, or to create any obligations oni[’y,fc

“‘the part of. Enployer. except as shall be spec1f1ca11y authorxzed byfﬁ_“‘

“ﬂ,the Board of. Dlrectors of Enployer.iE”pi

15,, Proh‘>; ion Agai ssignmes The Employee agrees, on;;”7

Hubeﬁalf of him/herself and his/her personal representatives, heirs,

5Q~1egatees, distributees and any other person or persons claiming: any;e“ﬁrft,c
benefit under him by virtue of this agreement, that this agreement . -

'f;and the rlght': interests and _benefits under it shall not- beﬁf’ SR

'ﬁ@,E-ployee or anygperson.or petsons clalmxng under Bnployee by VLrtuenfﬁ;_'
. of -this - ~agreement, and shall ‘not be subject to execution, " .
. attachment or similar process.  Any attempt to ‘assign, transfer, =

”*pledge, ‘hypothecate ‘or otherW1se ‘dispose of this agreement or of

. such’ rlghts,.interests ‘and benefits contrary to the fore901"9ue'

. H{-.;provxsj.ons, ‘or’ the levy of ‘any attachment or similar process
. thereupon, 'shall be null, void and without effect, and shall .
wirelxeve Enployer of any and all l;ab;l;ty under thxa agreelent,zbgh .




€ ny ‘no . 4
underuthzs agreement ‘'shall be sufficient if in’ writlnq and if sent ,
by mail to Employee’s residence or to Employer 8" przncipal offxce,; :
‘ B -Paul Russell Road, Suite 202-B, Tallahassee, Florxda%~ : i

agreement of . the part;es and may not be changed exCept by'hufual’
conaent d b _y act:.on of tho Board of Dxrectors of t.he Corporatx.on. ‘

e 18 2N Pn.luto of exther partf to assert any or”"
gxts rthts undar this agrcclont shall not constitute a waiver of
- 7its rights. The waiver by any party or. a breach construed as a
'f-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 tepresentatives and assigns. If any
provisions of this agreement shall. be declared invalid and
‘ unenforceable, the remainder of this agreement shall continue ‘in
7y full . force and  effect. This - agreenent shall  be construed, .
. interpreted, governed and enforced in and under the laws  of the,,»f
- State of Florida, .xcept ‘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 li-itation of the scope
offthe partxcular paragraph to which they retor - - :

:  ;11&388 HHERIOP, the parties hereto have execute,

Chairman of the Board o




. Interpreter/Office Manager

L

hJOffzcers G Board of Dxrectors ; ,,ﬁifﬂo conpensat;on el
-~ Executive Director . = . =7 '$40,000 -'$60,000 annually =
Assistant Executive. Director SR '$25,000 - $40,000 annually ...
822,000 -0 $35,000 annually
fSecretary/Roceptzonxst . $18,000

SLE S ‘ ‘522,000 annually -
»?Secretary/Clerk S e e 818,000

'$22,000 annually o

"fBenefxts B

" Health Insurance‘7g7:\‘“5Péf Employee Contract =

w -L1fe Insurance - .. .. Per Employee Contract .

. Other Insurance . Per Employee Contract .
5Ret1renent , ;35 »-ﬁﬂ]‘Per Employee Contract‘,m,“

'”ﬁf;paxd Holidaya fﬁ,; ;uew Years Day, Meuorxal Day, Independence;f
e : © ... Day, Labor Day, Veterans Day, Thanksgiving

Day-& Friday after, Chrlstnas EVe & o
”fQChrlstmas pay . - R ST

'lvueek PR
2 weeks - -
J weeks .
*4*ueeksg’

 Vacation, = . . i*;;?szrst 2 Years of Serv;ce ,
L el K . After-2 Years of Service

" .. After 8 Years of. Service -
“After 12 Years of Servxce




| £} L -

ALl financial

e _"='and ' related records of - the- Florida o
“,_:.;;‘releco_unxcations Relay, Inc. (FTR) will be retained in an =
. -organized manner. -. 'Records will be made available to authorized

- representatives of the Florida Public Service Commission (FPSC) and = -
‘the Auditor Gemral in accordance with controlling statutes ‘and =
-~ FPSC ‘rules. No financial or related records will be destroyed e
w:.t.hout prior rpsc app:oval ‘ o S o




PLORIDA rxnzcouuuulcnrlous RELAY, e,
“Statement of: Revenue & Expenses -
v Year Ended June 30,»1992 e

- Surcharges ".3” e o $4,200,000
~.Interest Income" e 125,000 0
”*Serv;ces/Other P L 5,000

,mv;}Other Revenue
- ﬂmnxscellaneous

1
2
3
5757f1bta1 Opetating lcvenueb ﬁ?«,}V?T’$§o3§OIOOO‘ ““
7
8

' T°ta1 Other nevenue i ;s_;x ‘ ooo‘- L

‘jﬁf‘total Revenue ‘ j;;; L  §;7$4.335 ooo}f“"

10 'Opetatxng pr.nsc. E R o e '

211..DPR Provider -~ - oo o Dg S-O-Y ey
12 TDD Equipment .= 0 0 U 547 000 -
;13,3Vblune Control Bquzpuent*ng 162,500

S, . 14 Misc. Terminal Equlpment e '=%_6100;000“
18 UAccountxng (Outaxde) ER RN 14,500 .
‘16 . Legal i e ;;x& Ll 19,000 0

C17 COnsultxng ﬁ'?} SR R 25 000

318:fﬂut0 Bxpense ci“ﬂﬁﬂgf"f  :?, 5} n 3 000
.19 Auto: Lease Expense R P ;’ 9,600

.20 -Bank Charges = . . o 0Toooono0 03000

o 21 Dues/Subscrlpt101s EES P 1 000
022+ Depreciation,: Offlce Equlpment,ﬁ!f; 2 100

23 _Depre., Dual Sensory Equxpment’ ﬂ,n’lo 000

'~N24steprec1at10n, ‘Other . o T ;;” h 2,000

-25 - Office Equipwment ‘Lease . 9,000

n26g‘Insuranceouealth/Life/st.3  S 39,4503;1

. +27 " Insurance-Other - = = - R *ﬂ::*”Z;BOO*

' 28 Office Expense = . o e 3,500 SN
';ZSE"Postage/?relght e e T, 400
30 Prxntlng - 4,200 -

Co0 32 Retirement . e S0 15,000

- :33 Employee Coapensatlon e 2160,0000
34 Taxes, Payroll = oy CL0 12,000
. .35  Taxes, Unenployment Comp L P ey £.1 | B

36 Taxes/Licenses - e 8000

. 37 . Telephone .~ - . - ..V&ﬁ 012,000
38 ' Travel & Business Expense N '33 240 ..
139 Xerox ; r..,“ SR ,QQ;: 4,500

'%5 40\_roca1 Operatzng Bxpenaes .  <ﬁ  51, 215 ssov o




Page Two

’3;43 Training Expense .
44 Meeting Expense . ..

48 :Revenue Less !lpen3e‘:f,' |

“Statement .of Revenue & Expenses
Year Ended June 30, 1992 S

41 Other Expenses
42 . Workshop Expense

b 445Qinzsce11aneous Bxpehse -
46 i!btal Other sxpenles -
?&4ﬁﬁff°tal lzpen-é- i

Q,Florlda Telécommunlcatlons Relay, Inc.kf,

~$ 12,000
155,100 .
112,000 -
121 560

$ 300 660 _

Hfgg,$1(51§(2soif,;
$2,818,750
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