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Financial Statement Objectives  

 Brief Overview:

— Financial Statement Info. Request Forms

— Annual Financial Statement Certifications

 Introduce Procedural Updates

 Capital Asset Fundamentals 

 Leave Liability Reporting

2
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Financial Statement Overview

The Who, What, Where & 
How of Statewide Financial 
Statements

3

Financial Statement Overview 
(Continued)
 Who is requesting information?

— The Department of Financial Services, 

Statewide Financial Reporting Section 
(SFRS)

4
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Financial Statement Overview 
(Continued)
 What information is gathered?

— Operating Leases 

— Receivables

— Payables

— Transfers In / Transfers Out

— Property

— Leave Liability

5

Financial Statement Overview 
(Continued)
 Where does the information come from?

— Information provided by you

— FLAIR Transaction Detail

— BOMS Reports

6
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Financial Statement Overview 
(Continued)
 How is the information used?

— To balance receivables & payables 
between state agencies      

— To balance revenue & expenditure 
transfers between state agencies 

— Notes for Statewide Financial Statements

7

Financial Statement Overview 
(Continued)
 Financial Statement Certifications

— Consideration of Fraud

— Agency Head Certification

— Subsequent Events

— Agency CAFR Letter  

— Federal Awards Agency Certification 
Letter (If Applicable)
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Financial Statement Overview, 
Information Request Forms
 Form 4 – Amounts Due to General Revenue 

Unallocated

— Any funds as of June 30th

— Should be deposited by the end of August

 Common Transactions:

— Prior year refund for salary overpayment

— Fourth quarter service charges

9

Fin. Statement Overview, Information 
Request Forms (Continued)
 Form P6 – Operating Leases 

Common Lease Agreements:

— Office Space / Building

— Copiers

— Postage Meters

— Storage

10
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Fin. Statement Overview, Information 
Request Forms (Continued)
 Form 17 – Revolving Funds (If Applicable)

Applies to each revolving fund bank account

— Authorized Amount

— Bank Statement Balance

— Reconciled Bank Balance

 Please provide copy of June 30th statement

11

Financial Statement Receivables

 Form 3 – Receivable Types

— Due From Other Departments

— Due From State Funds Within Division

— Due From State Funds Within 
Department

12
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Financial Statement Receivables 
(Continued)
 Common Receivables Include:

OLO: 410000

Agency:  Department of Legal Affairs 

VOCA Grant (Victims of Crime Act)

*Refer to handouts 1 & 2

13

Financial Statement Payables

 Form 3 – Payable Types

— Due to Other Departments

— Due to State Funds Within Division

— Due to State Funds Within Department

14
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Financial Statement Payables 
(Continued)
 Common Payables Include:

OLO: 400000

Agency:  Department of Economic Opportunity

Payment of Reemployment Taxes

*Refer to handouts 1 & 2
15

Financial Statement Booked 
Transfers In
 Form 3 – Booked Transfers In

— Transfer In From Other Departments

— Federal Funds Transfers In From Other 

Departments

— Transfers In From Within the 
Department

— Federal Funds Transfers In From Within

the Department

16
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Financial Statement Booked 
Transfers In (Continued)
 Common Booked Transfers In Include:

OLO: 730000 

Agency:  Department of Revenue

Child Support Enforcement Grant

*Refer to handouts 1 & 2

17

Financial Statement Booked 
Transfers Out
 Form 3 – Booked Transfers Out

— Transfers Out To Other Departments

— Federal Funds Transfers Out to Other 

Departments

— Transfers Out To Within the 
Department

— Federal Funds Transfers Out to Within 
the Department

18
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Financial Statement Booked 
Transfers Out (Continued)
 Common Booked Transfers Out Include:

OLO: 430000 

Agency: Department of Financial Services

Temporary Total Disability Payments

*Refer to handouts 1 & 2

19

Financial Statement Procedural 
Updates
 Financial Statements Processes

— JAC Prefers to receive responses via 
email

 Updated Form 3 Workbook 

— Will replace the financial Statement 
forms packet for FY2016-17

20
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Fin. Statement Best Practices –
Capital Asset Fundamentals 
 Driven by Ch. 273 – State Owned Tangible 

Personal Property

— Requires the property custodian to 
take physical inventory at least once 

each fiscal year

— Details what should be tracked on 
inventory forms

21

Fin. Statement Best Practices –
Capital Asset Fundamentals, (Cont) 
 State Property Tracking Criteria  

— Items $1,000 or more

— Books 250 or more

— Items under $1,000 can be tracked but 
are not reported 

— Inventory detail does not have to be 
submitted

22
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Fin. Statement Best Practices –
Capital Asset Fundamentals, (Cont)
 Adjustments

— The calculation of current year 
inventory must begin with the CFO
audited prior year ending balance

— Circuit inventory reports are accepted 
as reflective of actual balances  

23

Fin. Statement Best Practices –
Capital Asset Fundamentals, (Cont)
 Property reporting discrepancies may be 

caused by:

— Items not being posted to inventory in 

the year they were received 

— Inclusion of expendable items 

— Changes in posting dates

— Adjustments to the duration of useful 
life

24
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Fin. Statement Best Practices –
Capital Asset Fundamentals, (Cont)
 Accumulated Depreciation

— Amount of accumulated depreciation 
cannot exceed total asset value

— All inventory reports should show a 
prior year accumulated depreciation 
total

25

Fin. Statement Best Practices –
Capital Asset Fundamentals, (Cont)
 Additions & Deletions 

Property Disposition:

— Sold

— Scrapped

— Donated

— Obsolete

 Gains & Losses

26
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Fin. Statement Best Practices –
Capital Asset Fundamentals, (Cont)

27

*Refer to handouts 3 & 4

Fin. Statement Best Practices –
Inventory Reporting (BOMS Users)
 BOMS Property Reporting Reminders

— Must close out the fiscal year before 
running the report

— Please review for potential errors prior to 
submission 

— Report can be viewed and reopened prior 
to printing if needed

28
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Fin. Statement Best Practices –
Leave Liability Reporting
 Leave Liability Reporting

— Compensated Absences Leave Liability 
Explained

29

Fin. Statement Best Practices –
Leave Liability Reporting
 The Leave Liability Report Provides: 

— Totals of accumulated compensated 
leave due to all current employees

— Projected outstanding leave liability 

30
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Fin. Statement Best Practices –
Leave Liability Reporting (BOMS Users)

 Leave Payout & Short-term Factors

Annual Sick and Compensated Leave Payout

Including Short Term Factors

*Refer to handouts 5 & 6

31

Entity

TOTAL

BEGINNING

COMPENSATED

ABSENCES

BEGINNING

OPERATING

BALANCE

BEGINNING

LONG TERM 

BALANCE

FY 2015

SHORT-TERM

FACTOR

FY 2016

SHORT-TERM

FACTOR

XXXXXXXX 1,012,391.49 48,390.39 964,001.10 0.42000 0.46000

Fin. Statement Best Practices –
Leave Liability Reporting (BOMS Users)

 Using the incorrect beginning balance will 
skew:

— Current year short term factor 

— 3 year average factor 

— Current & long term liability totals

 The report is not representative of actual 
expenditures incurred

32
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Fin. Statement Best Practices –
Leave Liability Reporting (Non BOMS)
 Demystifying the Leave Liability Workbook 

which contains:

— The audited CFO beginning balance 

— Current fiscal year short-term factor 

— Listing of employees by names and 
rates of pay 

33

Fin. Statement Best Practices –
Leave Liability Reporting (Non BOMS)
 Things to keep in mind:

— Reconcile all employee data with your 
records

— Input employee leave hours by type 

— Include employees in DROP 

— Include employees terminating on June 
30th

34
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Fin. Statement Best Practices –
Leave Liability Reporting (Non BOMS)
 Sick Leave Calculation (s. 110.122, F.S. )

Employees with 10 years of service or more are 
owed a ¼ of their accrued sick leave not to 
exceed the equivalent of 480 work hours

— Verify data provided 

— Only include eligible employees

35

Fin. Statement Best Practices –
Leave Liability Reporting (Non BOMS)

36

*Refer to handout 7

Session U - Financial Statement Best Practices - Presentation 18



JAC Financial Services Contacts 

 Need assistance, we’re here to help
David Kosinski Lamar Bynum 

Professional Accountant Senior Management Analyst

850-488-2415 x 236 850-488-2415 x 234

David.Kosinski@justiceadmin.org Lamar.Bynum@justiceadmin.org

37

— Primary point of contact — State Property Reporting 

— Procedures & Dates — Leave Liability Reporting 

— Forms & Certifications — Transfers In / Out 

JAC Financial Services Contacts 
(Continued) 
 Need assistance, we’re here to help
Michael Mauterer Nona McCall

Director of Fin. Services Deputy Director of Fin. Services

850-488-2415 x 230 850-488-2415 x 231

Michael.Mauterer@justiceadmin.org Nona.McCall@justiceadmin.org

38

— General Inquiries — Receivables

— Revolving Funds — Payables
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Questions

39

FLAIR Statewide Vendor File 

David Kosinski, Professional Accountant 

May 17, 2017
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FLAIR Statewide Vendor File –
Objectives
 Describe how FLAIR systems interact (FFMIS)

 Explain the Department of Financial Services (DFS) 
substitute W-9 registration system

 Review the Department of Management Services 
(DMS) My Florida Market Place (MFMP) system

 Review the FLAIR vendor statewide (VS) inquiry 
screen

 Go over the information needed to add a vendor  
to the VS file

 Describe the vendor purge cycle

41

FLAIR and the Florida Financial 
Management Information Systems (FFMIS)

42

Cash Management

Treasury

(DFS)

Personnel

Information

People First 

(DMS)

Personnel

Information

People First 

(DMS)

FLAIR

Accounting 

Sub-systems

FFMIS 
systems 

manage the 
state’s daily  
operations

Substitute W-9 

(DFS)

Purchasing

My Florida Market Place

(DMS)

Planning and 

Budgeting

LAS/PBS

(EOG)

(VS)

Session U - Financial Statement Best Practices - Presentation 21



Statewide Vendor File – Vendor 
Record

43

FLAIR Vendor File Purge Cycle

 FLAIR marks vendor records as inactive or deleted

– Inactivated records can not be used in a 
transaction

– FEIN & SSN records will be purged after 18 
months of inactivity

– JAC can add a sequence if needed to most 
inactivated records

– Non-standard (N) vendor records are marked for 
deletion after 4 months of inactivity and purged 
after a total period of 18 months

44
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Adding a Vendor Record to FLAIR

 Whenever possible please provide a copy 
of the vendor’s W-9 and billing invoice 

–W-9 or W-8 (foreign) needed to verify tax 
ID

–Current remittance information from the 
invoice (if possible)

– Invoice remittance information 
determines the address to be added to 
FLAIR

45

Getting a Vendor Added to VS

 Please send vendor requests and inquiries 
to:  vendorprocessing@justiceadmin.org

JAC Statewide Vendor File Contacts

David Kosinski Nona McCall

Professional Accountant Deputy Director of Fin. Services

850-488-2415 x 236 850-488-2415 x 231

David.Kosinski@justiceadmin.org Nona.McCall@justiceadmin.org

46
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DFS – Vendor Management Unit

Substitute W-9 Matching Issues

Department of Financial Services

Division of Accounting and Auditing 

Vendor Management Section

850-413-5519

FLW9@myfloridacfo.com

47

DMS – My Florida Market Place

MFMP Vendor Portal

https://vendor.MyFloridaMarketPlace.com

MFMP Customer Service Help Desk

866-352-3776

VendorHelp@myfloridamarketplace.com

48
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Questions

49
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Agency 

OLO

110000 LEGISLATURE

210000 JUSTICE ADMINISTRATION COMMISSION

220000 STATE COURTS SYSTEM

310000 EXECUTIVE OFFICE OF THE GOVERNOR

360000 DEPARTMENT OF THE LOTTERY

370000 DEPARTMENT OF ENVIRONMENTAL PROTECTION

400000 DEPARTMENT OF ECONOMIC OPPORTUNITY

410000 DEPARTMENT OF LEGAL AFFAIRS

420000 DEPARTMENT OF AGRICULTURE AND CONSUMER SERVICES

430000 DEPARTMENT OF FINANCIAL SERVICES

439000 DIVISION OF ACCOUNTING AND AUDITING

450000 DEPARTMENT OF STATE

480000 DEPARTMENT OF EDUCATION

489000 FLORIDA SCHOOL FOR THE DEAF AND THE BLIND 

500000 DEPARTMENT OF VETERANS' AFFAIRS

520000 DEPARTMENT OF COMMUNITY AFFAIRS

550000 DEPARTMENT OF TRANSPORTATION

570000 DEPARTMENT OF CITRUS

600000 DEPARTMENT OF CHILDREN AND FAMILIES

610000 PUBLIC SERVICE COMMISSION

620000 DEPARTMENT OF MILITARY AFFAIRS

640000 DEPARTMENT OF HEALTH

650000 DEPARTMENT OF ELDER AFFAIRS

670000 AGENCY FOR PERSONS WITH DISABILITIES

680000 AGENCY FOR HEALTH CARE ADMINISTRATION

700000 DEPARTMENT OF CORRECTIONS

710000 DEPARTMENT OF LAW ENFORCEMENT

720000 DEPARTMENT OF MANAGEMENT SERVICES

729700 DIVISION OF ADMINISTRATIVE HEARINGS

729800 AGENCY FOR STATE TECHNOLOGY (FORMERLY SSRC/NSRC)

730000 DEPARTMENT OF REVENUE

750000 AGENCY FOR WORKFORCE INNOVATION

760000 DEPARTMENT OF HIGHWAY SAFETY AND MOTOR VEHICLES

770000 FISH AND WILDLIFE CONSERVATION COMMISSION

780000 FLORIDA COMMISSION ON OFFENDER REVIEW

790000 DEPT OF BUSINESS AND PROFESSIONAL REGULATION

800000 DEPARTMENT OF JUVENILE JUSTICE

840000 STATE BOARD OF ADMINISTRATION

730000 DEPARTMENT OF REVENUE

750000 AGENCY FOR WORKFORCE INNOVATION

760000 DEPARTMENT OF HIGHWAY SAFETY AND MOTOR VEHICLES

770000 FISH AND WILDLIFE CONSERVATION COMMISSION

780000 FLORIDA COMMISSION ON OFFENDER REVIEW

790000 DEPT OF BUSINESS AND PROFESSIONAL REGULATION

800000 DEPARTMENT OF JUVENILE JUSTICE

840000 STATE BOARD OF ADMINISTRATION

*Operating Level Organization (OLO) is the state standard six digit agency identifier.

AGENCY IDENTIFIERS

Description 

4/22/17
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Leave Liability General Notes 

for Spreadsheet Preparation

I.    General Notes:  

      All hours should be rounded to the nearest quarter hour.  

      All dollar amounts should be rounded to two decimal places (cents).

      Blue and Gray highlighted cells will be populated by JAC

      Rows used only for calcuation are hidden for ease of use; do not override formula in cells

      Email completed spreadsheet to JAC

     Print, sign, and send Form 20A to JAC

 “Fill In” Tab:
II.   Columns A thru H "Gray Highlighted Cells"

1 JAC populates Cells 

2 Curcuit validates and updates the information in the cells but do not delete any lines
A Agency Name
B Employee Social Security Number

C Employee:  Please review and update

D Position Number

E Class Code

F RT CD: Retirement Code

G  ANN LV HRLY ROP:  Rate of Pay used for Annual Leave Liability Calculations. 

H  SK & COMP LV HRLY ROP:  Rate of Pay used for Annual Leave Liability Calculations

III. Colunms I, L, N, P, R, T, V, W and Y   "Yellow Highlighed Cells" 
1 Circuit populates these cells ( if applicable) 
I  YEAR END ANNUAL LEAVE HOURS-CUMULATIVE

K  CURRENT YEAR ANNUAL LEAVE EARNED

M  CURRENT YEAR  ANNUAL/DROP LEAVE USED

O  YEAR ENDING SICK LEAVE HOURS-CUMULATIVE

Q  CURRENT YEAR SICK LEAVE

S  CURRENT YEAR SICK LEAVE USED

U  YEAR ENDING COMPENSATRY LEAVE HOURS-CUMULATIVE  

W  CURRENT YEAR COMPENSATORY LEAVE EARNED:

Y  CURRENT YEAR COMPENSATORY LEAVE USED

IV. JAC will fill in Blue Highlighted  Rows Listed at the Bottom of the Spreadsheet on the “Summary” Tab.
B Terminated Employee Annual Leave Payment 

B Terminated Employee Sick Leave Payment

B Terminated Employee Comp Leave Payment

B Terminated Employee Annual Leave Payment Hours

B Terminated Employee Sick Leave Hours

B Terminated Employee Comp Leave Hours

B Short-Term Leave Factor

B Short-Term Leave Factor

V.  Other Tabs on the Spreadsheet 
1 The other Tabs will automatically populated based on the numbers input on the Fill In Tab.

2 Please do not override any formulas in any Tab of this workbook

3 Please print for your files
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The Florida Accounting Information Resource Statewide Vendor File is the State’s central 

repository of vendor information.   

 

Searching Records by Vendor Name 

 

The Vendor Name search will return results from the VS file for vendors matching the 

name entered on the VENDOR NAME field line.  The fewer characters of the name entered 

the more results the search will generate.  If the vendor is “Advanced Auto Parts”: 

 

1. Access FLAIR. 

2. Input VS in the TYPE field to access the Statewide Vendor Mini Menu. 

3. Press Enter. 

4. Input I in the SELECT field. 

5. Tab to VENDOR NAME and input the vendor’s name (for this example, input 

“Advanced Auto”).  The search results display the first vendor with “Advanced Auto” 

in their name. 

6. Press enter.  Use F8 to scroll forward and F6 to scroll back to the beginning. 

 

Tip!  To narrow the results increase the number of characters in the search field. 

 

 
 

Searching Records by Vendor Tax ID Number 

 

The vendor number search requires the full nine-digit Vendor Number and the vendor 

prefix indicator (F, S or N).  To search using the Vendor Number: 

 

1. Access FLAIR. 

2. Input VS in the TYPE field to access the Statewide Vendor Mini Menu. 
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3. Press Enter. 

4. Input I in the SELECT field. 

5. Input vendor indicator F in the IND field.  

6. Input the nine-digit vendor number in the NUMBER field (for this example input 

111111111). 

7. Input all zeros in the sequence field. 

8. Press Enter.  FLAIR will display all available sequences for this vendor number.  

 

Tip!  Use the vendor name search to identify the Tax Id number.  The vendor number  

         search provides more detailed results including the vendor’s remittance address. 

 

  
 

Understanding Statewide Vendor Inquiry Codes 

 

Tip!  Use the example record below in conjunction with the code table on page 3. 

 

 

Session U - Financial Statement Best Practices - Handout 8 50 



Justice Administration Commission 

Statewide Vendor File Inquiry Reference Guide 

3 | P a g e   U p d a t e d  4 / 2 2 / 2 0 1 7  
 

Indicator Definition Values 

Vendor Indicator: Alphabetic prefix which indicates the tax identification 
number type. 

F = FEIN 

S = SSN 

N = Non-Standard 

 (Foreign or fictitious 
vendor) 

Vendor Tax Identifier:   9-digit tax identification number. Numeric 

W9 Name: Identifies the vendor W-9 name on file at DFS; 
populated if on file. 

Alpha-Numeric 

W-9 Indicator (W9): Indicates state of Florida substitute W-9 status; used to 
validate vendor taxpayer information. 

 

Y = On File  

N = Not On File 

P = Pending 

F = Failed 

W9 Update: Identifies the last date the substitute W-9 was changed 
by the vendor. 

Date 

Sequence (SEQ): 3-digit number assigned per vendor location.     000 = All Records 

Vendor Name: Identifies the name that will print on the payment.  
There are up to 2 lines for the Vendor’s name, shown 
above the purchasing address.  The line(s) will print on 
the warrant.  

 Alpha-Numeric 

Vendor Short Name:   Vendor identifier that will only display on reports.  Alpha-Numeric 

Purchasing Address: Identifies vendor purchasing location.   Alpha-Numeric 

Remittance Address: Identifies vendor address to be printed on the warrant 
and where payment will be sent. 

 Alpha-Numeric 

Vendor Contact Number: Vendor contact number.  Numeric 
 

Last Updated: Identifies the last time the vendor record was changed.  Date 

Req OLO: Identifies the agency which created or updated the 
vendor record. 

 JAC = 210000 
 MFMP = 000000 
  Last Used: Indicates the last time the record was used to process a 

transaction. 
 Date 

Vendor Enter Indicator (VEI): Distinguishes if the vendor record was entered 
through FLAIR or MFMP. 

 F = FLAIR 

 M = MFMP 

Confidential:  Indicates that the vendor is not subject to Florida   
    sunshine / transparency public records law. The record       
    can only be viewed by requesting agency.   

 Y = Confidential 

 N = Not Confidential 

Foreign: Indicates if the vendor has a US business location. Y = Foreign 

N = Not Foreign 

Levy: Indicates levy status.  I = IRS 

R = DOR 

Blank = No levy 
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Indicator Definition Values 

Vendor Inquiry codes (continued) 

 
 

  Status Code: 

Transaction can be processed.                                                  A = Active 

Transaction cannot be processed, vendor record will be     I = Inactive  
marked for deletion. 

Transaction cannot be processed,  vendor record will be        D = Deleted 

removed during the next purge cycle. 

Minority Code (MC): Identifies the classification of vendor’s minority    

business type.  
A = Minority type  

unknown 

Inact Code: Reason for Inactivation Alpha 

Electronic Funds Transfer (EFT): Identifies if the vendor has an electronic fund 
transfer account on file at DFS.  The first line 
of the purchasing address must mirror the 
account name for the EFT to be active. 

Y = Active EFT 

N = Warrant 

 

State of Florida Substitute W-9 Records 

 

If payments are 1099 reportable, a vendor record cannot be used until a verified Substitute 

Form W-9 is on file at the Department of Financial Services.  If a vendor has an existing 

vendor file record and a Substitute W-9 is submitted the W-9 status in the vendor file will 

automatically update to P for pending.  Once the matching process is completed the status 

will change to Y for on file.  This may take up to four days. 

 

Vendor substitute W-9 submission portal:  https://FLVendor.MyFloridaCFO.com. 

 

Tip!  Submitting a Substitute W-9 does not create a FLAIR statewide vendor file record.  If     

         the record does not previously exist it has to be added to the VS file.  

 

Getting Vendor Records Added to the Statewide Vendor File 

 

The following vendor data is required for JAC to add a vendor record to the statewide 

vendor file: 

 

– Vendor TIN, 

– Vendor name, 

– Vendor telephone number, and  

– Vendor remittance address.  

 

Please submit vendor add requests and inquiries to:  VendorProcessing@justiceadmin.org  

 

Tip!  To avoid discrepancies obtain as much documentation from the vendor as possible and   

         submit it with your vendor record add request.  The remittance addresses on a  

         vendor’s paper W-9, substitute W-9 or billing invoice do not always match. 
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My Florida Market Place Purchasing System 

 

The DFS Vendor Management Section prohibits sequences to be added to vendors with 

ACTIVE MFMP records.  One active MFMP record locks the agency’s vendor add function.  

New locations or updates to existing records can only be made by the vendor via:  

https://vendor.MyFloridaMarketPlace.com.  

 

Tip!  MFMP vendor records are uploaded into the statewide vendor file on a nightly  

         basis. 

 

Processing P-card and the Statewide Vendor File 

 

Since clearing a p-card charge is an approval to reimburse Bank of America for a payment 

that they have already made to the vendor it is not necessary to add a new sequence to the 

statewide vendor file in order to match the vendor’s remittance address.  The charge only 

needs to be recorded to the appropriate Federal Tax Identification Number.  

Tip!  Any active sequence will work. 

Statewide Vendor File Record Purge Cycle 

 

As long as a vendor record is frequently used in transactions, the vendor will remain active 

in the statewide vendor file.  FLAIR systematically marks inactive vendor records for 

deletion.  The DFS Vendor Management Section will also inactivate vendor records if an 

error or discrepancy is found.  MFMP inactivates vendor records weekly at the request of 

the vendor.   

 

(F) & (S) prefix vendor records will be purged after 18 months of inactivity.  Foreign or non-

standard (N) vendor records will be marked for deletion after 4 months of inactivity and 

will remain in the vendor file for another 14 months until they complete the 18 month 

purge cycle. 

 

Tip!  If a record is inactivated or marked for deletion it will have an “I” or “D” in the  

         STATUS field.  These records cannot be used to process FLAIR transactions. 
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