Budget & Finance

NUMBER: 3.1

APPROVED: September 23, 2024

REVIEW BY: Every two years that the UPWP is due.

1. References

C.

d.

Interlocal Agreement for Administrative Services by and Between Manatee County and the
Sarasota/Manatee Metropolitan Planning Organization

State of Florida Department of Transportation MPO Agreement for PL Funds
23 CFR 450, Code of Federal Regulations

Section 339.175, Florida Statutes - Metropolitan Planning Organizations

2. Purpose and Scope

a.

The purpose and scope of this section is to provide a financial procedure document for the
expenditure of the Sarasota/Manatee Metropolitan Planning Organization (MPO) grant funds and
document the internal operating process for handling MPO funds and vendor payments.

3. Budget

a.

General Policies. The Unified Planning Work Program (UPWP) is a statement of work identifying the
planning priorities and activities to be carried out within the Sarasota/Manatee metropolitan
planning area. At a minimum, the UPWP includes a description of the planning work and resulting
products, who will perform the work, time frames for completing the work, the cost of the work, and
the source(s) of funds. 23 CFR §450.104. The MPO Governing Board shall have total review,
approval and adoption authority of the MPQO’s Unified Planning Work Program and operating budgets.
23 CFR §8§450.308(b) and 450.314(e); §339.175(9), F.S. The MPO Governing Board shall also have
full control over the use, programming and expenditure of MPO funds.

Unified Planning Work Program. The UPWP shall be developed and approved by the MPO bi-annually.
The fiscal year of the UPWP shall be from July 1st to June 30th. MPO staff shall be tasked to provide
a UPWP budget document bi-annually that will detail the expenditure of the department grant funds
by tasks and submit it for approval by the MPO Governing Board. A draft UPWP should be submitted
to the MPO Governing Board for review at its March or April meeting in the year of adoption. A final
UPWP should be approved by May 15t in the year of adoption.

Operating Budget. The MPO Operating Budget shall be developed in accordance with the UPWP
approved by the MPO annually. The fiscal year of the Operating Budget shall be from October 1st to
September 30th. MPO staff shall prepare a detailed expenditure and revenue (operating budget)
which is provided to the MPO’s Budget Analyst in the Manatee County Financial Management
Department to enter in the County’s format. A copy is also provided to the Manatee Clerk of the Court
(Finance Department) and is maintained within the County’s software program. A draft operating
budget shall be submitted for review by the Financial Management Department in mid-May of each
year. A final operating budget is approved at a Manatee County Board of County Commission meeting
every September. Manatee County includes MPO revenues and expenditures in the County budget
and pays MPO expenses from appropriated funds. Manatee County includes the MPO in the Annual
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County audit as is stated in the Interlocal Agreement for Administrative Services by and between
Manatee County and the MPO.

Modifications. Modifications to the UPWP that do not change the total budgeted amount and do not
change the scope of the funded work task(s) do not require MPO Governing Board approval and shall
be processed by MPO staff with approval by the MPO Executive Director. The FDOT District Liaison
and FHWA are advised via a UPWP Revision form. The MPO Governing Board is notified via the update
UPWP.

The process of closing out UPWP will also be considered a Modification as long as it does not
incorporate an increase in the bottom line of funding previously approved by the MPO Governing
Board. The process of closeout is considered a clerical process in which no new funding is added to
the budget. A final closeout revision to the UPWP will be provided to the MPO Governing Board at the
September meeting or as rescheduled. The same shall be processed by the MPO fiscal staff and
approved by the MPO Executive Director.

Amendments. Changes to the approved UPWP in which the scope of work task(s) is added to or
deleted are considered amendments. Any change in the total grant funding shall also be considered
an amendment. All amendments must be approved by the MPO Governing Board and by the FHWA.

Any changes to the MPO operating budget within the County’s finance software shall be processed
through a Line-ltem Transfer (LIT). All LITs shall be approved by the MPO Executive Director with the
exception that if the change is a result of a UPWP amendment, the MPO Governing Board shall
approve the LIT when approving the UPWP amendment. This shall be the only action needed for the
County Financial Management office to process the request. The Board of County Commissioners or
its staff shall have no authority over approving changes to the MPO operating budget.

MPO staff shall monitor the approved budgets and prepare invoices to the State of Florida so that
reimbursement is made back to the Manatee County Board of County Commissioners. The invoices
shall be prepared and, reviewed by assigned MPO Staff under the direction and ultimately approved
by the MPO Executive Director or designee.

MPO staff shall ensure that purchase order requisitions and vendor invoices are processed in a timely
manner utilizing Manatee County’s software program.

Local funds. As provided for in Sections 163.01(4), (5)(m) and 339.175(6)(g), Florida Statutes, and
in the Interlocal Agreement for the Creation of the MPO, the MPO may enter into contracts for the
performance of service functions of public agencies and may accept funds, grants, assistance, gifts
or bequests from local, state and federal sources. Local funds may be used as described in an
adopted UPWP for purposes, including lobbying, refreshments, travel, decorative furnishings,
employee moral programs, and other reasonable expenses including expenses not eligible for
reimbursement from state or federal funds.

4. Purchasing

a.

The purpose and scope of this section is to specify requirements for the establishment, use,
accountability, legal liability, and control of procurements and purchasing cards.

For procurements involving Federal Transit Administration (FTA) funds, the FTA Best Practices
Procurement Manual (most current version) will be utilized.

ltems or services to be purchased shall be researched and selection made based upon qualifications;

or lowest and/or most responsible price found, supported by competitive price quotes, except in the

case where the item or service is considered to be sole source or purchased under a state contract
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or other local Florida governmental contract, commonly referred to as “piggy-back” contract;
provided, that such contract meets relevant State of Florida and federal procurement requirements.
Purchasing practices described in this policy may be modified or updated to address written
requirements provided by FDOT, FHWA or FTA. Engineering, architecture, landscape architecture,
and surveying and mapping will be selected using the applicable methodology set forth in Section
287.055, Florida Statutes, as amended from time to time. Accounting professional services will be
selected using the methodology set forth in Section 218.391, Florida Statutes, as amended from
time to time. Professional services, not subject to the foregoing, shall be based primarily on
qualifications of the provider and types of service needed.

General purchases less than $10,000. Purchases required for the day-to-day general operating
needs of the office such as routine office supplies, minor office equipment and/or furniture costing
less than $10,000 (per item) may be authorized by the MPO Executive Director. If an item costs
$2,500 or more, it shall be supported by at least 2 price quotes, except in the case where the item
is considered to be a sole/single source or included in a state contract.

Capital Purchases over $5,000. See generally 2 CFR §§200.319 and 200.320. Capital purchase
shall be defined as office equipment and/or office equipment in excess of $5,000 per item. 2 CFR
§8§200.12, 200.13, and 200.33. Capital purchases using federal funds, in whole or in part, shall
need the review and approval of the FHWA. 2 CFR §§200.363 and 200.407(f). Capital purchases
may be included as part of the UPWP. Once a UPWP is approved and adopted, no further Governing
Board approval shall be needed as such item is considered approved as part of the UPWP adoption
process. ltems to be purchased shall be researched and selection made based upon the lowest and
most responsible price found, supported by at least three (3) price quotes, except in the case where
the item is considered to be a sole source item or purchased under a state contract or other local
Florida governmental contract, commonly referred to as “piggy-back” contract. To qualify as sole
source vendor, documentation must be shown of attempts to locate-the item by searching the world
wide web, or other reasonable method, and confirming that the sole source provider is in fact the
only vendor having the capital item meeting the precise description of the item to be purchased. A
“sole source provider” shall be defined as one who is the only such provider in the State of Florida.
A capital purchase may be made with the Manatee County Purchasing Card (PCard) up to $5,000. If
the purchase amount is over $5,000, a “purchase order” must be generated. The purchase order will
then be sent to the vendor to order the item. A vendor must be able to provide a W-9 form, to establish
them as a vendor. Upon receipt of the vendor’s invoice, the MPO staff shall process and submit the
invoice to the Manatee County Finance Department for payment within five (5) MPO workdays from
receipt of the invoice.

Purchasing Card. The MPO Executive Director shall be responsible for determining the need to assign
an MPO staff member a purchasing card. Purchasing Card procedures are detailed in the most
current Purchase Card Procedures approved by Manatee County). Current spending limitations
include a standard single transaction limit (STL) of $5.000. MPO employees shall receive Purchase
Card training before issuance of a Purchase Card. Including the exemptions stated in these Policies
and Procedures, the MPO shall abide by the following applicable Manatee County Board of County
Commissioner’s policies related to:

(1) Purchasing Card Policy;

(2) Procurement via Purchase Card;

(3) Blanket Purchase Orders including Purchase Cards; and

(4) Prompt Payment of Invoices.
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5. Payroll and Check Distribution

a.

The purpose of this section is to standardize the collection of payroll information for entry into the
County payroll system, and for the distribution of payroll checks and U.S. Internal Revenue Service
W-2 forms.

All MPO staff members shall be required to submit a completed payroll timecard for entry in the
County’s payroll system based on the County’s payroll processing schedule. Failure of the employee
to submit a completed timecard for processing may result in a delay of payment to the employee.
With the exception of the payroll for the MPO Executive Director, designated Managers shall be solely
responsible for reviewing and signing off on staff’s timecard prior to authorization of payment. The
MPO Executive Director’s payroll shall be reviewed and approved by use of electronic signature, or
email communication received from the MPO Chair, or the Chair’s designee, who is a member of the
MPO Governing Board. The MPO Executive Director shall be responsible for ensuring that staff is in
compliance with this procedure.

6. Tangible Property/Assets

a.

The purpose of this section is to provide a documented inventory of the MPQO’s property obtained
through the expenditure of MPO grant funds.

MPO property shall be determined as all materials purchased through the expenditure of MPO grant
funds for the operation of the MPO office. All property obtained through the expenditure of MPO grant
funds shall be considered and are the property of the MPO. Expenditure of MPO grant funds for office
supplies, upgrades and/or replacement of computer hardware and software that are included as part
of the MPQO’s UPWP shall be considered authorized with the adoption of the UPWP budget. Such
purchases may be approved by the MPO Executive Director. The MPO shall continue to use the
Manatee County Board of County Commissioners’ Asset Management Department to monitor the
removal and disposal of MPO property, but at no time shall this property be considered the property
of the Manatee County Board of County Commissioners including disposal. The MPO shall have the
autonomy to purchase its materials as deemed necessary for the proper function of the MPO and
shall at all times make purchases with the authorization of the MPO Governing Board (noted in the
UPWP) or Executive Director as appropriate.

Tangible Property Procedure. A detailed description of any capital purchases to be made shall be
included in the UPWP and operating budgets and shall be submitted for approval by the MPO
Governing Board. The MPO Executive Director shall have the authority to approve in writing the
purchase of day-to-day operating expenses. The MPO shall maintain an inventory list of capital
equipment or property for physical review once a year by the Manatee County Asset Management
Department and by FDOT upon request.

7. MPO Executive Director Approval Authority

a.

Purpose. The MPO is required to execute governmental documents related to administrative
operations. In the interest of efficiency, this policy is being established to allow the MPO Governing
Board to delegate the administrative functions of executing progress reports, fiscal tracking,
reimbursement requests and general operating contracts for services to the MPO Executive Director
or designee.

Types of Documents

(1) Fiscal. The MPO, which is funded by Federal and State grants, submits invoices and
progress reports on a quarterly basis for reimbursement of expenses incurred by the MPO.
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The MPO Executive Director or designee shall be authorized to approve all forms and fiscal
documents related to the administrative of these grants.

(2) Personnel. The MPO Executive Director shall maintain appropriate staff to support and
carry out the work products of the MPO. The MPO Executive Director shall be authorized
to approve all forms and administrative documents related to maintaining the MPO staff.

(3) Contracts

(@) Joint Participation Agreements (JPAs). All JPAs shall be approved by the MPO
Governing Board. In the event that a JPA requires minor, non-material modification,
after the MPO Governing Board has approved the original, the MPO Executive
Director shall be authorized to approve amendments that do not significantly alter
the intent or scope of the original JPA. The most common JPAs entered into by the
MPO are for the Federal Highway Administration (FHWA) Grant, the Federal Transit
Administration (FTA) Grant and other financial related grants or authorization of
funds such as the Long Range Transportation Plan or FDOT supplemental Funds. The
MPO Governing Board shall be notified of any significant changes made to approved
JPAs at its next scheduled meeting.

(b) Operating Contracts. The MPO outsources services to both enhance productivity and
to provide services that cannot be performed by staff. These contracts typically
include printing services, copier contracts and other contracts necessary to perform
the day-to-day operations of the MPO office. The MPO Executive Director shall be
authorized to approve and execute all of these types of contracts.

(c) Special Service Contracts. The MPO Governing Board shall approve the selection of
vendors and contracts for special services that include general planning consultants,
legal services, or other service contracts of significance to the MPO. The MPO
Executive Director shall be authorized to approve minor changes to these contracts
as long as they do not change the scope or intent of the original contract. The
Executive Director is authorized to approve minor budget changes and work orders
as necessary; provided, that the total amount of the contract as amended shall not
exceed by more than five percent (5%) (the amount of the originally approved
contract.)

c. Emergency Circumstances. Emergency situations may arise from time to time that require immediate
action and may not be postponed until the next scheduled MPO Board meeting. This policy addresses
two types of emergency situations:

(1) Time Deadlines. Due to unforeseen circumstances, time constraints may dictate
action on an item prior to the next MPO meeting. Under such circumstances, the MPO
Executive Director shall confer with the MPO Chair, or in the Chair’s absence or unavailability,
the Vice Chair on appropriate action to be taken. If the Chair or Vice Chair is not available,
the MPO Executive Director, using the Director's best judgment and in keeping with
established MPO policies, shall be granted authority to make said decision up to $10,000.
The MPO Executive Director shall report on the item at the next scheduled MPO meeting. This
authority is limited to operational situations only, and under no circumstances is the MPO
Executive Director authorized to approve any item that is related to establishing a policy or
making a statement of position for the MPO Governing Board without approval from the MPO
Governing Board.

(2) Natural/Man-made Disasters. The MPO Executive Director shall be granted
authorization to execute general governmental documents that are in the best interest of the
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MPO in the event of a natural or man-made disaster. The procedures followed under this type
of emergency shall adhere to the guidelines established in the MPQO’s Continuity of Operations
Plan (COOP).
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