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Budget & Finance   
 
NUMBER: 3.1  
 
APPROVED:  September 28, 2026 (Tentative) 
 
REVIEW BY: Every two years that the UPWP is due.  
 
1.  References  
 

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

 
b.  State of Florida Department of Transportation MPO Agreement for PL Funds  
 
c. 23 CFR 450, Code of Federal Regulations 
 
d. Section 339.175, Florida Statutes – Metropolitan Planning Organizations 
 
e. 2 CFR §200.318, Uniform Administrative Requirements, Cost Principles, and Audit 

Requirements for Federal Awards – Procurement Standards, including Cooperative 
Purchasing (2 CFR §200.318(e)) 

 
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 MPO’s Unified Planning Work Program and operating 
budgets.  23 CFR §§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.  

 
b.  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 
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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 15th in the year of adoption.  

 
c.  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 County audit as 
is stated in the Interlocal Agreement for Administrative Services by and between 
Manatee County and the MPO.  

 
d.  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. 

 
e.  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. 

 
f.  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, FDOT and by the FHWA.  

 
g.  Any changes to the MPO operating budget within the County’s finance software shall 

be processed through a Line-Item 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.  
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h.   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. 

  
i. MPO staff shall ensure that purchase order requisitions and vendor invoices are 

processed in a timely manner utilizing Manatee County’s software program.  
 
j. 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.  

 
b. For procurements involving Federal Transit Administration (FTA) funds, the FTA Best 

Practices Procurement Manual (most current version) will be utilized. 
 
c.  Items 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 or other local Florida 
governmental contract, commonly referred to as “piggy-back” contract, or is purchased 
pursuant to a competitively procured  purchasing agreement, group purchasing 
organization contract, or multi-state purchasing cooperative (including, without 
limitation, NASPO ValuePoint and other similarly organized cooperative or "piggy-back" 
purchasing programs), provided that the underlying master agreement was itself 
established through a competitive solicitation process consistent with 2 CFR 
§200.318(e) and other applicable State of Florida and federal procurement 
requirements as may be amended from time to time; 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.  
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d. 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, or is purchased pursuant to a competitively 
procured  purchasing agreement or group purchasing organization contract (including, 
without limitation, NASPO ValuePoint).   

 
e.  Capital Purchases over $510,000. See generally 2 CFR §§200.319 and 200.320. 

Capital purchase shall be defined as office equipment and/or office equipment in 
excess of $510,000 per item.  2 CFR §§200.1200.12, 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 §§200.439363  and 200.407(fg).  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. Items 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, or is purchased 
pursuant to a competitively procured purchasing agreement, group purchasing 
organization contract, or multi-state purchasing cooperative (including, without 
limitation, NASPO ValuePoint and other similarly organized cooperative purchasing 
programs), provided that the underlying master agreement was itself established 
through a competitive solicitation process consistent with 2 CFR §200.318(e) and 
other applicable State of Florida and federal procurement requirements as amended 
from time to time. 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) in accordance with the established policies and procedures provided by 
Manatee County as may be amended from time to time.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.  

 
f.  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 
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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.  

 
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.  

 
b.  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 MPO’s property 
obtained through the expenditure of MPO grant funds.  

 
b.  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 
MPO’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 may 
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 
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shall at all times make purchases with the authorization of the MPO Governing Board 
(noted in the UPWP) or Executive Director as appropriate.  

c.  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.  

 
b.  Types of Documents  

 
(1)  Fiscal.  

a. 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. The MPO 
Executive Director or designee shall be authorized to approve all 
forms and fiscal documents related to the administrationve of these 
grants.  

b. The MPO also receives local contribution funds from Manatee 
County and Sarasota County. The MPO Executive Director or 
designee shall be authorized to approve all forms and fiscal 
documents related to the administration of these funds. 

a.  
 

(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  

 
(a) 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 

Formatted

Formatted: Indent: Left:  0", First line:  0"



 

3.1-7 

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 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 MPO’s Continuity of Operations Plan (COOP).  
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Artificial Intelligence (AI) Policy 

NUMBER: 5.3  

APPROVED:  September 28, 2026 

REVIEW BY: One (1) year from date of adoption 

1. References

Public Records, FS Chapter 119 

2.  Purpose and Scope

a. The MPO is committed to using technological innovation to promote effective and efficient
governance, recognizing that Artificial Intelligence (“AI”) has the potential to enhance service delivery,
improve efficiencies, and foster innovative ideas in support of the MPO’s transportation planning
mission. The use and assistance of AI tools must be executed in an ethical and responsible manner
to prevent potential harm or adverse impacts to the MPO, its employees, and members of the public.

b. This policy establishes general guidelines governing the responsible use of AI and encompasses all
types of AI systems, including generative AI chatbots, software, or services that include AI systems or
services purchased or otherwise acquired by the MPO. This policy applies to all MPO employees,
Vendors, and, to the extent using MPO systems or acting on MPO business, to MPO Governing Board
members and committee members.

c. It is the responsibility of all employees to enforce this policy. Employees shall report any known
violations of this policy to their Manager or the MPO Executive Director.

3.  Definitions of Key Terms

The following terms as used in this policy shall have the meaning provided below unless the context of
usage affirmatively indicates to the contrary: 

a. Agentic AI. Goal-driven AI systems authorized to act autonomously on behalf of the MPO within
defined guardrails.

b. Artificial Intelligence or AI. Technology performing tasks that typically require human intelligence.

c. Confidential Information/Sensitive Data. Customer personal data, criminal justice information (CJI),
employee records, financial data, intellectual property, personally identifiable information (PII),
personal health information (PHI), trade secrets, strategic plans, or any other information exempt or
confidential under Florida’s public records laws.

d. Deepfake. A form of AI that manipulates data to create convincing hoax images, videos, and sounds,
creating people and events that did not actually happen.

e. Generative Artificial Intelligence. Technology that creates new content, designs, or solutions that did
not exist previously by understanding patterns and learned data.



5.3-2 
 

f. Human Oversight. Review and intervention to ensure accountability, accuracy, and ethical decision-
making, while also detecting and mitigating bias in AI algorithms to ensure fairness and inclusivity in 
generated content. 

 
g. Prompts. A specific set of instructions, questions, or context provided to an AI model to produce a 

response or output. 
 

h. Public Record. All documents, papers, letters, maps, books, tapes, photographs, films, sound 
recordings, data processing software, or other material, regardless of physical form, characteristics, 
or means of transmission, made or received pursuant to law or ordinance or in connection with the 
transaction of official MPO business. 

 
i. Text-based AI System. A computer-based system that operates with varying levels of autonomy to 

infer from text-based inputs (prompts) and produce coherent, contextually relevant text, simulating 
conversations, answering questions, generating content, and performing other language-based 
tasks. 

 
j. Traditional AI. A model that focuses on pattern recognition and predetermined responses based on 

specific programming. 
 
k. Vendors. Any contractor, consultant, or other third party that provides goods, services, or professional 

assistance to the MPO.  
 
4.  Policy Guidelines 
 

a. Use and deployment of any AI tool shall be approved in writing by the MPO Executive Director or 
designee prior to use. Such approval shall disclose the name of the AI tool requested and the general 
intended purpose and use of the tool. 

 
b. Only the MPO Executive Director or designee may authorize the download or installation of AI 

technology onto MPO-owned computers or other electronic equipment. 
 

c. Employees shall use their MPO email address to create an account with any AI program used for any 
action specifically related to their job function or MPO business. This requirement supports the 
retention of public records and reduces the risk of disclosing employee personal data in response to 
a public records request. Employees shall refrain from using personal email accounts when using AI 
for matters related to the MPO. 

 
d. AI conversations, prompts, and other data inputted into or generated by an AI tool in connection with 

MPO business may constitute a Public Record subject to Chapter 119, Florida Statutes. Each 
Employee and Vendor is individually responsible, as custodian of record, for retaining and preserving 
such records and is prohibited from deleting any such data, including prompts or chat history related 
to MPO business. Upon request, such records shall be provided to the Agency Clerk consistent with 
Section 5.2 of these Policies. 

 
e. Employees and Vendors are individually responsible for the accuracy, quality, and appropriateness 

of content prepared with the assistance of an AI tool. An employee who uses an AI tool to draft, revise, 
summarize, analyze, generate, or otherwise materially assist in preparing written material must 
independently review sources, verify factual statements, and ensure the final work reflects the 
employee's own analysis, judgment, and conclusions. 

 



5.3-3 
 

f. Disclosure of Substantial AI Use. Employees and Vendors shall disclose when AI has been used in a 
manner that substantially affects the analysis, conclusions, or content of a work product prepared 
for or on behalf of the MPO. Such disclosure shall identify the AI tool used and describe, in general 
terms, the nature and extent of the AI's contribution to the work product. 

 
g. Employees and Vendors are prohibited from entering any Confidential Information/Sensitive Data, or 

other information exempt from disclosure under Florida’s public records laws, into any AI tool unless 
expressly approved for use in a secure environment by the MPO Executive Director or designee. 

 
h. The MPO shall provide employee training addressing the implications and proper use of AI. 

 
i. Managers shall oversee the appropriate use of AI systems by their staff. 

 
5.  Acceptable Uses 
 

a. Enhancing productivity and efficiency in performing job-related tasks, including automating repetitive 
tasks, data parsing, and drafting routine correspondence. 

 
b. Facilitating communication and collaboration among MPO staff, Vendors, and external stakeholders, 

including assisting in responding to frequently asked questions from the public regarding MPO plans, 
programs, and meetings. 

 
c. Assisting with data analysis and decision-making processes, such as analyzing traffic, crash, or transit 

ridership data to identify trends as an additional resource tool for content review included in MPO 
plans and programs. 

 
d. Streamlining and automating routine administrative tasks. 

 
e. Assist and support engagement and outreach. 

 
f. Assist in creating renderings, graphics, or other visual materials for public presentations based on 

user-provided descriptions or lawfully available reference materials that do not infringe any third-
party copyright or other intellectual property rights. 

 
6.  Unacceptable Uses 
 

MPO employees and Vendors are prohibited from using AI tools for: 
 

a. Discrimination. Engaging in activities that discriminate against individuals or groups based on race, 
color, religion, sex, national origin, age, disability, or any other protected class. 

 
b. Harassment. Creating, distributing, or promoting offensive, harassing, or threatening content or 

communications. 
 

c. Misrepresentation. Impersonating others or misrepresenting one’s affiliation with the MPO or any 
other organization, including generating deepfakes. 

 
d. Illegal Activities. Engaging in or promoting illegal activities, including fraud, hacking, or copyright 

infringement. 
 

e. Privacy Violations. Accessing, disclosing, or using personal or sensitive information without proper 
authorization. 
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f. Interference with MPO Operations. Using AI in a manner that disrupts, impairs, or interferes with MPO 

services or infrastructure. 
 
7.  Enforcement 
 

a. The MPO reserves the right to monitor the use of AI tools to ensure compliance with this policy. 
Violations of this policy shall be treated as employee misconduct and are subject to disciplinary action 
in accordance with Section 2.17, Discipline and Discharge. Violations of this policy by a Vendor shall 
be addressed pursuant to the terms of the applicable contract or agreement, which may include 
termination of the contract, in addition to any other remedy available at law. Sanctions for non-
compliance may include, but are not limited to, one or more of the following, based on the severity of 
the violation: 

 
(1) Temporary or permanent revocation of access to specific or all computing and networking 

resources and facilities. 
 

(2) Disciplinary action up to and including termination, in accordance with the MPO’s personnel 
policies. 

 
(3) Legal action according to applicable laws and/or contractual agreements. 

 


