
  Board Meeting 
Friday, February 21, 2020 – 10:00 am 

Pinellas Suncoast Transit Authority (PSTA) 
3201 Scherer Drive 

St. Petersburg, FL 33716 
NOTICE OF PUBLIC MEETING 

AGENDA 

1. CALL TO ORDER

2. PLEDGE OF ALLEGIENCE AND ROLL CALL

3. PUBLIC COMMENT

Persons wishing to address the Board are requested to complete a “Comment Card” and will be
limited to three (3) minutes. Please see staff prior to the meeting. This public comment period
will be extended for up to 30 minutes.

4. CONSENT AGENDA ITEM

A. January 17, 2020 Board Meeting Minutes  (Jim Holton) 

5. INFORMATION ITEMS

6. DISCUSSION AND/OR ACTION ITEMS

A. POLICY COMMITTEE REPORT – RICH MCCLAIN

1. Employee Policy Manual (David Green) 

B. FINANCE COMMITTEE REPORT – JANET LONG

1. January Financials (Melonie Williams) 

2. PSTA Bus on Shoulder Demonstration Project (Brian Pessaro) 

3. Master Agreement with the University of South Florida        (Brian Pessaro) 

4. PTASP (Public Transportation Agency Safety Plan)        (Brian Pessaro) 

5. Commuter Vanpool Services Contract Amendment (Cyndi Raskin) 

C. LEGISLATIVE SUBCOMMITTEE REPORT – CLIFF MANUEL

D. CITIZENS ADVISORY COMMITTEE REPORT – BILL JOHNSON

E. TRANSIT MANAGEMENT COMMITTEE REPORT – NO MEETING

7. CHAIRMAN’S REPORT

8. EXECUTIVE DIRECTOR’S REPORT

9. PRESENTATIONS

A. M-CORES (Walter Breuggeman, FDOT and Bill Jones, M-CORES) 

(Brian Pessaro) B. Innovative Transit Technology Study Update

C. Smart Infrastructure and the Future of Mobility (Rahul Gupta, Deloitte) 



10. OLD & NEW BUSINESS

11. FUTURE MEETING SUBJECTS

A. Intermodal Centers

B. Cable Propelled Transit

C. St. Pete to Westshore-TPA Express Bus Service

D. Flamingo Regional Farecard

12. BREAK (15 minutes)

13. REGIONAL TRANSPORTATION SUMMIT STEERING COMMITTEE OVERVIEW

14. ADJOURNMENT

Tampa Bay Area Regional Transit Authority meetings are open to the public. If a decision made at a meeting is 
appealable, any person who decides to appeal will need a record of the proceedings and may need to ensure a 
verbatim record of the proceedings is made, including testimony and evidence upon which the appeal is based. 
Pursuant to the provisions of the Americans with Disabilities Act, any person requiring special accommodations 
to participate in a Tampa Bay Area Regional Transit Authority meeting is asked to advise the agency at least 2 
business days before the meeting by calling 1(800) 998-7433. If you are hearing or speech impaired, please 
contact the agency using the Florida Relay Service, 1(800) 955-8771 (TDD) or 1(800) 955-8770 (Voice). 

**Next Board Meeting** 
March 20, 2020 – 10:00 am 

Hillsborough Area Regional Transit (HART) 
1201 7th Avenue East 

Tampa, FL 33605 



 

 

 

BOARD MEETING MINUTES 

January 17, 2020 | Manatee County Administrative Center 1112 Manatee Ave. W. Bradenton, FL 34205 
 
Jim Holton called the meeting to order at 10:04 am. 
 
BOARD MEMBERS PRESENT:  

Jim Holton, Gubernatorial; Commissioner Janet Long, Pinellas Suncoast Transit Authority (PSTA); 
Commissioner Reggie Bellamy, Manatee County; Commissioner Karen Seel, Pinellas County; Commissioner Pat 
Kemp, Hillsborough County; Commissioner Kathryn Starkey, Pasco County; Rich McClain, Gubernatorial; 
Commissioner John Mitten, Hernando County; Secretary David Gwynn, FDOT D7, Secretary L.K. Nandam, FDOT 
D1 

 
BOARD MEMBERS NOT PRESENT:  
Mayor Jane Castor, City of Tampa (via phone); Mayor Rick Kriseman, City of St. Petersburg; Cliff Manuel, Jr., 
Gubernatorial 
 
MEETING ATTENDEES: 
David Green, Executive Director; TBARTA staff members; Isabella Sobel, BMO; Debbie Leous, PSTA; members 
of the public 
 
PUBLIC COMMENT: 
-Bob Henion conveyed about his concern on comments made during both the November and December 
meetings by Commissioners Bellamy and Long regarding Manatee not being included TBARTA initial plans. He 
stated that Manatee has different needs than Hillsborough and Pinellas. 
-Barbara Toepke submitted a comment via the website: Please do NOT vote to endorse MCORES. It is a waste 
of taxpayer dollars and could destroy miles of wetlands and wildlife habitat from Naples up to the Florida-
Georgia line. In 2007 FDOT said NO to the Heartland Parkway because of the length, environmental concerns, 
and lack of toll road receipts to justify government financing. Please vote NO to MCORES. 
 
CONSENT AGENDA ITEM: 
Approval of December 6, 2019 Board meeting minutes. 
➢ Rich McClain motioned to approve; Commissioner Bellamy seconded. Motion passes 9-0. 
Approval of TBARTA/FDOT 2-year lease agreement for $0 at the CentrePointe building. The lease term is June 
1, 2020 through June 30, 2022 and there is no fiscal impact. TBARTA will save $101,795 annually based on our 
current rent. 
➢ Commissioner Long motioned to approve; Commissioner Seel seconded. Motion passes 9-0. 
 
ACTION ITEMS: 
Air Taxi Pilot Program Resolution 2020-02 
The Board recommended approving a motion to adopt a resolution stating that TBARTA would cooperate with 



 

regional stakeholders such as the Hillsborough County Aviation Authority in their efforts to bring air taxis to 
the Tampa Bay region. This came out of the November Board meeting where it was discussed that Tampa 
International Airport could be a test site for air taxis. We are currently conducting a feasibility study of 
hyperloop, aerial gondolas, and air taxis.  
➢ Rich McClain motioned to approve; Commissioner Long seconded. Motion passes 9-0. 
M-CORES Presentation  
The Board discussed some feedback from CAC regarding an M-CORES presentation and requested  
endorsement. This was scheduled to be presented by the Florida Chamber at an upcoming Board meeting. 
After some discussion, the Board recommended that FDOT present this instead of the Florida Chamber in 
February. They requested to hear both the pros and cons. It was also decided that the Board will not take up a 
resolution. 
➢ Commissioner Seel motioned to approve; Rich McClain seconded. Motion passes 9-0. 
 
INFORMATION ITEMS: 
Financial Update                     
The YTD net surplus was $510K. We were under budget on revenues for federal funding due to the use of STP 
and FTA 5307 funds. We were also under budget on state funding due to the timing of the PD&E and technology 
projects. On the expense side we were under budget across the board. Our year ended with a positive cash 
balance of $210k. 
Line of Credit               
TBARTA needs a line of credit to ensure timely payment of expenses while grant invoices are being processed. 
Twice during the last 6 months, we released solicitations for a line of credit and received no responses. 
On November 18, 2019 we received a proposal for a line of credit of $300,000 from Pilot Bank.   
Pilot Bank is a full-service bank in the greater Tampa Bay and Lakeland Florida areas. Chartered by the state of 
Florida in 1987, it has more than $300,000 million in assets and is a Qualified Public Depository (QPD). The fiscal 
impact would be an estimated $2,325 in pre-closing and closing costs and an annual reaffirmation fee of $250.  
Based on a discussion with FDOT, these may be funded from the state operating grant. The recommendation is 
once the loan documentation is received and approved by General Counsel, a recommendation of approval of 
the working line of credit not to exceed $300,000 with Pilot Bank for a term of two years will be made. The 
Finance Committee also recommended adding stipulations based on only using it for budgeted items, and up to 
the positive differential of AR to AP. This will come back to the Board at the February meeting for a vote. 
Legislative Update/Appropriations 
Ron Pierce from RSA updated the Board on the legislative session that started January 14. Feedback has been 
generally positive regarding TBARTA’s annual appropriation request. The House and Senate budgets will be 
announced soon, and he anticipates support of $1.5M in funding for TBARTA operations. At this point it is not 
known if these funds will be recurring, non-recurring or from the trust fund. No decisions have been made for 
any additional technology funds at this time. 
TBARTA Member Bill 
There are concerns from legislation regarding Board members being able to attend meetings and vote 
electronically. The option could possibly be made available for committee meetings only but not for Board 
meetings. There also seems to be support for allowing the mayors to each appoint a designee from city council 
to attend Board meetings in their absence. There was a general consensus that the designee should be 
appointed for at least a 1-year term. There have also been discussions around the issue related to our quorum 
regarding needing seven affirmative votes to move forward with an action. We are hoping to have both bills 
move in week three. A conversation also came up regarding our attendance policy for the Board. We are 
currently missing two gubernatorial appointees, and this is being addressed. 
 
 



 

Envision 2030 Workshop Review                    
Bill Ball from Tindale Oliver gave an update on the findings from the Envision 2030 Board Workshop. The 
draft plan is set to be presented at the March meeting. The goals from the workshop were to review 
TBARTA’s purpose, goals and guiding principles; understand issues that influence how regional transit is 
defined in TBARTA’s service area and provide high-level direction regarding TBARTA’s future roles in 
regional transit planning, funding, operations and branding. The presentation is available here: 
https://bit.ly/2OJf1X7. Highlights included:  

• Focus on commuters and premium transit services and increase coordination with member 
governments. 

• Lead regional transit planning for the five-county area and expand planning responsibilities as TBARTA’s 
role in operations expands. 

• Contract regional transit operations to public or private providers, provide regional TD services if 
needed, and establish standards for regional service. 

• Identify dedicated and sustainable funding sources, become a designated recipient for federal funding 
(in process), and better define value provided to each member county. 

• Pursue seamless regional travel with a unified regional transit brand, utilizing co-branding in the near-
term and establishing interlocal agreements. 

State Transit Funding Q&A                   
Questions have arisen on how TBARTA will fund the RRT. We have applied to receive FTA funds but will 
need a match. Ming Gao from FDOT District 7 came to in to discuss the State’s role in funding. There are 
various types of funding, formula and discretionary grants. Under the FDOT New Starts Transit program, 
FDOT would fund up to 50% of the non-federal share. A question was asked regarding local match and if 
there are any ways to be proactive to get this funding in place ahead of time? Ming stated that information 
would have to come from the Legislature.  
 
CHAIRMAN’S REPORT:       
After some discussion during the Committee meetings, it was decided that we are interested in holding a 
regional transit summit. Commissioner Long and FDOT discussed working together to get this organized. 
 
EXECUTIVE DIRECTOR’S REPORT:       
-Our FTA new grantee packet was submitted on December 20th. I could take up to six months for them to 
review. With this underway, we have moved forward in recruiting for the Procurement and Grants Manager 
position. 
-Some issue have come up with Granicus, our new agenda management system. It was determined that the 
platform has some bugs in the latest version. We are not able to launch until this gets resolved. We are hoping 
that the soft launch can happen in February but will update the Committees/Board once we have more 
information. 
-FDOT has arranged a Skyway bridge tour that will take place Tuesday, Jan 21 from 9:00-11:30am. Please RSVP if 
you are able to attend. 
 
Adjournment 11:16 am 

https://bit.ly/2OJf1X7


 

ACTION ITEM:  EMPLOYEE MANUAL 

 

 

Action:  RECOMMEND APPROVAL OF THE UPDATED EMPLOYEE MANUAL 

 

Staff Resource: David Green, Executive Director 

 

 

Background: 

• TBARTA’s Employee Policy Manual was approved in March 2009. 

• Some new policies were approved during 2019 but the Policy Committee requested all 
policies be reviewed and updated at the same time instead of individually.   

• The overall approach to updating the manual was to provide more comprehensive guidance 
to employees while continuing to position TBARTA as an employer of choice.  Content is 
weighted more heavily toward policy and less on procedures. 

 

Details: 

• The current manual consists of 3 primary sections and is fairly limited in scope.  The new 
manual retains topics from the current manual but was reorganized into 6 sections covering 
a broader scope of content. 

• New headings are used to emphasize and expand upon key elements not highlighted in the 
current manual. 

• Additions to the manual are policies used by other transit agencies and include policies 
required by FTA.  Most additions are in Section 2 and emphasize the expectations TBARTA 
has of its employees. 

• Human Resource duties are performed by the Executive Office due to the lack of HR staff. 

• The updated manual was reviewed by general counsel and conforms to current state and 
federal law. 

• A summary of notable items follows: 

o The EEO and Harassment policies were separated and include language suggested by FTA. 

o Workplace Violence was moved to immediately follow Harassment. 

o Disability Accommodation was also moved to Section 1 and covers ADA requirements. 

o Section 2.5 is new and illustrates how employees should conduct themselves. This is 
intended to be different than the examples of misconduct covered in Section 6.1. 

o Section 2.6 expands upon the current Non-Fraternization policy and also addresses 
employment of relatives. 



 

 

o Section 2.7 is new and affirms TBARTA’s commitment to complying with federal 
immigration law. 

o Section 2.8 is new and sets expectations for how employees should look and dress for 
work. 

o Section 2.9 retains federally required policies on business ethics and conflicts of interest. 

o Section 2.10 is new and addresses the federally required policy on gifts and gratuities. 

o TBARTA retains its Drug-Free Workplace policy that includes reasonable suspicion testing.  
Pre-employment testing is now allowable for safety sensitive positions only. 

o The Smoking policy was expanded to include electronic smoking devices. 

o Section 2.16 is new and informs employees of the need to comply with Florida’s public 
record laws while also protecting confidential information exempt from disclosure. 

o Section 2.19 is new and covers use of TBARTA’s communications systems and equipment. 

o Section 2.20 expands TBARTA’s Email policy to include access and use of the Internet, 
which allows for limited personal use. 

o Section 2.21 is new and prohibits use of social media for personal interests during working 
hours or on TBARTA equipment. 

o The Travel Reimbursement policy previously approved on May 17, 2019 was updated to 
require the use of state per diem rates for meals. 

o Section 2.27 is new and allows for limited use of personal mobile devices during working 
hours. 

o The Telework policy was previously approved on January 25, 2019. 

o Section 2.29 is new and provides employees flexibility to adjust their work schedule for 
work/life balance purposes. 

o The Whistleblower policy is new and grants protection to employees reporting fraud or 
other violations, concerns or complaints. 

o Section 4.1 changes the timing of performance reviews to an employee’s anniversary date 
instead of September 30. 

o Section 4.4 outlines a new program that reimburses employees wishing to continue their 
education up to $5250 per calendar year for eligible expenses. 

o Section 5.1 changes the timing of annual leave transfers to an employee’s anniversary 
date instead of December 31. 

o Section 5.7 outlines a new program that allows employees to volunteer up to 4 hours per 
quarter with non-profit organizations. 

• A separate Employee Benefit guide was also developed to provide information on the 
benefits package available at TBARTA. 



 

Fiscal Impact: 

None 
 
Recommendation: 

Recommend approval of the updated Employee Manual 

 

Attachments:  

Employee Manual – January 2020 
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Welcome to TBARTA!  We are pleased to have you as a member of our team and hope 

you will take great pride in joining our dedicated and professional staff. TBARTA is committed 
to being a regional employer of choice. We want your association with us to be a mutually 
beneficial and pleasant experience.  
 
By being selected to work with TBARTA, you are considered to have the professional 
background desired to serve our business objectives. It is our goal to attract, retain and develop 
employees most capable of meeting our organizational needs, and we support you 
appropriately in your efforts to fulfill these objectives. By the same token, your employment at 
TBARTA is “at-will” which will be explained later in this manual. 
 
The materials in this manual are intended for your general information. It has been designed as 
a reference for many of our policies and benefit programs. This manual is not a contract of 
employment. This manual is a guide only and in no way alters the “at will” nature of your 
employment with TBARTA. 
 
Again, we are glad you have decided to join our team.   
 
 
 

Vision 
TBARTA seeks to become a world class transit system that connects and moves the Tampa Bay 

region. 
 
 

Mission Statement 
TBARTA's mission is to plan, develop, fund, implement, and operate a regional transit system in 

the Tampa Bay region. 
 
 

Goals 
• Develop and maintain a regional transit development plan 

• Develop, implement, and operate a sustainable and efficient regional transit system 

• Identify and secure sustainable funding sources to support a regional transit system 
 
 
 
 

EMPLOYEE MANUAL 
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As an employer of choice, TBARTA is committed to excellence in service to our customers 

and our employees.   
 
This Employee Manual has been designed to articulate and introduce you to policies, programs, 
procedures and benefits available to you at TBARTA.  Unless otherwise designated, these 
policies are intended for all administrative employees including full-time, part-time, salaried, 
hourly, exempt and non-exempt.  We believe these policies, programs, procedures and benefits 
contribute to effective relationships among our employees, which will result in positive 
relationships with our stakeholders, partners and customers. 
 
This manual provides answers to most questions regarding your employment, benefits, policies, 
programs and procedures that we follow, our responsibility to you, and your responsibility to 
TBARTA.  You are responsible for reading and understanding this Employee Manual.  If anything 
is unclear, please discuss the issue with your supervisor or Executive Director.  
 

This Employee Manual is provided for information only and describes TBARTA's general 
guidelines and a statement of our present policies and procedures.  However, some situations 
may require special treatment. TBARTA may deviate from the policies contained in this package 
when management determines it to be appropriate, and further reserves the right to modify or 
change its contents at any time. Such changes may be limited to specific situations and may 
occur without notice. 

Employees acknowledge that they are employed at the will of TBARTA.  No relationship inconsistent 
with at-will employment is created by the policies or practices described generally in this manual. 
Nothing in this package is intended to create an employment or other contract of any kind between 
TBARTA and the Employee. Employment may be modified or terminated for any reason at any time. 

All requirements, rules, policies and procedures are subject to change by TBARTA.  Employees 
may submit suggestions, in writing, to the Executive Director for possible revision of these 
personnel policies and procedures. 

We know TBARTA can only be as good as the people who work with us.  This is why we strive to 
employ the best qualified people and take every opportunity to encourage them to reach their 
highest potential and goals.  Our primary objective is to treat all employees fairly, with respect and 
dignity.  It is TBARTA's policy to provide equal employment opportunity for all applicants and 
employees.  TBARTA does not discriminate on the basis of race, color, creed, pregnancy, religion, sex, 
national origin, age, disability, veteran status, marital status or any other protected characteristic.  
TBARTA also makes reasonable accommodations for qualified employees with disabilities or on 
the basis of religious beliefs, absent undue hardship.  Finally, TBARTA prohibits the harassment 
of any individual on any basis listed above.  This policy applies to all areas of employment 
including, but not limited to, recruitment, hiring, training, promotion, compensation, benefits, 
transfer, and social and recreational programs. 

Should you have any questions or require additional information, please contact the Executive 
Director. 
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1.    EMPLOYMENT 
 

1.1.    EQUAL EMPLOYMENT OPPORTUNITY 
TBARTA is an equal opportunity employer.  As such, we strive to have a workforce that reflects 
the community we serve. Equal employment opportunity (EEO) is provided to both employees 
and applicants for employment in accordance with federal, state and local laws without regard 
to race, color, religion/creed, national origin, sex (including gender identity, sexual orientation, 
and pregnancy), age, genetic information, disability, citizenship, marital status or any other 
protected class.  The agency also does not discriminate against any employee or applicant for 
employment based on military or veteran status or affiliation.  It is also the policy of TBARTA to 
take affirmative action to ensure opportunity to historically underutilized populations, and to 
base all employment decisions only on valid job requirements. This policy shall apply to all 
employment actions including, but not limited to, recruitment, hiring, selection for training, 
promotion, transfer, demotion, layoff, recall, termination, and rates of pay or other forms of 
compensation at all levels of employment. 
 
TBARTA is committed to providing reasonable accommodations to applicants and employees 
who need them because of a disability or to practice or observe their religion, absent undue 
hardship. 
 
TBARTA requires that all executives, management and supervisory personnel clearly 
understand and follow EEO requirements.  Acts of illegal discrimination will not be tolerated 
and will result in disciplinary action up to and including discharge.  
 
Management is primarily responsible for implementing TBARTA’s EEO policy and program, but 
all members of the staff share in the responsibility and for monitoring and assuring their 
personal actions adhere to these policies. 
 
We ask that all employees add their support to the spirit of equal opportunity at TBARTA. 
 
If an employee believes that he/she has been treated in any way that is inconsistent with this 
policy, he/she should inform the Executive Director or their Department Director so that 
appropriate action may be taken.  Employees may raise concerns and bring forth complaints 
without fear of retaliation or disciplinary action. 
 

1.2.    HARASSMENT 
Harassment of applicants and employees on the basis of sex (including gender identity, sexual 
orientation, and pregnancy), race, color, religion/creed, national origin, age, genetic 
information, disability, citizenship, marital status, military or veteran status, or any other basis 
prohibited by law is unacceptable and will not be tolerated.  TBARTA is committed to ensuring 
that all employees feel safe in the workplace and will take reasonable steps to prevent 
employees from being harassed by anyone, including any manager, supervisor, co-worker, 
vendor, or client of TBARTA.  Additionally, it is prohibited for any TBARTA employee to retaliate, 
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intimidate, threaten, or coerce an employee or applicant who has objected to discrimination, 
engaged or may engage in filing a complaint, assisted in a review, investigation or hearing, or 
has otherwise sought to obtain their legal rights under any federal, state or local EEO law. 
Employees are reminded that this policy is to be read along with the requirement that all 
employees comply with an appropriate standard of respect and professionalism as described 
throughout this manual. 
 
Sexual Harassment: Federal guidelines define sexual harassment as unwelcome sexual 
advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature 
when: 
 

1. Submission to the conduct is made either explicitly or implicitly as a term or 
condition of an individual’s employment; 

 
2. Submission to or rejection of the conduct by an individual is a basis for 

employment decisions affecting such individual; or 
 

3. The conduct has the purpose or effect of unreasonably interfering with an 
individual’s work performance or creating an intimidating, hostile or offensive 
working environment. 

 

Conduct of a sexual nature may include, but is not limited to, unwelcome verbal comments, 
jokes, suggestions, or derogatory remarks based on sex; unwelcome physical touching, pats, 
squeezes, repeated brushing against, or the impeding or blocking of one’s movement; 
unwelcome visual harassment, sexually suggestive or derogatory pictures, drawings, or 
cartoons; and unwelcome communications, notes, phone calls, and e-mail. 
 
Other Unlawful Harassment: Harassment on other grounds including race, color, 
religion/creed, national origin, age, genetic information, disability, military or veteran status, 
citizenship, marital status or any other basis prohibited by law is also prohibited.  Harassment 
may include words, jokes, verbal abuse and epithets, degrading comments, the display of 
offensive objects and pictures, and other conduct that an individual might reasonably find to be 
offensive. 
 
Complaint Procedure:  Employees who feel they have experienced or witnessed an incident of 
sexual or other unlawful harassment must immediately report all incidents to any supervisor, 
Department Director, or the Executive Director.  Likewise, any person who becomes aware of 
possible sexual or other unlawful harassment must immediately notify a supervisor, 
Department Director, or the Executive Director.  All supervisors must immediately report such 
information to their Department Director (unless the Department Director is implicated by the 
allegation, in which case the supervisor should report promptly and directly to the Executive 
Director).  The Department Director is responsible for advising the Executive Director of the 
situation within 24 hours of receiving notification of the complaint.  Reports of harassment by 
the Executive Director should be made to TBARTA’s Board Chair.   
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All concerns and complaints will be investigated promptly and thoroughly, and will be kept as 
confidential, as is appropriate.  Anyone who conceals information or knowingly provides false 
or misleading information will be subject to discipline up to and including discharge.  Any 
person utilizing this complaint resolution procedure will be treated courteously and 
respectfully.  The registering of a good faith complaint will in no way be used against that 
individual, nor will it have an adverse impact on their employment status.  A record of the 
complaint and findings will become a part of the complaint investigation record and that file 
will be maintained separately from the personnel files. 
 
All documents created as a result of a complaint under this policy are exempt from public 
records disclosure, as provided for in Section 119.071(2)(g), Florida Statutes, until a finding is 
made relating to probable cause, the investigation of the compliant becomes inactive, or the 
complaint or other record is made part of the official record of any hearing or court proceeding.  
Florida’s public records laws will at all times govern decisions on whether public records are 
disclosed or not to be disclosed. 
 
All employees are required to follow and cooperate with this procedure.  Employees may raise 
concerns and bring forth complaints without fear of retaliation or disciplinary action.    
 
Anyone engaging in sexual or other forms of unlawful harassment will be subject to disciplinary 
action up to and including termination.  Managers or supervisors who allow sexual harassment 
to continue or fail to take prompt and appropriate corrective action upon becoming aware are 
also subject to discipline even though they may not have engaged in such behavior.   
 
Any questions pertaining to this policy should be addressed to the Executive Director.  If an 
employee’s concerns are not resolved to the employee’s satisfaction, the employee should 
report his/her concern to the next level of management above the individual to whom they 
have reported the incident. 
 

1.3.    WORKPLACE VIOLENCE 
TBARTA is very concerned with the safety and well-being of its employees and the public.  
Violence or conduct that creates the threat of violence to TBARTA employees or the public will 
not be tolerated.  TBARTA will work swiftly and closely with law enforcement as necessary in 
response to any threat of violence. 
 
Examples of violent behavior include verbal abuse, physical assault, stalking, verbal threats, 
destruction of property, and the carrying and/or use of weapons.  The possession of weapons 
of any kind, whether licensed or otherwise, is strictly prohibited on TBARTA property or while 
conducting business on behalf of TBARTA except as permitted by law.  Employees who behave 
violently, or who threaten violence, may be subject to disciplinary action up to and including 
termination. 
 
Employees who want to report their concerns about actual or potential workplace violence 
should contact their supervisor, Department Director, or the Executive Director. Employees 
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may raise concerns and complaints without fear of retaliation or harassment. However, 
providing false or misleading information in bad faith may subject an employee to discipline up 
to and including termination. All information will remain confidential to the fullest extent 
possible.   
 
Managers and supervisors are responsible for working to maintain a workplace free from harm 
and violence.  TBARTA reserves the right to take whatever action it deems necessary and in the 
best interest of TBARTA, its employees, or the public when dealing with and/or confronting 
issues of violence.  
 

1.4.    DISABILITY ACCOMMODATION 
It is the policy of TBARTA to comply with the Americans with Disabilities Act (ADA) and all other 
federal, state, and local laws regarding the employment of persons with disabilities.  The ADA 
(Title 42, U.S. Code, Section 12101, et seq.) prohibits discrimination against qualified individuals 
with disabilities in employment, public services, public accommodations, and 
telecommunications.   
 
It is TBARTA’s policy not to discriminate against qualified individuals with disabilities regarding 
application procedures, hiring, advancement, discharge, compensation, training, or other 
terms, conditions, and privileges of employment. The law requires employers to provide 
reasonable accommodations for persons with disabilities who are otherwise qualified for the 
job, unless making the accommodation poses an “undue hardship” for the employer or the 
individual poses a direct threat to the health or safety of him- or herself or others in the 
workplace. 
 
TBARTA will reasonably accommodate qualified individuals with a disability so they can perform 
the essential functions of a job.  An individual who can be reasonably accommodated for a job 
without undue hardship will be given the same consideration for that position as any other 
applicant.  
 
The Executive Director is responsible for implementing this policy including resolution of 
reasonable accommodation, safety, and undue hardship issues.  This policy will be administered 
in compliance with applicable law. 
 

1.5.    CONTRACT DISCLAIMER 
This Employee Manual is not a contract of employment and does not confer contractual rights, 
either expressed or implied, upon any employee, nor does it guarantee employment for any 
period of time.  All employees are employed at-will, which means that either the employee or 
TBARTA may terminate the employment relationship at any time, with or without cause, and 
with or without notice.  Your employment will remain at-will unless it is specifically modified by 
a written employment agreement that is signed by you and the Executive Director.  No one has 
the authority to alter the at-will nature of your employment by oral promises or 
representations. 
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1.6.    POLICY ADHERENCE 
This manual supersedes all prior policies or procedures as to subjects addressed in the manual 
and all prior representations oral or written, except those in writing and signed by the Executive 
Director.   
 

1.7.    RESERVATION OF RIGHTS CLAUSE 
The policies and procedures contained in this manual may be modified, amended, or canceled 
by TBARTA at any time, and with or without notice. 
  

1.8.    EMPLOYEE CLASSIFICATIONS AND PAY PLAN 
TBARTA’s Bylaws prescribe the authority for a staff of paid employees to carry out the goals of 
the organization. The TBARTA Board employs and sets the compensation of the Executive 
Director. The Executive Director is authorized to employ and determine the terms and 
conditions of employment of professional, technical and clerical staff as may be necessary to 
carry out TBARTA objectives. 
 
A pay and classification plan has been implemented to further the Executive Director’s mission 
to employ personnel to fulfill TBARTA’s goals.  The pay and classification plan constitutes a 
framework by which the Executive Director may efficiently determine what positions are 
needed to perform the mission and work of TBARTA, to provide a framework for staff planning, 
to set minimum and maximum pay rates and pay ranges for various jobs, to help keep TBARTA 
competitive in today’s job market, and to provide a means for maintaining equity in work and 
pay relationships. 
 
While the plan is a functional tool for staffing requirements, it has three major purposes: 
 

1. To strive for internal equity among the various positions within TBARTA by 
compensation of duties and responsibilities. 

 
2. To strive for external equity between the positions within TBARTA and similar 

positions in the workforce enabling TBARTA to attract and retain qualified 
employees in a competitive labor market. 

 
3. To establish a basis for recognizing and rewarding each individual employee’s 

contribution through their own individual effort. 
 
The Executive Director has complete discretion to add, modify, or eliminate classifications and 
to set, increase, or decrease pay for any employee or classification. 
 
The following classifications are recognized by TBARTA: 
 
Initial Period:  Upon employment, full-time and part-time employees work under the terms of a 
90-day initial period.  
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Full-Time Employee:  A full-time employee is regularly scheduled to work at least 40 hours per 
week. Full-time employees are entitled to receive all benefits offered staff members by TBARTA 
providing they meet eligibility requirements for each benefit. 
 

Part-Time Employee:  A part-time employee works less than a regular, year-round 40-hour 
work week – typically less than 30 hours per week. As a part-time employee, you are only 
eligible for benefits to the extent required by provision of state and federal laws.  Part-time 
employees are not eligible for any other benefits provided by the agency. 
   
Temporary Employee:  A temporary employee is hired to work in a position for a fixed period 
of time.  A temporary employee is not entitled to benefits offered to full-time employees but 
may work any number of hours as scheduled.  
 

Exempt Employee:  Employees who are excluded from overtime pay requirements and whose 
positions meet specific tests established under the Fair Labor Standards Act (“FLSA”).  Exempt 
positions include executive, professional, administrative, outside sales, and certain computer-
related professions. 
 

Non-Exempt Employee: Employees whose positions do not meet FLSA exemption tests and 
who are paid overtime for hours worked in excess of 40 hours per work week. 
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2.    EMPLOYEE RIGHTS AND RESPONSIBILITIES 
 

2.1.    ATTENDANCE 
Each employee is expected to be at his/her workstation, ready to work, at the beginning of 
his/her workday and following lunch breaks. Otherwise, the employee may be considered 
absent or tardy unless the employee is on approved leave.  If the employee is non-exempt, the 
supervisor may charge the time absent to annual leave or to leave-without-pay if the employee 
has an insufficient leave balance to cover the absence.  If the employee is exempt, unexcused 
absences will be accounted for consistent with the Fair Labor Standards Act (“FLSA”) 
requirements as set forth in Section 3.2. 
 
In the event of an unscheduled or unexpected absence, an employee must notify his/her 
supervisor prior to their regular reporting time or as soon as practical thereafter, to advise if 
he/she will arrive late or be absent for the day.  
 
Administrative, hourly employees who are late to work may make up work time in lieu of lunch 
time, as long as the time late is no longer than an hour.  Other options for tardiness may include 
using vacation time or taking the non-work time as unpaid.  
 
Tardiness, absenteeism and failure to provide the necessary notification may result in 
disciplinary action up to and including termination.  Should an employee miss work on two   
consecutive days without notifying his/her supervisor or the next level of management the 
second day absent may be considered a voluntary resignation by the employee. 
 
If absence or tardiness is a result of a medical condition, TBARTA reserves the right to require a 
written physician’s statement explaining the absence or tardiness. 
 

2.2.    APPLICATION OF TIME 
Employees are expected to apply themselves to their assigned duties during the full work 
schedule for which they are compensated.   
 

2.3.    WORK PERFORMANCE 
Unclear instructions or procedures should be brought to the attention of the supervisor for 
clarification. Conditions, circumstances or conflicting deadlines, as they become known, that 
will prevent an employee from performing effectively or from completing assigned tasks should 
also be reported to the supervisor. 
 

2.4.    ASSIGNMENT OF DUTIES  
TBARTA may make long or short-term changes to employees’ assigned duties as needs arise.   
 

2.5.    PERSONAL CONDUCT 
TBARTA is committed to maintaining the highest standards of professionalism and respect for 
individuals. Employees are expected to conduct business in accordance with the letter, spirit 
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and intent of all laws and to refrain from any illegal, dishonest or unethical conduct.  With this 
commitment in mind each employee has the following duties of responsibility, honesty, and 
loyalty to TBARTA during the employee’s employment with TBARTA.  These duties are not all-
inclusive and are in addition to all other responsibilities set forth in this manual, as well as all 
other appropriate business conduct not enumerated within this manual. 
 

1. The employee shall represent TBARTA by presenting himself/herself in a positive, 
professional, ethical, and appropriate manner at all times. 

 
2. The employee is expected to demonstrate respect, fairness, honesty, and 

courtesy to all members of TBARTA, its partners, visitors, and other individuals 
with whom he/she interacts during the course of conducting business for 
TBARTA. 

 
3. The employee must treat all TBARTA employees, partners, customers, visitors, 

and the public with respectful communication and actions. Use of profanity or 
offensive language is prohibited. 

 
4. The employee must devote substantially his/her full time and attention to the 

business of TBARTA and shall faithfully perform the employee’s job duties to the 
very best of his/her ability. 

 
5. The employee must disclose all material facts and information to TBARTA 

management that may impact TBARTA’s business except information protected 
by law from such disclosure. 

 
6. The employee must take all reasonable efforts to protect and safeguard TBARTA 

property (including Employee Transportation Passes) from harm, damage, or 
misuse. 

 
7. The employee must follow his/her supervisor’s instructions, must cooperate, and 

must not engage in insubordination. 
 
8. The employee must comply with all TBARTA policies and procedures, unless 

management has expressly approved an exception. 
 
9. The employee must fully cooperate with all of TBARTA’s internal investigations, 

subject to applicable law. 
 
10. The employee must not remove any of TBARTA’s documents (paper or 

electronic) or property from TBARTA facilities, unless the employee has express 
authorization from management. Confidential or proprietary documents or 
materials (paper or electronic) may not be removed without express written 
authorization from management. 
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11. The employee must not use TBARTA property, services, or documents for 
personal use or personal financial gain.  The employee must not contact or 
approach TBARTA customers for the employee’s personal financial gain. 

 
12. The employee must conduct business within TBARTA guidelines that prohibit 

actual or potential conflicts of interest.    
 
13. Employees having any influence on transactions involving purchases, contracts, 

or leases must disclose to the Executive Director of TBARTA as soon as possible 
the existence of any actual or potential conflict of interest. 

 
14. The employee must not engage in dishonesty in relation to the workplace, or 

falsification of TBARTA documents or records including employment 
applications, personnel records, and time entry. 

 
15. The employee must not make or receive excessive personal telephone calls 

during working hours. 
 
16. The employee must not violate the law on TBARTA premises or while conducting 

TBARTA business. 
 
17. The employee must not violate a safety rule or practice, or create or contribute 

to an unhealthy or unsanitary condition. 
 

 
 
 
 

 
2.6.    PERSONAL RELATIONSHIPS IN THE WORKPLACE 
The employment of relatives or individuals involved in a dating relationship in the same area of 
an organization may cause serious conflicts and problems with favoritism and employee 
morale.  In addition, romantic relationships create the potential for sexual harassment claims 
against TBARTA.  In addition to claims of partiality in treatment at work, personal conflicts from 
outside the work environment can be carried over into day-to-day working relationships. 
 
For purposes of this policy, a relative is any person who is related by blood or marriage, or 
whose relationship with the employee is similar to that of persons who are related by blood or 
marriage.  A dating relationship is defined as a relationship that may be reasonably expected 
possibly to lead to the formation of a consensual “romantic” or sexual relationship. 
 
Relatives of current employees may not occupy a position that will be working directly for or 
supervising their relative.  Individuals involved in a dating relationship with a current employee 
also may not occupy a position that will be working directly for or supervising the employee 

An employee violating any of his/her above responsibilities may be subject to disciplinary 
action up to and including termination. These responsibilities do not constitute a full or 
exclusive list of employee responsibilities, nor do they alter the employee’s at-will status. 
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with whom they are involved in a dating relationship.  Should a dating relationship develop 
between a supervisor and a subordinate, or should a change in family status result in a relative 
supervising another relative, it is the responsibility of both parties to the relationship, either 
separately or together, to bring the fact of the relationship to the attention of the Executive 
Director.   In such cases, TBARTA will determine what arrangements, if any, should be made to 
further the interests of both TBARTA and the employees involved. TBARTA also reserves the 
right to take prompt action if: 1) an actual or potential conflict of interest arises involving 
relatives or individuals in a dating relationship who occupy positions at any level (higher or 
lower) in the same line of authority that may affect the review of employment decisions, or 2) 
at any time the employment of relatives, or of individuals in a dating relationship, starts to 
interfere with the work environment of any employee(s).  Florida law also governs employment 
of relatives.  TBARTA will comply with all applicable law. 
 
TBARTA does not have a policy against dating between co-workers who are on the same peer 
level and/or in different departments.  However, if at any time any dating situation, request for 
dates, or any romantic pursuit between co-workers becomes unwelcome, or starts to interfere 
with the employee’s work environment or that of other employees, TBARTA may intervene to 
stop such conduct, up to and including termination of the employees involved, consistent with 
the sexual harassment policy.  
 

2.7.    IMMIGRATION LAW COMPLIANCE 
TBARTA is committed to employing only persons who may legally work in the United States.  In 
compliance with the Immigration Reform and Control Act of 1986, each new employee, as a 
condition of employment, must complete the Employment Eligibility Verification Form I-9 and 
present documentation establishing identity and employment eligibility. Former employees 
who are rehired must also complete the form if they do not have an I-9 on file with TBARTA, if 
they have not completed an I-9 with TBARTA within the past three (3) years, or if their previous 
I-9 is no longer retained or valid. 
 
Employees with questions or seeking more information are encouraged to contact the 
Executive Director. 
 

2.8.    PROFESSIONAL DRESS 
TBARTA has adopted a “business casual” dress policy so our employees are comfortable in the 
workplace while also projecting a professional image.  Employees are expected to maintain a 
good personal appearance and to give attention to neatness and cleanliness.  Not all casual 
clothing is suitable for the office.  The guidelines below will help determine what is appropriate 
to wear to work. 
 
General:  No dress code can cover all circumstances and articles of clothing, so employees must 
use good judgment in their choice of clothing.  If you are uncertain or have questions, please 
ask your supervisor or the Executive Office. 
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Employees’ dress, jewelry and hairstyles should always be neat in appearance and compatible 
with a professional workplace. All employees are expected to contribute positively to the 
impression made on clients, partners, visitors, and other employees.  Clients, especially, can 
form lasting images of TBARTA through contact with each of us.   
 
All clothing should be in good condition, free of holes or stains.  Undergarments should not be 
visible either because of the cut or the tightness of clothing.  Clothing appropriate for the beach 
should not be worn in the office. 
 
Slacks, Pants, and Suit Pants:  Slacks including khakis, wool pants, dressy capris (below the 
knee), and nice looking dress pants are acceptable. 
 
Inappropriate slacks or pants include jeans (except on Friday), sweatpants, exercise pants, 
shorts, bib overalls, leggings, and any spandex or other form-fitting pants worn for exercise. 
 
Skirts, Dresses, and Skirted Suits:  Casual dresses and skirts, and skirts that are split at or below 
the knee are acceptable.  Dress and skirt length should be not shorter than near the knee.  
Short or tight skirts that are close to mid-thigh or shorter are inappropriate for work.  Mini-
skirts, sun dresses, and beach dresses are inappropriate for the office. 
 
Shirts, Tops, Blouses, and Jackets:  Dress shirts, sweaters, collared “polo” and button-down 
shirts, and turtlenecks are acceptable.  Professional style sleeveless shirts are acceptable, as are 
most suit jackets or sports jackets.  Ties are not required but may be worn, however employees 
are expected to use their best judgment regarding the dress appropriate for meetings and 
commitments during the day. 
 
Inappropriate attire includes tank tops, midriff tops, see-through blouses or shirts, shirts with 
potentially offensive words, terms, logos, pictures, cartoons, or slogans, halter-tops, low-cut 
necklines, and t-shirts. 
 
Shoes and Footwear:  Conservative walking shoes, loafers, clogs, boots, flats, dress heels, and 
leather deck-type shoes are acceptable for work.  Flip-flops made of plastic or rubber (beach 
style), slippers, and extremely high heels (higher than 3”) can cause safety hazards and are not 
appropriate for the workplace. 
 
Headwear:  Head wraps, hats and caps are not permitted in the office, unless for religious 
accommodation.    
 
Perfume and Cologne:  Some employees are allergic or sensitive to the chemicals in toiletries, 
perfumes and cologne, so please refrain from wearing highly scented products, or wear them 
with restraint.  Departments may, as needed, establish “scent-free zones” to which employees 
should respect and adhere. 
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Exceptions:  Generally, TBARTA practices “jeans Friday” when employees may wear nice 
looking jeans that are not excessively tight, providing they have no rips or tears.  If your Friday 
will include meeting with TBARTA board members or outside members of the public, making 
presentations, or other similar activities, jeans may not be appropriate and employees are 
asked to use good judgment in making their clothing decision for the day. 
 
TBARTA reserves the right to request a change in employee dress/appearance if deemed 
inappropriate by TBARTA management. An employee may be asked to leave the workplace only 
to return when corrected.  Continual violation of this policy may result in disciplinary action. 
 
TBARTA makes reasonable accommodations for dress or grooming directly related to an 
employee’s religion, ethnicity or disability. Employees should discuss any accommodation 
needs with the Executive Director. 
 

2.9.    BUSINESS ETHICS & CONFLICT OF INTEREST POLICY 
We expect TBARTA employees to be ethical in their conduct.  This affects our reputation and 
success.  TBARTA requires employees to carefully follow all laws and regulations and have the 
highest standards of conduct and personal integrity. 
 
Our continued success depends on the trust of our Board Members and our various 
stakeholders.  Employees owe a duty to TBARTA, our Board Members and stakeholders to act in 
ways that will earn the continued trust and confidence of the public. 
 
As an organization TBARTA will comply with all applicable laws and regulations.  We expect all 
directors, managers, and employees to conduct business in accordance with the letter, spirit, 
and intent of all relevant laws and to not do anything that is illegal, dishonest, or unethical. 
 
If you use good judgment and follow high ethical principles, you will most often make the right 
decisions. However, if you are not sure an action is ethical or proper, you should discuss the 
matter openly with your supervisor.  If necessary, you may also contact the Executive Director 
for advice and consultation. 
 
It is the responsibility of every TBARTA employee to comply with our policy of business ethics 
and conduct.  Employees who ignore or do not comply with this standard of business ethics and 
conduct may be subject to disciplinary action up to and including termination of employment. 
 
The agency recognizes and respects the individual employee’s right to engage in activities 
outside of his or her employment that are private in nature and do not in any way conflict with 
or reflect poorly on the agency.  Management reserves the right, however, to determine when 
an employee’s activity represents a conflict with the agency’s interests and to take whatever 
action is necessary to resolve the situation, including terminating the employee.  This policy 
provides: 1) general guidance to all employees, and 2) more specific guidance to employees in 
the award or administration of contracts supported by Federal Transit Administration (FTA) 
funds.   
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Employees must disclose actual or potential conflicts to their supervisor as soon as they 
become aware of them.  Failure to make required disclosures or resolve conflicts of interest 
satisfactorily can result in discipline up to, and including, termination of employment. 
 
Prohibited Conduct:  It is not possible in a policy statement to define all circumstances and 
relationships that would be considered “unethical.”  The list below suggests some of the types 
of activities that could limit an employee’s ability to uphold job duties and responsibilities in an 
ethical manner. 
 

1. Accepting, agreeing to accept, or soliciting money or other tangible or intangible 
benefit in exchange for the employee’s favorable decisions or actions in the 
performance of his or her job.   

 
2. Accepting or soliciting a gift, favor, or service that is intended or might appear to 

influence the employee’s decision-making or professional conduct.   
 

3. Participating in civic, business, or professional activities in a manner whereby 
confidential agency information is divulged.  

 
4. Misusing privileged information or revealing confidential data to outsiders.   
 
5. Accepting employment or compensation that could reasonably be expected to 

impair the individual’s independent judgment in the performance of official 
duties. 

 
6. Engaging in practices or procedures that violate Antitrust Laws or other laws 

regulating the conduct of agency business.   
 
No employee, officer, or agent of TBARTA shall participate in the selection or in the award or 
administration of a contract supported by FTA funds if a conflict of interest, real or apparent, 
would be involved.  Such a conflict would arise when the employee, officer, or agent, any 
member of his/her immediate family, his/her partner, or an organization that employs, or is 
about to employ, any of the above has a financial or other interest in the firm selected for 
award. Individuals without official responsibility for the procurement transaction and/or 
contract oversight shall not be deemed to present a conflict of interest provided they terminate 
their agency relationship prior to the contract effective date. TBARTA’s officers, employees, or 
agents will neither solicit nor accept gratuities, favors, or anything of excessive monetary value 
from contractors, potential contractors, or parties to sub-agreements. 
 
TBARTA will take whatever steps necessary to identify and prevent real and apparent 
organizational conflicts of interests.  It is TBARTA policy when soliciting and contracting for 
goods and services to prevent any real or apparent organizational conflict of interest that would 
arise when the nature of work to be performed under the proposed contract would result in an 
unfair competitive advantage to the contractor in the award of future work. No TBARTA 
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employee having official responsibility for a procurement transaction and/or contract oversight 
will be allowed to bid on the potential contract.  
 

2.10.    GIFTS AND GRATUITIES POLICY 
This policy provides employees guidance regarding the acceptance of gifts and gratuities from 
vendors.  This policy applies to all employees. 
 
Prohibited Conduct:  It is TBARTA’s policy that no employee, officer, or agent of TBARTA shall 
solicit or accept, directly or indirectly, any gift or gratuity, favor, entertainment, transportation, 
lodging, loan or other thing of value from a contractor, potential contractor, or subcontractor 
which is of such a character as to manifest a substantial and improper influence upon him/her 
with respect to assigned duties, or that would give the appearance of such an influence.  Cash 
gifts should not be accepted under any circumstances.  Unsolicited gifts of nominal value shall 
not be deemed to manifest a substantial and improper influence.  This will include attendance 
at vendor-sponsored seminars or trade shows where food, drinks and give-away items are 
offered to all participants.  Meals of a reasonable and normal value provided to employees on 
agency business may be accepted. TBARTA is covered by Florida law regarding gifts and 
lobbying and will comply with it. 
 
Reporting Misconduct:  Employees who believe that a policy violation exists are to report the 
perceived violation to the Executive Director, upon knowledge of the incident, for further 
investigation. 
 
Violation of Policy:  Employee violation of this policy is considered a Standards of Conduct 
violation and will result in discipline appropriate to the offense including termination. 
 

2.11.    OUTSIDE WORK   
Employees may hold outside jobs as long as they meet the performance standards of their job 
with TBARTA and as long as their outside employment does not constitute a conflict of interest.  
All employees will be judged by the same performance standards and will be subject to 
TBARTA’s scheduling demands, regardless of any existing outside work requirements. 
 
If TBARTA determines that an employee’s outside work interferes with performance or the 
ability to meet the requirements of TBARTA as they are modified from time-to-time, the 
employee may be asked to terminate the outside employment as a condition of continued 
employment with TBARTA.   
 

2.12.    PERSONNEL RECORDS/PERSONAL INFORMATION 
The Executive Director is the official Custodian of Records for all personnel records. An 
individual Personnel Record is created following new employee orientation and systematically 
maintained in the Executive Office throughout the duration of employment.  Only the Executive 
Director or his/her designee may add materials to personnel records.   
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Employees may review their official personnel file in the presence of Executive Office staff.  
Personnel records may not be removed from the Executive Office.  Upon written request by the 
employee, copies of the employee’s personnel file documents may be made available at the 
employee’s expense. 
 
Each employee is required to notify the Executive Office of any change in his/her name, home 
address and phone number as well as any change to the name, address and phone number of 
his/her “emergency contact” person.  Employees should also notify the Executive Office of any 
change in status that could affect insurance benefits such as marriage, divorce, birth, adoption, 
or older children no longer being eligible for coverage.  This information is necessary so the 
policy can be updated and Consolidated Omnibus Budget Reconciliation Act (“COBRA”) benefits 
provided if applicable. 
 
Information or items your personnel file may contain include, but are not limited to:  
application and resume, background check, training records, performance evaluations, formal 
disciplinary actions, promotion or job change information, W-4 and miscellaneous tax 
information, direct deposit information, and benefits election forms (insurance, 457 plan, etc.).  
Items maintained by TBARTA but not part of your personnel file include: I-9 forms and 
supporting documentation, medical records, internal investigative notes or reports (if 
applicable). 
 
Chapter 119, Florida Statutes, the Florida Public Records Law, governs what records must be 
released by TBARTA to the public upon request.  TBARTA complies with all aspects of Chapter 
119. All requests should be immediately directed to the Executive Director. Responses to 
requests will be made in a reasonable amount of time and, where appropriate, may be 
provided at the requesting individual’s own expense.   
 
All requests for employment verifications must be referred to the Executive Office.  
 

2.13.    PERSONAL PROPERTY 
Employees of TBARTA are discouraged from bringing personal property into the office.  If an 
employee does choose to bring personal property into the office, the employee does so with 
the understanding that said property is not covered under TBARTA’s insurance.  As such, all 
personal property brought on the premises is at the employee’s own risk.  
 

2.14.    DRUG AND ALCOHOL ABUSE 
It is the goal of TBARTA to establish a work environment that is free of drugs and alcohol, and 
to foster a drug-free workforce in accordance with the Drug Free Workplace Act of 1988 and 
the Florida Drug Free Workplace Act. Achieving the drug-free environment that every transit 
rider, community member, and employee of TBARTA is entitled to will require the best efforts 
of employees and management.  
 
The Executive Office oversees the Drug and Alcohol program and can answer any questions 
regarding the process or program.  
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Drug-Free Workplace Policy:  TBARTA employees are our most valuable resource and our 
objective is to provide a healthy, satisfying work environment. To that end, TBARTA has 
adopted the following Drug-Free Workplace Policy statement. 
 
TBARTA will: 
 

1. Assure that employees are not impaired in their ability to perform assigned 
duties in a safe, productive, and healthy manner.  

 
2. Create a work environment free from the adverse effects of drug abuse and 

alcohol misuse.  
 
3. Prohibit employees from being under the influence of alcohol, illegal drugs, or 

other unlawful intoxicants while on agency property, while operating agency 
vehicles, when on duty or during the employee’s work hours, or when 
performing agency business.  

 
4. Prohibit the unlawful manufacture, distribution, dispensing, possession, or use of 

controlled substances. 
 
5. Require employees to notify TBARTA within five calendar days if convicted of a 

criminal drug and/or alcohol violation. 
 
6. Encourage employees to seek professional assistance any time personal 

problems including alcohol or drug dependency adversely affect their ability to 
perform their job.  

 
Employees are required to abide by the terms of this policy as a condition of their employment.  
Employee violations of the Drug-Free Workplace Policy may result in discipline up to and 
including termination. 

 
Circumstances Requiring Testing:  All employees and applicants are expected to cooperate with 
TBARTA’s testing procedures.  Failure to do so will result in termination. 
 
Pre-Employment Testing:  As a prerequisite to hiring, all safety sensitive job candidates must 
pass a drug test with a negative test result.  All such offers of employment shall be extended 
conditional upon the applicant passing a drug test.  Candidates will not be placed in a job until 
TBARTA has received verified negative test results.  If an applicant fails a pre-employment drug 
test, the conditional offer of employment will be rescinded and the candidate will be provided 
SAP (substance abuse professional) contact information.   
 
Reasonable Suspicion Testing:  Employees are subject to reasonable suspicion testing. Such 
testing is designed to provide a tool to identify employees who may pose a danger to 
themselves and others in the performance of their jobs. TBARTA will conduct a drug and/or 
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alcohol test when there is reasonable suspicion to believe that an employee is or has been 
using or is under the influence of a prohibited drug and/or alcohol.  An employee who receives 
a confirmed positive drug and/or alcohol test result may be subject to disciplinary action up to 
and including termination. For further information, please refer to TBARTA’s Drug-Free 
Workplace Policy. 
 

2.15.    SMOKING POLICY 
In order to promote the health and safety of employees, partners and visitors, smoking and 
tobacco products are prohibited in all enclosed areas of TBARTA’s property, offices and in all 
TBARTA vehicles. “Smoking” also includes the use of an electronic smoking device, which 
creates an aerosol or vapor, in any manner or in any form.  Prohibited areas include common 
work areas, training rooms, conference and meeting rooms, private offices, hallways, break 
rooms, stairs, restrooms, employer owned or leased vehicles, and all other enclosed facilities.  
Smoking is also prohibited on any patios at TBARTA’s facility, as well as along any paths or 
walkways leading to or from the designated smoking areas.  
 
Smoking on TBARTA property is only permitted in designated smoking areas.  Such areas are 
clearly marked and identified as smoking areas.  Seating is available and employees must use 
designated receptacles, located in the smoking areas, to dispose of all tobacco products.  
 
Employees are permitted to smoke in their personal vehicles, but the smoke and tobacco 
products must be completely contained within the vehicle in order to promote the health of 
others. 
 
Employees who violate the smoking policy will be disciplined through the Standards of Conduct 
Policy in Section 6 of the Employee Manual.  
 

2.16.    PUBLIC RECORDS  
TBARTA places a great deal of importance on complying with Florida’s public records laws.  This 
includes those laws that require disclosure of public records, those laws that exempt certain 
records from disclosure, and those laws that place an affirmative duty on public employees to 
maintain certain records as confidential.  Such confidential information includes trade secrets 
of third parties as well as information related to security systems of both public (including 
TBARTA) and private facilities, whether owned or leased.   
 
Employees are not to disclose confidential information of any kind to anyone unless permitted 
by Florida law.  Employees should direct any questions regarding responding to public records 
requests and the handling of confidential information to their supervisor and/or TBARTA’s 
General Counsel.  Any violation of this policy may subject the employee to disciplinary action up 
to and including termination. Additionally, the employee may be subject to legal action, 
including criminal penalties, for a violation of the State’s public records laws. 
 
 
 



Draft January 2020    Page 20 

2.17.    SOLICITATION AND DISTRIBUTION 
We have established the following rules regarding solicitation and distribution: 
 

1. During periods of your workday when you are engaged in or required to be 
performing your work tasks, you may not engage in solicitation of other 
employees or distribution of literature for any purpose. 

 
2. During periods in another employee’s workday when he or she is engaged in or 

required to be performing his or her work tasks, you may not solicit the other 
employee for any purpose. 

 
3. Distribution of literature of any kind may not be made in the work areas of the 

premises at any time. 
 
4. Persons not employed by TBARTA are not permitted to solicit or distribute 

literature on TBARTA’s premises. 
 

2.18.    USE OF TBARTA FACILITIES, OFFICE EQUIPMENT & SUPPLIES  
TBARTA’s supplies, copiers, and other support equipment are for TBARTA’s business and may 
not be used for personal needs without the prior approval of the employee’s supervisor.  All 
related costs for such use will be billed to the employee. 
 
Incoming and outgoing personal telephone calls during work hours should be confined to those 
that are absolutely necessary, should be kept to a minimum, and must not interfere with work.  
Improper personal telephone use during working hours may result in disciplinary action up to 
and including termination.  Employees are expected to pay actual cost for personal toll calls, 
copies, deliveries, etc. 
 

2.19.    USE OF TBARTA ELECTRONIC COMMUNICATIONS/INFORMATION 
SYSTEMS 
All TBARTA electronic communications systems, including telephone equipment, PC 
workstations, notebook computers, related peripheral and communications equipment, 
operating systems, workstation software, and applications software, are the property of 
TBARTA and should be used primarily for TBARTA-related purposes.  Only TBARTA employees 
are authorized to utilize TBARTA’s electronic communications systems.  Employees may not use 
unauthorized codes, passwords, or other means to gain access to another employee’s voice 
mail, e-mail or other communications system information. Passwords should be kept 
confidential and should not be given to others (except as needed for business purposes to 
TBARTA’s IT personnel).  Employees should take reasonable steps to ensure the confidentiality 
of their passwords. 
 
Except for the limited personal use authorized below, employees may not, even when 
physically able to do so, access any information other than that which they are specifically 
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authorized to and which is necessary for the performance of their assigned duties.  Confidential 
records should not be brought home or stored at home, either in electronic or hard copy form, 
without expressed prior permission from the Executive Director.  Unless specifically designated 
otherwise, all information is considered to be confidential.    
 
The utilization of TBARTA electronic communications systems for personal interest is a limited 
benefit provided by TBARTA.  Personal use of TBARTA’s electronic communications systems 
may occur only during an employee’s personal time (e.g., lunch or after business hours).  
Misuse, overuse or inappropriate use of this limited benefit, or any other provision of this 
policy, could result in disciplinary action up to and including termination.  Employees do not 
have any right to privacy with regard to their personal or business use of TBARTA’s electronic 
communications. 
 
TBARTA’s electronic communications systems may not be used for commercial or illegal 
activity, for personal gain, or for any purpose that may be disruptive to others.  
 
TBARTA electronic communications hardware and software must remain on TBARTA premises 
at all times with the exception of "portable" equipment that may be assigned to employees by 
the Executive Office.  Non-portable equipment may be removed from TBARTA’s premises only 
with the approval of the Executive Director.  The care and safety of all these items and the 
confidentiality of information that they contain are the responsibility of the employee to whom 
the items are assigned.   
 
Modification of software or hardware components by persons other than authorized TBARTA 
staff is strictly prohibited without prior authorization from the Executive Director.  Employees 
may be held personally liable for any damage or theft occurring to TBARTA equipment while 
entrusted to the employee’s care. 
 
Any purchase and/or installation of software for use with TBARTA-owned electronic 
communications equipment must first be approved by the Executive Director.  Requests for 
such purchases and/or installations must be made in advance and should be timely in nature so 
that adequate due diligence can be performed by TBARTA staff prior to any approval.  Non-
TBARTA disks and/or drives may not be used without permission. 
 
Additional pieces of electronic communications equipment, such as laptop computers, 
projectors, etc., may be available for use on client or TBARTA related projects and can be 
“checked out” by request to the Executive Office.  All requests should be timely in nature in 
order to avoid problems of availability.  The care and safety of these items are the responsibility 
of the employee to whom the items have been checked out.  If damage or loss of parts should 
occur, the responsible employee may be held personally liable. 
 
All computer system software and related documentation used by TBARTA has been 
copyrighted by its owners and developers.  Unauthorized use or copying of software and/or 
related documentation could violate TBARTA’s licensing agreements with the owners and 
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developers as well as federal copyright laws.  Special care must be taken to ensure that such 
software and related documentation are used only in the manner permitted by the software's 
owners and developers.  Copyright infringement is a federal offense, subject to civil damages 
and criminal penalties.  Violation of any copyright law could severely jeopardize both TBARTA 
and the employee. 
 
To avoid copyright problems, software and related documentation will not be downloaded, 
copied, or file swapped in any manner (including photocopying documentation, loading 
software into multiple computers, using peer-to-peer software, or using local area networks) 
without prior authorization from the Executive Director.  Any downloading or exchanging of 
copyrighted music or videos is prohibited. Unauthorized copying or transmission of copyrighted 
entertainment files or games is copyright theft and is prohibited.  Violators will be subject to 
disciplinary action up to and including termination. 
 
All electronic equipment referenced herein is considered TBARTA equipment.  TBARTA reserves 
the right to search, monitor and/or review any information stored on such equipment, at any 
time, with or without notice to the employee.  All employees consent to such searches, 
monitoring and/or review of information as a condition of employment. 
 
Employees are prohibited from attempting to access the computer system of another 
organization or person using TBARTA’s electronic communication systems unless the other 
organization or person has consented in writing and TBARTA has given permission. 
 
Employees must not jeopardize the security of TBARTA’s electronic communications systems. 
 
As with all TBARTA policies, this policy may be modified by TBARTA at any time.  Violations of 
this policy can result in disciplinary action up to and including termination. 
 

2.20.    ELECTRONIC MAIL/INTERNET ACCESS AND USAGE POLICY 
The purpose of the Electronic Mail/Internet Access and Usage Policy (“Policy”) is to provide 
guidelines and roles for electronic mail (email) and Internet usage for employees of TBARTA 
who will be using TBARTA’s computer, electronic mail system, and/or Internet connection 
(collectively called “Computer System”).  All of TBARTA’s automated systems, including email, 
voicemail, Internet access, and electronic storage systems, are TBARTA property and employees 
should not have any expectation of personal privacy in these systems. 
 
TBARTA is a public agency and must operate under public scrutiny.  Also, as a public agency, 
TBARTA must follow Public Records Law as it pertains to electronic transmission just the same 
as hard copy documents.  One such transmission is email.  The official state policy of the Bureau 
of Archives and Records Management is that a great deal of what is communicated on email is a 
transitory message and is of very limited value over the long run, and that those 
communications that do possess some short-term value should be retained only for as long as 
that value exists.  At the same time, information that is communicated by email that is of 
longer-term value must be retained according to appropriate retention requirements, which 
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simply means all transactions that are business-related must be kept in storage (digital or hard 
copy).  Measures to that end must be enacted to have these transactions maintained.  Specific 
policies to be followed by TBARTA employees regarding electronic information exchange 
include:   
 

1. The Computer System is the property of TBARTA and should be used primarily 
for TBARTA purposes.  During working hours employees are strongly discouraged 
from using the Computer System, including accessing the Internet and sending 
and/or receiving emails, for personal reasons.  Although TBARTA understands 
that its employees may, on occasion and during non-working hours (e.g., lunch 
and/or before or after the workday) use the Computer System, such personal 
use should be minimal and consider the best interests of TBARTA.  Abuse will be 
subject to disciplinary action up to and including termination. 

 
2. Messages or other data sent through TBARTA’s email system or stored on the 

Computer System are considered the property of TBARTA and may be 
monitored, viewed, copied, modified, deleted, and/or disclosed at the discretion 
of TBARTA.  TBARTA reserves the right to monitor and record the Internet usage 
and file server utilization of all employees.  Employees do not have a personal 
privacy right in any matter created on, received through, or sent from TBARTA’s 
email or Computer System. TBARTA further reserves the right to suspend 
individual user access to email or the Internet for violation of TBARTA’s email 
and Internet policies. 

 
3. Email and attachments are subject to the same ethical and legal concerns and 

standards of good conduct as memos, letters and other paper-based documents.  
Email can be forwarded to others, printed on paper and subject to possible 
discovery during litigation.  Every Internet posting and email message should be 
professional, courteous and accurate and in the best interests of TBARTA.  
Examples of inappropriate transmissions include, but are not limited to, sending 
or posting messages that defame or slander others, sending or posting messages 
that could damage TBARTA’s image or reputation, sending or posting chain 
letters, solicitations or advertisements not related to business purposes or 
activities, and sending anonymous emails. 

 
4. Email, the Internet and other information systems of TBARTA should not be used 

in a way that may be disruptive, offensive or harmful to others, or may bring 
disrespect upon TBARTA.  Specifically, TBARTA strictly prohibits any display or 
transmission of material that could be construed as creating a hostile work 
environment or would be considered offensive to others.  This includes sexually 
explicit or obscene images, messages or cartoons, or the transmission or use of 
email communications that contain ethnic slurs, racial epithets or anything that 
could be construed as harassment or disparagement of others based on their 
race, color, national origin, sex, age, disability, religion/creed, veteran status, 
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citizenship, pregnancy, marital status, or any other basis prohibited by law.  
Access to sexually explicit or offensive Internet sites is strictly prohibited. 

 
5. If an employee receives unsolicited prohibited material over TBARTA’s Computer 

System, the employee must refrain from disseminating such materials to other 
persons either within or outside TBARTA and should inform the sending party 
that the receipt of such information violates the policies of TBARTA and take all 
necessary steps to ensure that such information is not received again, including 
immediately notifying TBARTA. 

 
6. All electronic messages used to conduct agency business are public records 

governed by Florida Public Records Law and, as such, may be open to 
examination by the public, including the news media or any TBARTA official. 

 
7. Deleting email messages does not necessarily mean the message cannot be 

retrieved from TBARTA’s Computer System.  For a specific period of time TBARTA 
retains back-up copies of all documents including email messages produced and 
received on TBARTA’s Computer System.  

 
8. Use of email or the Internet to distribute or receive copyrighted materials, trade 

secrets, proprietary financial information, or similar materials without 
authorization is prohibited.  Employees shall respect all copyright and license 
agreements regarding software or publications they access or download from 
the Internet.  TBARTA will not condone violations of copyright laws and licenses 
and the employee will be personally liable for any fines or sanctions caused by 
the license or copyright infringement.   

 
9. Email messages currently are not encrypted.  Unencrypted email is not a secure 

way of exchanging information or files.  Messages may be intercepted, and it is 
possible for someone other than the intended recipient to capture, store, read, 
alter, and/or redistribute your message.  Do not transmit information in an email 
message that should not be written in a letter, memorandum or document 
available to the public.  Each user should take the necessary steps to prevent 
unauthorized disclosure of confidential information.  Confidential information is 
not to be transmitted over the Internet unless the intended recipient site is 
designated a “Secure Site.” 

 
10. Computer viruses can become attached to executable files and program files. 

Employees should take reasonable steps to prevent the acquisition or 
downloading of viruses, worms, Trojan horses, and other threats to TBARTA’s 
system. Receiving and/or downloading executable files and programs via email 
or the Internet without express permission of the Executive Director is 
prohibited.  This includes, but is not limited to, software programs and software 
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upgrades.  All downloaded files must be scanned for viruses.  Employees shall 
only download information and/or publications for business purposes. 

 
11. Avoid leaving the Internet actively open on the desktop for extended periods of 

time. This could take up valuable memory space and interfere with the 
computer’s overall performance. 

 
12. Employees shall only access the Internet using the approved Internet browser 

and TBARTA network. Internet access through other methods will not be 
allowed.     

 
13. All list subscriptions should be for business purposes only and the employee has 

the responsibility of making sure list servers are notified when the employee 
leaves TBARTA. 

 
14. Employees may not engage in any unauthorized transactions that may incur a 

cost to TBARTA or initiate unwanted Internet services and/or transmissions. 
 
15. As with all TBARTA electronic information systems, email may not be used for 

commercial or illegal activities, for personal gain, or any purpose that would be 
disruptive to others. 

 
16. Any employee who becomes aware of misuse of the Computer System should 

promptly contact the Executive Director. Misuse of any TBARTA information 
system or technology may subject the employee to all appropriate discipline up 
to and including termination.  

 
17. Employees may not access or use TBARTA’s electronic information and 

communication systems after the termination of their employment, for any 
reason. 

 

2.21.    MEDIA, SOCIAL NETWORKING WEBSITES & BLOG POLICY 
Because of the growth of social networking websites and ‘blogs’ in which opinions, insights, 
photos and videos are shared, along with easy accessibility by the public and media, TBARTA 
has a policy to address the use of personal and official, if applicable, social media. Employees 
are required to abide by the terms of this policy as a condition of their employment, which 
remains at-will.  Violations will result in disciplinary action up to and including termination, 
depending on the severity of offense. 
 

1. Use of social media during working hours is strictly limited to use for TBARTA 
business and in keeping with the agency’s policies and procedures. 
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2. Use of social media for personal interests (i.e., for reasons completely unrelated 
to an employee’s job duties or professional affiliations) is prohibited on agency 
equipment. 
 

3. Use of social media for professional interests associated with a professional 
affiliation should be limited during working hours. This would include social 
media activities which constitute appropriate “professional” usage.  Professional 
usage is restricted to social media sites which enhance job knowledge. 
 

4. Official TBARTA social media accounts may be established, upon approval of the 
Executive Director, for individual departments or on behalf of TBARTA officials in 
their official capacity.  Official TBARTA presence on social media sites is governed 
by all related policies. 

 

5. All information and material generated by TBARTA and provided on TBARTA 
social media accounts is the property of TBARTA.  Commercial use of text, 
TBARTA’s logo, photos or other graphics is prohibited without the express 
written permission of the Executive Director.  Use of TBARTA’s logo is prohibited 
for any non-business purpose.   
 

6. Users of social networking sites and authors of blogs must comply with all 
TBARTA policies including, but not limited to, the Business Ethics and Conflict of 
Interest Policy, Harassment Policy, and the Public Records Policy. 

 
7. Any content published on personal social media accounts and blogs are 

individual interactions, not organizational communications, and employees must 
not represent or imply that they are expressing the opinion of TBARTA. Users of 
personal social media accounts and authors of personal blogs are personally 
responsible for the content of their social networking sites and blogs. 

 
8. Employees should never disclose to the media or put anything on their social 

networking site or blog that discloses TBARTA’s confidential or proprietary 
information. 

 
9. Employees should never disclose to the media or put anything on their social 

networking site or blog that will embarrass, insult, demean, violate 
confidentiality, or damage the reputation of TBARTA or its employees.  
Disparaging remarks made by TBARTA employees will result in disciplinary action 
up to and including termination.  Speech protected by law is not subject to this 
subsection. 

 
10. Unless specifically instructed, employees are not authorized to speak on behalf 

of the agency, and therefore are restricted from doing so.  All inquiries from the 
media must be referred to the Communications Director. 
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11. TBARTA reserves the right to monitor comments or discussions about TBARTA, 
its employees and clients, and the industry posted by anyone, including 
employees, on the Internet. 

 
12. Employees are cautioned that they should have no expectation of privacy while 

using the Internet at work or agency equipment or facilities for any purpose, 
including authorized use of social networking sites and/or blogging.   
  

2.22.    TRAVEL REIMBURSEMENT 
TBARTA will reimburse individuals traveling on official TBARTA business for reasonable and 
necessary expenses incurred in accordance with TBARTA’s Travel & Expense Reimbursement 
Policy & Guidelines. Overnight travel must be approved in advance by the employee’s 
supervisor, and the employee must submit complete and accurate records including receipts of 
all expenses incurred.  It is expected that all transportation within the local 100-mile area will 
be by automobile, bus or rail. Travelers are to utilize the most reasonably economical and 
practical means of ground transportation. 
 
Reimbursable Expenses: Reasonable and necessary costs of travel such as lodging, 
transportation, and incidental expenses such as parking, tolls, taxicabs/TNCs (ridesharing such 
as Uber and Lyft), shuttles, airfare, and public transportation may be reimbursed when an 
employee travels on official TBARTA-related business.   
 
Employees should request exemption from payment of occupancy taxes in Florida when on 
agency business by presenting TBARTA’s tax exemption document to the lodging establishment.  
The tax exemption document can be obtained from the Finance Department.  
 
Use of Personal Vehicle: Mileage is based on the rate established by Florida DOT for 
reimbursement by Florida DOT grants, and by TBARTA pursuant to IRS regulations for all other 
reimbursements.  Mileage reimbursement is applicable only to use of a personal vehicle while 
on agency business.  Mileage on your personal vehicle is allowed from residence or work 
location to/from the airport, train station, or bus terminal while on travel status.  All mileage 
must be documented in detail on the travel reimbursement form. 
 
Automobile Rentals:  Automobile rentals are not allowed unless there is no other means of 
ground transportation, or it is the most cost-effective means of transportation.  This must be 
documented when seeking reimbursement of these expenses. Travelers should obtain 
insurance coverage.  Reimbursement for auto rental expense should be for the amount paid for 
business use.  Receipts are required to support car rental expenses. 
 
Meals:  TBARTA is required to utilize the per diem and other rates for meals for Class A, Class B, 
and Class C travel provided in section 112.061, Florida Statutes.  Employees on Class A, Class B, 
or Class C travel status are entitled to reimbursements for meals in accordance with 112.061, 
Florida Statutes, and in accordance with TBARTA’s Travel & Expense Reimbursement Policy & 
Guidelines.   
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2.23.    TERMINATION OF EMPLOYMENT 
Resignation:  Resignation is a voluntary act initiated by the employee to terminate employment 
with TBARTA.  Although advance notice is not required, TBARTA requests at least three (3) 
weeks’ written resignation notice from all employees.  A three-week notice means that the 
employee is actually working and not on paid time-off when the notice is provided.  Employees 
who provide a three-week notice shall be entitled to payment for all accrued but not taken 
vacation time and personal days.  Absent extenuating circumstances and express approval by 
the Executive Director, employees who do not provide a three-week notice shall not be entitled 
to payment for any accrued but unused vacation time or personal days. 
 
Employees are not paid for unused sick time. Employees will be notified of any benefits that 
may be continued and of the terms, conditions, and limitations of such continuance. 
 
Only employees who give proper notice and leave on favorable terms with the agency are 
eligible for re-hire.  
 
Reduction in Work Force:  An employee may be separated for such reasons as lack of work, 
lack of funds, and changes in organization or mission. Termination will be without adverse 
effect on the employee’s eligibility for re-employment. 
 
Termination Procedures:  Terminating employees will: 
 

1. Contact the Finance Department to arrange for repayment of outstanding travel 
advances or other negative balances. 

 
2. Return laptop, office/suite keys, credit cards, and all other TBARTA property to 

the Executive Director or his/her designee. 
 

2.24.    RETIREMENT NOTIFICATION 
All salaried employees should notify the Executive Office, in writing, sixty (60) days prior to their 
planned retirement date.  This provides the hiring manager and the Executive Office time to 
plan and determine hiring needs prior to the employee’s retirement date. 

 
2.25.    RETURN OF PROPERTY 
Employees must return all TBARTA property on or before their last day of work. TBARTA 
property includes all documents, materials, equipment, employee pass, or anything else issued 
and/or provided by TBARTA including computer drives containing TBARTA information. 
 

2.26.    REFERENCES 
All requests for professional or personal reference information of current or former employees 
will be furnished by the Executive Office.  Employees who receive such a request must forward 
the request to the Executive Office, which will provide a neutral reference to include: position, 
dates of employment, and current or ending salary.   
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2.27.    MOBILE DEVICE GUIDELINES 
While at work employees are expected to exercise the same discretion in using mobile devices 
as is expected for the use of TBARTA phones.  Excessive personal calls made or received during 
the workday, regardless of the phone used, can interfere with employee productivity and be 
distracting to others.  A reasonable standard is to limit personal calls made and received during 
work time.  Personal mobile devices are to be put on silent mode during training sessions and 
during meetings in order to avoid disruption to others in the work place. Employees are 
therefore asked to make personal calls on non-work time and to ensure that friends and family 
members are aware of TBARTA’s policy. Flexibility will be provided in circumstances demanding 
immediate attention.  TBARTA will not be liable for the loss of mobile devices brought into the 
workplace.  The camera functions of phones or other electronic devices are not to be used in 
the workplace, as a preventive step to secure employee privacy and protect business 
information. 
 
TBARTA is committed to promoting highway safety by encouraging the safe use of mobile 
devices by its employees while on agency business.  While TBARTA recognizes that often there 
is a business need to use mobile devices, safety must be the first priority.  To this end, TBARTA 
requires that employees refrain from using mobile devices when operating a TBARTA vehicle 
and abide by Florida state law which prohibits texting while driving.  
 
TBARTA assumes no responsibility or liability for any incidents or accidents that take place due 
to any employee’s use of a mobile device while driving a TBARTA vehicle.   
 

2.28.    TELEWORK POLICY 
TBARTA considers teleworking to be a viable alternative work arrangement in cases where 
individual, job and agency needs are suited to such an arrangement. Teleworking allows an 
employee to work at home, on the road, or in a satellite location for all or part of their regular 
workweek. Teleworking is a voluntary work alternative that may be appropriate for some 
employees and some jobs based on business needs. It is not an entitlement and it in no way 
changes the terms and conditions of employment with TBARTA.  
 
Procedure for Employees Who Request a Telework Arrangement: 
 

1. Either an employee or a supervisor can suggest teleworking as a possible work 
arrangement. The employee must complete the Teleworking Application and 
submit to the Executive Director.  

2.   Teleworking may include informal arrangements such as working from home for 
a short-term project or on the road during business travel, or may be formal, as 
will be described below. Other informal, short-term arrangements may be made 
for employees on family or medical leave, to the extent practical for the 
employee and the organization, and with the consent of the employee's health 
care provider, if appropriate. Teleworking arrangements are made on a case-by-
case basis, focusing on the business needs of the organization first.   
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3.  Individuals requesting formal teleworking arrangements must have been 
employed with TBARTA for a minimum of 12 months of continuous, regular 
employment and must be a meets expectation and/or exceeds expectation 
performer, in accordance with the agency's performance appraisal process.  

4.  Teleworking arrangements will be approved at the sole discretion of TBARTA.  
Any teleworking arrangement made will be on a trial basis for the first 30 days 
and may be discontinued, for any reason at any time, at the request of either the 
teleworker or TBARTA.  

5.  TBARTA will determine, with information supplied by the employee (as indicated 
on the Teleworking Application) and the employee’s supervisor, the appropriate 
equipment needs (including hardware, software, modems, phone and data lines, 
copiers, etc.) for each teleworking arrangement on a case-by-case basis.  
Equipment supplied by TBARTA will be maintained by TBARTA. Equipment 
supplied by the employee, if deemed appropriate by TBARTA, will be maintained 
by the employee. TBARTA accepts no responsibility for damage or repairs to 
employee-owned equipment. TBARTA reserves the right to make determinations 
as to appropriate equipment, subject to change at any time. Equipment supplied 
by TBARTA is to be used for business purposes only. The teleworker should sign 
an inventory of all office property and agrees to take appropriate action to 
protect the items from damage or theft. Upon termination of employment all 
agency property will be returned to the agency unless other arrangements have 
been made.  

6.  Consistent with the organization's expectations of information asset security for 
employees working at the office full-time, teleworking employees will be 
expected to ensure the protection of proprietary agency and customer 
information accessible from their home office. Steps include, but are not limited 
to, use of locked file cabinets, disk boxes and desks, regular password 
maintenance, and any other steps appropriate for the job.   

7.  The employee will establish an appropriate work environment within their home 
for work purposes. TBARTA will not be responsible for costs associated with 
initial setup of the employee's home office such as remodeling, furniture or 
lighting, or for repairs or modifications to the home office space.   

8.   Injuries sustained by the employee while at their home/work location and in 
conjunction with their regular work duties may be covered by TBARTA's workers' 
compensation policy. Teleworking employees are responsible for notifying the 
employer of such injuries in accordance with agency workers’ compensation 
procedures. The employee is liable for any injuries sustained by visitors to their 
work site.  
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9.  TBARTA will supply the employee with appropriate office supplies (pens, paper, 
etc.) for successful completion of job responsibilities. TBARTA will also reimburse 
the employee for all other business-related expenses such as phone calls, 
shipping costs, etc., that are reasonably incurred in accordance with job 
responsibilities, on a pre-approval basis.  

10.  The employee and Executive Director will agree on the number of days of 
teleworking allowed each week, the work schedule the employee will 
customarily maintain, and the manner and frequency of communication. The 
employee agrees to be accessible by phone and/or email during the agreed upon 
work schedule.  

11.  Teleworking employees who are not exempt from the overtime requirements of 
the Fair Labor Standards Act will be required to record all hours worked in a 
manner designated by TBARTA. Teleworking employees will be held to a higher 
standard of compliance than office-based employees due to the nature of the 
work arrangement. Hours worked in excess of those specified per day and per 
work week, in accordance with state and federal requirements, will require the 
advance approval of the supervisor. Failure to comply with this requirement can 
result in the immediate cessation of the teleworking agreement.  

12.  Before entering into any teleworking agreement, the Executive Director will 
evaluate the suitability of such an arrangement paying particular attention to the 
following areas:  

a.    Employee Suitability - the employee and Executive Director will assess the 
needs and work habits of the employee, as well as the suitability of the 
position for teleworking.    

b.   Job Responsibilities - the employee and Executive Director will discuss the 
job responsibilities and determine if the job is appropriate for a teleworking 
arrangement.  

c.   Equipment needs, workspace design considerations, and scheduling issues.  

13.  Evaluation of teleworking performance during the trial period will include daily 
interaction by phone and email between the employee and the Executive 
Director or his/her designee, and weekly face-to-face meetings to discuss work 
progress and problems. At the conclusion of the trial period the employee and 
Executive Director will each complete an evaluation of the arrangement and 
make recommendations for continuance or modifications. Evaluation of 
teleworker performance beyond the trial period will be consistent with that 
received by employees working at the office in both content and frequency but 
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will focus on work output and completion of objectives rather than time-based 
performance.  

14.  Teleworking is NOT designed to be a replacement for appropriate childcare. 
Although an individual employee's schedule may be modified to accommodate 
childcare needs, the focus of the arrangement must remain on job performance 
and meeting business demands. Prospective telecommuters are encouraged to 
discuss expectations of teleworking with family members prior to beginning a 
trial period.  

15.  Employees entering into a teleworking agreement may be required to forfeit use 
of a personal office or workstation in favor of a shared arrangement to maximize 
organizational office space needs. 

2.29.    ALTERNATE WORK SCHEDULE POLICY 
TBARTA offers alternate work schedules to assist employees in balancing their work/life 
demands.  This policy applies only to full-time, administrative employees. An employee who 
desires to work hours other than TBARTA’s normal business hours must consult with the 
Executive Director.   

The Executive Director may authorize alternate work schedules where he or she deems 
appropriate, but may deny requests made by workers in jobs where such schedules would 
cause production or administrative problems or when he or she deems appropriate.  Employees 
on alternate work schedules must maintain a schedule of 40 work hours per week.  

The Executive Director is responsible for approval of employee requests to work an alternate 
work schedule.  The employee’s supervisor is responsible for ensuring that work productivity 
remains consistent.  Employees are responsible for ensuring quality of work and that work 
output is maintained consistent with pre-alternate work scheduling options.    

The Executive Director has the general responsibility of overseeing the day-to-day 
implementation of this policy in accordance with legal requirements. 
  

2.30.    RELIGIOUS ACCOMMODATIONS POLICY 
If an employee seeks a religious accommodation, the employee should initiate a meeting with 
their supervisor to discuss the request. 
 

2.31.    SEARCH POLICY 
There is no expectation of privacy in any area of TBARTA’s facilities.  The entirety of TBARTA’s 
facilities are subject to access by TBARTA at any time, with or without reason, including desks, 
cabinets, closets, or other spaces. 
 

2.32.    WHISTLEBLOWER POLICY  
TBARTA complies with all applicable “whistleblower” laws.  
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Reporting Responsibility:  If an employee observes or suspects fraud or illegal violations, it is 
his/her responsibility to report those in accordance with this policy.  
 
Reporting Violations:  TBARTA maintains an open-door policy and encourages employees to 
share their questions, concerns, suggestions or complaints with someone who can address 
them properly. In most cases, an employee’s supervisor is in the best position to address an 
area of concern. However, if an employee is not comfortable speaking with their supervisor or 
may not be satisfied with their supervisor’s response, the issue should be taken to the 
Executive Director. The Executive Director is responsible for investigating and reporting the 
findings as appropriate to the Chairman of TBARTA’s Governing Board.  
 
Acting in Good Faith: Anyone filing a complaint must be acting in good faith and have 
reasonable grounds for believing the information disclosed indicates a violation of rule, law, 
regulation, or other conduct the disclosure of which is protected by law. Any allegations that 
prove not to be substantiated and which prove to have been made maliciously or knowingly to 
be false or to have been made in bad faith will be viewed as a serious disciplinary offense.  
 
Retaliation:  No director, officer or employee who in good faith reports fraud and violations 
shall suffer harassment, retaliation or adverse employment consequences. An employee who 
retaliates against someone who has reported a violation in good faith is subject to discipline up 
to and including termination of employment. 
 
Confidentiality:  A report of suspected violations of fraud or illegal activity may be submitted on 
a confidential basis by the complainant or may be submitted anonymously. Reports of 
violations or suspected violations will be kept confidential to the extent possible, consistent 
with the need to conduct an adequate investigation and to comply with law.  
 

2.33.    PARKING POLICY 
Listed below are guidelines for parking personal and agency vehicles on TBARTA property.   
 

1. All employees will be issued a parking decal, which must be displayed on your 
vehicle at all times. Also, please make sure any vehicle you drive to work has 
been registered with the agency (license plate, make and model of vehicle). 

 
2. Employees are not permitted to park their personal or agency vehicles in 

designated visitor spaces. These spaces are only for visitors and people with 
disabilities.   

 
3. Vehicles are not permitted to occupy more than ONE parking space. 

 

4. If an employee is using the parking spaces designated for individuals with 
disabilities, they must provide a copy of their “Disabled Parking Placard 
Identification Card” for TBARTA to keep on file. 
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2.34.    SAFETY/FIRST AID 
Measures to prevent accidents and injuries to employees and the general public shall be totally 
integrated into all aspects of the working environment. The Executive Director or his/her 
designee has the responsibility for implementing, administering, monitoring, and evaluating the 
safety program.  Success depends on the alertness and the personal commitment of everyone.  
All levels of management and supervisory staff will be held accountable to maintain a safe and 
healthy environment for all TBARTA employees, partners, customers, and guests and to ensure 
that all safety rules, regulations, and precautions are adhered to. 
 
TBARTA provides information to employees about workplace safety and health issues through 
internal communication channels such as supervisor-employee meetings, bulletin board 
postings, memos, or other verbal and written communications.  All employees will be briefed 
on safety during the hiring orientation. 
 
Some of the best safety improvement ideas come from employees.  Those with ideas, concerns, 
or suggestions for improved safety in the workplace are encouraged to raise them or bring 
them to the attention of the Executive Director.  Reports and concerns about workplace safety 
issues may be made anonymously.  All reports can be made without fear of reprisal. 
 
However, in the event of an accident or illness, contact the Executive Director and/or call 911 if 
the emergency warrants.  If a minor injury occurs while you are on the job, there is a first aid kit 
located in the storage room. 
 
If an accident or illness should occur, no matter how slight, notify the Executive Director. 
 
On the job injuries will be handled in accordance with workers’ compensation laws.  Any 
employee who is injured while on the job must notify the Executive Director immediately to be 
eligible for coverage provided under the Workers’ Compensation Act.  As part of our drug-free 
workplace, you may also be required to submit to drug testing if you are injured on the job. 
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3.    HOURS OF WORK AND COMPENSATION 
 

3.1.    OFFICE HOURS 
TBARTA’s normal business hours are 8:00 a.m. to 5:00 p.m. Monday through Friday with a one-
hour lunch period.  The work week begins on Sunday at 12:01 a.m. and ends on Saturday at 
12:00 a.m. midnight.  All full-time employees are required to be present and working at their 
assigned jobs during normal business hours.  Part-time employees are required to be present 
and working at their assigned jobs during the work schedule established by their supervisor.  
When necessary, the Executive Director will be responsible for assigning employees to work 
during other employees’ lunch periods to maintain sufficient staff to perform all necessary work 
during the day.     

  

3.2.    OVERTIME PAY                  
Occasionally, an employee will be required to work beyond his/her normal working hours or on 
a weekend or TBARTA holiday.  The following overtime payment policies pertain to staff who 
are non-exempt and exempt from the overtime provisions of the Fair Labor Standards Act 
(“FLSA”). If you are uncertain as to your status, please check with the Executive Office or your 
manager. 
 
Exempt: Exempt employees are those TBARTA personnel whose duties and salary basis of 
wages paid make them exempt from the FLSA’s overtime requirements.  All other employees 
are Non-exempt. 
 
Non-Exempt: Non-exempt employees are paid straight-time (hour-for-hour compensation at 
the regular hourly pay rate) for those hours worked during their regularly scheduled workweek 
up to a total of 40 hours. Overtime of time-and-a-half (1 ½ times the regular pay rate) will be 
paid for all hours worked in excess of 40 in one workweek. Overtime is paid only for hours 
actually worked in excess of 40 in a workweek. Compensable time not actually worked (e.g., 
holiday, paid leave or office closing) is excluded in the calculation of time worked.  For purposes 
of calculating overtime, a workweek begins on Sunday at 12:01 a.m. and ends on the following 
Saturday at 12:00 a.m. midnight. 
 
Non-exempt personnel must obtain prior written authorization from their supervisor prior to 
working more than 40 hours in a workweek.  Failure to obtain approval for overtime work may 
result in disciplinary action up to and including termination. 
 
TBARTA may permit compensatory time off from work within the same pay-period when 
unusually long hours have been worked but does not offer compensatory time as an alternative 
to overtime pay. 
 

3.3.    OFFICE CLOSING 
During periods of inclement weather, employees should contact their supervisor for 
information on office closings or reduction of office hours. Employees are to use their 
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reasonable judgment in determining whether to travel to work in inclement weather and must 
advise TBARTA in advance, if possible, or as soon as practicable if not, if they intend not to 
attend work because of weather. Failure to attend work when directed to do so or by 
unreasonably using weather as an excuse will subject the employee to disciplinary action up to 
and including termination.  
 

3.4.    ANNIVERSARY DATE/WORK YEAR 
The terms "anniversary date” and "work year" are used in connection with the calculation of 
benefits. A full-time or part-time employee’s anniversary date is the annual observation of 
his/her hire date.  If a part-time employee has a status change to full-time, his/her anniversary 
date is the annual observation of the month and day of the status change. When a full-time or 
part-time employee leaves the organization and returns, their anniversary date will begin on 
the rehire date.  
 

3.5.    TIMEKEEPING 
Your time record is a legal record of the time you have worked.  All employees must accurately 
record the hours they work each day.  Failure to do so will subject the employee to disciplinary 
action up to and including termination.   
 
Exempt and non-exempt employees must record each week's work and leave activity in the 
electronic payroll system.  These records are to be submitted by 10:00 a.m. on the Monday 
following the end of each pay period and approved by the employee’s respective supervisor 
and transmitted to the Finance office by 5:00 p.m. on the same day.  If the Monday following 
the end of a pay period falls on a holiday, time records should be submitted, approved and 
transmitted by the same times the next workday.  
 
For purposes of recording time, the workweek begins at 12:01 a.m. on Sunday and ends at 
12:00 a.m. midnight on Saturday.   
 
Each employee is expected to record his or her own working time.  An employee may never 
record time worked for another employee or allow another employee to record his/her 
working time.  
 

3.6.    PAY PERIODS 
Employees are paid bi-weekly. Paychecks are deposited electronically on the Friday following 
the end of each pay period.  If a payday falls on a TBARTA holiday, paychecks are electronically 
deposited on the preceding workday.  
 

3.7.    PAYROLL DEDUCTIONS 
TBARTA is required by law to withhold federal income taxes, social security taxes, and amounts 
stated in support and garnishment orders. Deductions are also made for the Florida Retirement 
System and elected benefit plans. Other deductions may be made from time to time with the 
employee’s voluntary written consent and TBARTA’s authorization. 
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At the time of termination, the employee’s final paycheck will include payment for all wages 
and salaries due for work already performed, subject to any deductions authorized by law or by 
the written consent of the employee. Amounts owed by the employee to TBARTA which remain 
unpaid upon termination should be paid promptly.  TBARTA may pursue legal action to recover 
amounts left outstanding. 
 

3.8.    REDUCTIONS IN PAY 
Non-Exempt Employees: Non-exempt employees will be paid only for actual hours worked 
unless they receive benefits under TBARTA’s paid time off, vacation, sickness, disability, or 
other leave policies.  
 
If lateness or other circumstances (excluding pre-arranged time off) cause the workday to be 
less than 8 hours, an employee may make up the time by shortening their lunch break that 
same day, up to the full hour allowed for lunch. If the time missed exceeds one hour, the 
balance will be charged to accrued time off.  If the employee does not have accrued time, the 
time off will be without pay.  Time cannot be made up on a different day or by working beyond 
the regularly scheduled end of your shift.  
 
In calculating the hours worked for payroll purposes, times will be rounded to the nearest ¼ 
hour (e.g., 8:00am, 8:15am or 8:30am). 
 
Exempt Employees:  Exempt employees are paid on a salary basis and, in general, are paid their 
full salary for any week in which they perform work. An exempt employee’s salary may be 
changed from time to time, such as resulting from a performance review or change in job 
duties, but is not subject to deductions for variations in the quality of the work performed.  
However, under federal law, deductions may be made for the following non-exclusive list of 
reasons: 
 

1. Full day absences under the sick leave policy before eligibility for sick leave and 
after allotted sick leave has been exhausted.   

 
2. Full day absences for purely personal reasons.  
 
3. Full day disciplinary suspensions for serious infractions of written policies.  
 
4. Absences covered by the Family Medical Leave Act (FMLA), if applicable. 
 
5. To offset payments received for jury and witness fees or military pay. 

 
6. Employees who work less than 40 hours during their first or last week of 

employment will be paid a proportionate part of their full salary for the time 
actually worked. 
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3.9.    IMPROPER DEDUCTIONS FROM PAY AND COMPLAINT PROCEDURE 
It is TBARTA’s policy and practice to compensate employees accurately and in compliance with 
all applicable state and federal laws and not to make improper deductions from any employee’s 
pay. Improper deductions will be corrected and reimbursed to the employee as soon as 
practicable.  
 
If an employee believes their pay has been improperly calculated, the following steps should be 
taken: 
 

1. The employee should contact their department manager first and then notify the 
Finance Department immediately.  
 

2. The employee will be asked to specify in writing, using the guidance above, the 
circumstances of the pay deduction.  
 

3. Finance staff or other assigned personnel will research the issue.  
 

4. If an employee was paid incorrectly, the agency will reimburse the employee as 
soon as practicable.  
 

5. If the supervisor or the Finance Department does not notify the employee of a 
decision regarding the concern by the next paycheck, please notify the Executive 
Director. 
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4. EMPLOYEE DEVELOPMENT 
 

4.1.    PERFORMANCE REVIEW 
Employees receive a performance review after completion of their first year of employment 
and one annually thereafter (on their anniversary date).  Performance reviews may also be 
performed as needed where the individual’s performance may call for promotion, 
reinstatement, demotion, or due to other personnel matters. 
 
The primary purpose of employee performance reviews is: 
 

1. To inform the employee of strong and weak points and any improvements which 
the supervisor deems necessary for the employee’s continued success with 
TBARTA. 
 

2. To identify an employee’s annual goals. 
 

3. To determine the employee’s eligibility for a salary increase as a result of the 
review. 
 

4. To serve as a basis for taking disciplinary action against the employee, if 
appropriate. 
 

5. To assist in determining the order of layoff and reinstatement. 
 
The Employee Performance Review Form identifies employee performance as follows: 
 
 3 = Exceeds Requirements  Consistently exceeds the expectations and  
      requirements of the position 
 
 2 = Meets Requirements  Frequently meets requirements of the 
      position 
 
 1 = Below Requirements  Frequently does not meet expectations and 
      requirements of the position 
 
If an employee receives a review that indicates he/she is below requirements, the supervisor 
will identify the improvement(s) necessary to meet job requirements and expectations.  If, at 
the time of receiving such a review, the employee is retained by TBARTA, the employee’s 
performance shall be evaluated as necessary and appropriate, but not later than 60 days 
thereafter until the employee’s performance has improved and is evaluated at a level of at least 
Meets Requirements (2), or three months have elapsed without meeting job requirements and 
expectations, in which case management shall make a determination for further action up to 
and including termination. 
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Employees are always expected to meet or exceed job requirements and expectations. 
 
After the performance review has been finalized the results will be discussed with the 
employee, who will be furnished a copy of the completed evaluation form and be asked to sign 
the evaluation form for placement in the employee’s personnel file. 
  

4.2.    PAY INCREASES AND BONUS 
Salary increases and bonuses are provided at the discretion of TBARTA management. They are 
based on merit, as reflected in annual performance reviews, and within the confines of annual 
budget constraints. There will not be a merit pay increase necessarily associated with any 
review after completion of the initial period. A salary increase is a designated percentage 
increase above the employee's current base salary and is reflected in each paycheck.  A bonus is 
a lump sum payment.    
 
Several factors other than merit can affect the decision of whether to award a salary increase or 
bonus, and the total amount of either.  
 

4.3.    PROMOTION 
An employee who is promoted to a higher-level position may receive a salary increase 
commensurate with the increased responsibilities.  The amount of increase will be based on a 
number of factors including the economy, prevailing salaries in the local workforce, an 
employee's current salary, and the amount of funds available for salary increases or bonuses. 
 

4.4.    EDUCATIONAL ASSISTANCE 
TBARTA supports employees who wish to continue their education in order to secure increased 
responsibility and growth within their professional careers.  The Continuing Education Program 
is an important value at TBARTA. Striving for improvement helps us fulfill our mission to provide 
Tampa Bay residents and visitors with the best possible public transportation.  Educational 
assistance is handled through reimbursement only.    
 
Eligibility and Approval:  All full-time active employees in good standing who have completed 
six months of employment with TBARTA by the time their course begins are eligible for program 
participation, based on budget availability. “In good standing” includes, but is not limited to, 
performance that meets or exceeds requirements and no current or pending disciplinary 
actions. 
 
Employees must apply for the Continuing Education Program before enrolling in classes, to 
ensure classes and programs meet the qualifications of the program, and to ensure that funds 
are available.  Program applications are available in the Executive Office. 
 
In order to qualify for educational assistance, the employee must be accepted by the school as 
a degree-seeking candidate. A letter of acceptance from the institution will provide proof of 
candidacy and must be submitted prior to beginning the first class. 
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Programs and Schools: Degree programs related to an employee’s current position or a 
position within TBARTA to which they aspire are eligible for the program.  Degree programs as 
well as individual courses must be taken at schools recognized by an appropriate accrediting 
association.  Whether the program is related to the employee’s current position or to a position 
within TBARTA to which they aspire will be determined by TBARTA in its sole discretion. 
 
Benefit:  Each employee may be reimbursed a maximum of $5,250 per calendar year. 
 
Eligible Expenses:  These include tuition, required textbooks, required registration fees, lab 
fees, distance learning fees, required health fees, student ID fees, and other required academic 
fees.   
 
Non-Eligible Expenses:  These include partial payment fees or late payment penalties; grants, 
scholarships, VA, CareerSource, or other non-repayable financial aid; supplies (paper, pens, 
notebooks, etc.); transportation costs; parking fees; student activity fees; and membership 
fees, dues, or costs for extracurricular activities. 
 
TBARTA may suspend, terminate, or restart the educational assistance program at any time.   
 
Application Procedure: 
 

1. The employee presents to his/her department head a Continuing Education 
Request form. Information such as letter of acceptance, course descriptions, 
attendance schedules, tuition/fee amounts, and/or location must be attached.   
 

2. The department head forwards all Continuing Education Request forms to the 
Executive Director with recommended approval or disapproval.  
 

3. The Executive Director or his/her designee will notify the employee of approval 
status.  
 

4. The employee must request reimbursement and furnish the Finance Department 
with an official copy of the course grade within one (1) month of it being issued.  
The employee must receive a 3.0 (B) or higher in order to be reimbursed.  If the 
course is offered on a pass/fail basis only, the employee may be reimbursed for a 
“pass” but not for a “fail”.   
 

4.5.    MEMBERSHIP IN PROFESSIONAL ORGANIZATIONS 
TBARTA supports staff professional development. Professional memberships are encouraged 
with supervisory approval. 
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5.    LEAVE 
 

5.1.    ANNUAL LEAVE   
TBARTA provides annual leave as a means of relaxation away from work.  Employee leave must 
be taken at a time determined by the department director to be convenient.  All requests for 
leave must be pre-approved and requested in the electronic payroll system, preferably 
submitted at least two weeks in advance.  The annual leave accrual schedule is provided on the 
leave chart below.  If a part-time employee has a status change to full-time, their part-time 
service does not count toward leave accrual.  The calculation for their years of service begins on 
the annual observation of the month and day of the status change to full-time.  Department 
Directors and the Finance Department are responsible for tracking employee leave balances. 
 
Employees in TBARTA senior management positions (Director and higher) shall earn annual 
leave credits at a rate of 6.77 hours per pay period (176 hours per year). 
 
All other full-time employees shall earn annual leave credits as follows. Employees shall be 
entitled to use all previous state government creditable service immediately upon 
reemployment for determining eligibility for higher annual leave credits.  
 

                Length of Service 
 

Hours of Leave Earned  
During Pay Period 

 
 

Through 60 months 4 hours 

61 through 120 months 5 hours 

Over 120 months 6 hours 

 
TBARTA employees who work less than a full pay period due to reasons such as initial 
employment or separation during a pay period, discipline, part-time work, or leave of absence 
without pay shall earn annual leave credits only for the hours worked during that pay period as 
follows:  
 

Number of Hours 
Actually Worked 

 

0-5 Years 5-10 Years Over 10 Years 
 

 

Less than 17 0 0 0 

17 - 32.99 1 1.25 1.5 

33 - 47.99 2 2.5 3 

48 - 63.99 3 3.75 4.5 

64 or more 4 5 6 

 
Upon reasonable notice, TBARTA may require an employee to use accrued annual leave. 
 
Annual Leave Transfer:  At the close of business on the last day of an employee’s work year, 
the employee’s annual leave balance in excess of 240 hours shall be transferred to sick leave on 
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an hour-for-hour basis.  For TBARTA senior management employees, at the close of business on 
the last day of the members anniversary date, all annual leave credits in excess of 480 hours 
shall be converted to sick leave on an hour-for-hour basis. 
    
Unused Annual Leave:  Employees who separate from TBARTA with 12 or more continuous 
months of service shall be paid for unused annual leave up to a maximum of 240 hours.  In the 
event of death of an employee, the 240-hour limit shall not apply and all unused annual leave 
at the time of death shall be paid to the employee’s beneficiary, estate, or as provided by law. 
 
TBARTA senior management employees who separate from TBARTA shall be paid for unused 
annual leave up to a maximum of 480 hours.  In the event of death of an employee, the 480-
hour limit shall not apply and all unused annual leave at the time of death shall be paid to the 
employee’s beneficiary, estate, or as provided by law. 
 
Unscheduled Annual Leave:  Unscheduled leave must be reasonable.  Excessive unscheduled 
leave including excessive leave falling on Fridays and Mondays, or days after a holiday will be 
subject to discipline up to and including termination. 
 

5.2.    HOLIDAYS  
TBARTA observes the following ten (10) holidays: New Year’s Day, Martin Luther King’s 
Birthday, Presidents’ Day, Memorial Day, Independence Day, Labor Day, Veteran’s Day, 
Thanksgiving Day, Day after Thanksgiving, and Christmas Day. 
 
If any of these holidays falls on a Saturday, the preceding Friday shall be observed as a holiday.  
If any of these holidays falls on a Sunday, the following Monday shall be observed as a holiday.  
 
Employees who are on approved leave with pay when authorized holidays occur shall not have 
such days charged against their accrued leave credits. 
 
If the Executive Director deems that TBARTA’s interest can best be served by an employee 
working on a holiday, such employee will be provided with equal time off within thirty days. 
 
The Governor may declare, when appropriate, additional paid holidays (e.g., Christmas Eve or 
New Year’s Eve) or a state day of mourning in observance of the death of a person in 
recognition of service rendered to the state or nation, which will be treated as additional paid 
holidays. 
 
Personal Holiday:  Each full-time employee is entitled to one (1) personal holiday each work 
year.  Such personal holiday shall be credited to eligible employees on their anniversary date to 
be taken prior to the end of the following work year. 
  

5.3.    SICK LEAVE  
Sick leave is a form of leave, with full pay, for employees who are absent from work due to 
injury, medical, or health-related reasons. 
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Full-time employees shall earn four hours of sick leave for each full biweekly period worked 
(104 hours per year). 
 
Full-time employees who work less than a full pay period due to reasons such as initial 
employment or separation during a pay period, discipline, or leave of absence without pay shall 
earn sick leave credits only for the hours worked during that pay period as follows:  
 

Number of Hours Actually Worked 
 

Hours of Leave Earned  
During Pay Period 

 
 

Less than 17 0 

17 - 32.99 1 

33 - 47.99 2 

48 - 63.99 3 

64 or more 4 

 
There is no limit on the number of unused sick leave an employee may accrue. 
 
New hires may accrue, but may not draw, sick leave during their 90-day initial period.  
Following the initial period, there is no waiting period for drawing sick leave. The employee’s 
department head must approve all sick leave. Any hourly employee transferring to a salaried 
position will retain and become eligible to draw upon sick leave accrued while an hourly 
employee. If all sick time is used, under no circumstances can future sick time be borrowed 
against. The time missed in this situation will be unpaid unless the employee wishes to draw on 
available annual leave or personal time.  
 
Sick leave shall be authorized for the following purposes: 
 

1. The employee’s personal illness, injury, or exposure to contagious disease that 
would endanger others. 

 
2. The employee’s personal appointments with a doctor, dentist, or other 

recognized practitioner. 
 
3. Illness, injury, or well-care check-ups of the employee’s spouse, children or 

parents of the employee or the spouse, or a person for whom the employee or 
the spouse has a caretaker responsibility, when the employee’s presence is 
necessary. 

 
Upon request, an employee may use accrued sick leave credits subject to the following: 
 

1. An employee may use sick leave only for authorized purposes.  Unauthorized use 
may be revealed by a pattern of absence by an employee, for example, 
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consistent absence on the day before or after the employee’s regular days off, or 
absence on the same day of each week or each month. 
 

2. Sick leave may be used in increments of one-half hour, as needed. 
 
3. After three workdays or partial workdays of absence in any thirty-day period, 

TBARTA may require medical verification of any further absence(s) due to illness 
or injury. 

 
4. After ten consecutive days of absence, TBARTA shall require the employee to 

submit medical verification from the attending physician before authorizing 
additional use of sick leave credits or leave without pay.  If absence continues, 
TBARTA shall require, as appropriate, further medical verification for each thirty 
consecutive days of absence. To justify further sick leave, the medical verification 
must indicate that the employee is unable to perform regularly assigned duties. 

 
5. If the employee’s medical verification is not acceptable, TBARTA may require the 

employee to submit to a medical examination, at TBARTA’s expense, before 
approving further use of sick leave. 

 
6. An employee who refuses to comply with these rules shall not be eligible to use 

accrued sick leave credits, and TBARTA shall take appropriate action regarding 
continued employment based on the information available. 

 
Unused Sick Leave: Any unused accumulation of sick leave will be canceled upon the 
termination of an employee’s service with the agency, whether voluntary or otherwise.  
Employees are not paid for unused sick leave. The Finance Department maintains employee 
sick leave balances.   
 
Sick Leave Transfer:  TBARTA permits employees to donate sick leave to other employees who 
are out sick but have exhausted their sick leave balances or short-term disability payments.   
 

1. Participation shall always be voluntary on the part of the donating employee and 
the receiving employee. If employees wish to participate, they must submit the 
request in writing to the Executive Office. 
 

2. An employee may participate in the plan by voluntarily transferring sick leave 
credits, provided that a minimum of 80 hours of sick leave credits remain in the 
employee’s account following the sick leave credit transfer.  The minimum transfer 
amount for each transaction shall be 8 hours. The employee cannot cancel the 
donation once TBARTA completes the transfer. 
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3. To be eligible for sick leave credits, an employee must meet the following 
conditions: 
 

a. The employee has used all accrued sick leave, annual leave, and all types of 
compensatory leave. 
 

b. The employee has suffered a documented illness, accident or injury, and 
requires, as certified by the treating physical, absence from the workplace for 
a minimum of 5 consecutive workdays. Unless waived by the Executive 
Director, transferred sick leave credits shall be used for absences associated 
with such documented conditions beginning with the 6th missed workday or 
partial workday or on the first day the employee has exhausted all leave 
credits, whichever is later. Donated leave may be used consecutively, 
intermittently, or in increments of one-half hour, as needed. 
 

c. The employee is not eligible for disability leave. 
 

d. The employee has not used more than 1040 hours of transferred leave 
credits in the preceding 12-month period. 
 

4. When transferring sick leave credits, TBARTA shall credit the employee with only 
the amount of sick leave needed to bring the employee’s total number of 
compensable hours up to a minimum number of hours for the pay period. 
 

5. All credits donated under the plan shall be credited to the receiving employee on a 
first in, first out basis. Upon documented cessation of the qualifying illness, accident 
or injury, any unused transferred sick leave credits shall be returned to those 
employees whose donated sick leave credits have not yet been drawn upon under 
the first in, first out method. 
 

6. Transferred sick leave credits shall have no terminal value.  
 
FMLA or ADA-related Leave: Leave designated as FMLA leave or taken pursuant to the ADA 
shall be governed by the FMLA or ADA, respectively. 
 

5.4.    WORKERS’ COMPENSATION  
Workers’ compensation provides medical treatment and limited income protection in the event 
an employee is injured on the job or contracts a disease that is covered under the governing 
Workers’ Compensation Act.  Workers’ compensation insurance is required by state law and is 
funded by TBARTA. 
 
An employee who believes he/she has been injured on the job, or has contracted a job-related 
disease, must advise his/her supervisor and the Executive Office immediately.  This notification 
will allow TBARTA to assist the employee in seeking medical attention (if appropriate) and in 
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filing a workers’ compensation claim.  Failure to report the incident may result in the employee 
not receiving compensation for an injury or illness incurred while performing the functions of 
his/her job. 
 
If an employee is out of work due to a workers’ compensation injury or illness, the employee 
must return to work when the panel physician determines that the employee is able to resume 
the normal functions of his/her job.  TBARTA will require a written physician's statement/return 
to work release prior to reinstatement of the employee.  
 

5.5.    BEREAVEMENT LEAVE   
Upon written request, the Executive Director may grant an employee up to three full working 
days off with pay in the event of the death of a member of the employee’s immediate family as 
defined in the paragraph below.  The request shall cite relationship or residence as the basis for 
the leave. The Executive Director shall take whatever measures are necessary to satisfy 
him/herself of the eligibility of the employee for leave with pay under the provisions of this 
section.   
 
Immediate family is defined as the employee’s spouse, child, or parent (which includes the 
biological parent or any individual who acted as a parent of the employee when the employee 
was young), siblings, step-parent, step-child, step-sibling, grandchild, grandparent, parent-in-
law, son/daughter-in-law, or any other relative residing within the employee’s household. 
 
Bereavement leave is of a special nature and may not be deferred or converted to any other 
purpose. It is not charged against any other leave account and is not accumulated in the 
manner of annual or sick leave.  Payment in lieu of bereavement leave is not authorized.  The 
frequency with which it is granted shall be governed by necessity.  Annual leave, if accrued, or 
leave without pay may be granted in conjunction with bereavement leave to provide 
reasonable travel time as necessary. 
 

5.6.    LEAVE OF ABSENCE WITHOUT PAY  
An unpaid leave of absence may be granted to full-time employees where unusual or 
unavoidable circumstances require an employee’s absence of not less than ten (10) working 
days and not greater than thirty (30) working days. A leave of absence will only be considered 
after an employee has exhausted all other forms of paid leave and/or the Family and Medical 
Leave Act (“FMLA”) leave, if applicable. This leave must be requested in writing and will be 
considered based on the general performance record of the employee and the needs of the 
organization, or as required by law.  Any leave of absence requires approval of the Executive 
Director. 
 
During a leave of absence, the employee is responsible for maintaining insurance benefits by 
making premium payments directly to TBARTA. Employees will not be paid for holidays and 
TBARTA sponsored benefits will not accrue during the leave of absence (e.g., annual leave or 
sick leave). 
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An employee who fails to report promptly for work at the expiration of the leave of absence 
will be considered to have resigned voluntarily. Upon the expiration of the leave of absence, 
the employee may be reinstated to any open position at the discretion of TBARTA, unless 
otherwise required by law. If there is no open position, termination may result, except as 
otherwise required by law. 
 

5.7.    VOLUNTEER TIME-OFF (VTO)  
The purpose of TBARTA’s volunteer program is to: 
 

1. Support volunteer activities that enhance and serve the communities in which 
we live and work.  

 
2. Support communities that are impacted by disasters. 
 
3. Address issues that impact quality of life. 

 

Amount of Time:  All regular full-time employees can volunteer up to four (4) hours per quarter 
(four (4) times per calendar year) with a 501(c)(3) nonprofit or other non-profit organization to 
help support the community.  More than one organization may be chosen.  If you are not sure 
of the status of your chosen organization, please contact the Executive Office for guidelines.  
 
Employees will be paid at their normal pay rate for the volunteer hours taken.  
    
Eligibility:  All full-time regular administrative employees of TBARTA are eligible to participate in 
this program after their initial period ends. The employee must be in good attendance standing.  
The employee must provide reasonable notice to their supervisor and work demands can take 
priority over the VTO request.  Employees can choose a charity of their choice or work together 
with other agency members on a team volunteer activity.  
 
Ineligibility:  Employees are ineligible to participate in the VTO program if: 
 

1. The employee is on a Performance Improvement Plan (PIP). 
 
2. The employee’s employment with TBARTA terminates for any reason. 
 
3. The VTO program is discontinued. 

 
TBARTA reserves the right to modify, amend, suspend, or discontinue this program at any time 
without prior notice. TBARTA also reserves the right to revoke approval if it is determined the 
employee is misusing the program.         
 
Approval Process: Employees must complete the VTO request form and submit to his/her 
supervisor at least two weeks before the requested time off.  The supervisor should consult the 
Executive Director with any questions or concerns before approving or denying the request. 
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Approvals are at the discretion of the employee’s supervisor and Executive Director. Note:  
unique requests must also be approved by management. 
 
Charity work for which an employee requests time off cannot conflict with or reflect negatively 
on TBARTA. Political activity for a charity while on VTO is also prohibited. Such requests will be 
denied. 
 

5.8.    FAMILY AND MEDICAL LEAVE 
General:  The following is a summary of TBARTA’s policy and procedure regarding family and 
medical leave pursuant to the Family and Medical Leave Act (“FMLA”). The following is not all 
inclusive of all rights and responsibilities under the FMLA. 
 
Employees who have worked at TBARTA for at least 12 months and at least 1250 hours in the 
12-month period immediately preceding the leave are eligible to receive up to 12 weeks of job 
protected unpaid leave in a 12-month period. The 12-month period of the annual FMLA 
entitlement is a rolling 12 months measured forward from the first date of the employee’s 
preceding FMLA leave. 
 
FMLA leave may be used for any of the following reasons: 
 

1.   The birth of a child, or placement of a child with you for adoption or foster care.  
 
2.   Your own serious health condition. 
 
3.   If you are needed to care for your spouse, child, or parent due to his/her serious 

health condition.  
 
4.   A qualifying exigency arises because your spouse, son, daughter, or parent is on 

active duty or called to active duty status in support of a contingency operation 
as a member of the National Guard or Reserve.  

 
5.   If you are the spouse, son, daughter, parent, or next of kin of a covered service 

member with a serious injury or illness.  
 
6.   Any other eligibility under the FMLA. 
 

Leave for No. 1 above must be taken and concluded within 12 months after the date of birth or 
placement.   
 
Intermittent Leave:  When leave is taken after the birth or placement of a child, an employee 
may take leave intermittently or on a reduced schedule only if TBARTA agrees.  Employees may 
take leave intermittently or on a reduced schedule when the leave is medically necessary for 
the treatment of, or recovery from, a serious health condition.  Intermittent leave may also be 
taken to provide care or psychological comfort to an immediate family member with a serious 
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health condition.  Intermittent leave is subject to medical verification. 
 
Employees needing intermittent or reduced-schedule leave must attempt to schedule their 
leave so as not to disrupt TBARTA’s operation, subject to the healthcare provider's approval. 
 
Return to Work:  Except for employees designated as highly compensated “key employees,” 
employees who take this leave and return to work by the end of the 12-week period may return 
to their former position or an equivalent position with equivalent benefits, pay and other terms 
and conditions of employment, unless the employee would have been terminated for other 
reasons unrelated to leave. However, no employee is guaranteed the right to return to the 
same position. A determination as to whether a position is an “equivalent position” will be 
made by TBARTA.  Employees who do not return to work after the 12-week period has expired 
do not have FMLA job protection, and are considered to have voluntarily terminated their 
employment unless otherwise protected by law. 
 

1. The date of reinstatement is determined to the extent practicable when the 
leave is granted unless circumstances change. The employee should advise 
TBARTA if FMLA leave will be longer or shorter than anticipated. 

 
2. The employee should provide TBARTA notice of at least 2 business days of intent 

to return, if practicable. 
 
Application and Notice of Leave: 
 

1. When the need for leave is foreseeable, the employee must notify his/her 
supervisor 30 days in advance that the employee will be out of work or as soon 
as practicable.  If the need for leave is not foreseeable, notice should be given as 
soon as practicable. 
 

2. The employee’s supervisor must document the reason and send the employee to 
the Executive Office.  The supervisor must communicate to the Executive Office 
as soon as an employee is out of work. The Executive Office must also be notified 
when an employee is out on workers’ compensation.   
 

3. The Executive Office will determine if the absence meets FMLA eligibility.  
 

4. Executive Office staff will then review the FMLA policy to inform the employee of 
his/her rights under FMLA. The employee will complete the Leave of Absence 
form. The Executive Office staff will review the medical certification form with 
the employee. The employee may have documentation from the physician that 
may be used in lieu of the form. 
 

5. It is the employee’s responsibility to ensure that the medical certification or 
appropriate documentation is returned to the Executive Office in 15 days.     
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6. The Executive Office, upon receiving the medical certification, will determine 
whether to qualify the employee’s leave as FMLA and to designate the 
appropriate leave as FMLA in TBARTA’s records.  The employee will be informed 
of the designation of leave as FMLA.  TBARTA may, in appropriate circumstances, 
obtain second and third opinions, and periodic re-certification, after the receipt 
of the medical certification. 
 

7. The Executive Office staff will be responsible for monitoring the time an 
employee is out on FMLA.  
 

8. Return to work certification is required and must be presented to the supervisor. 
Supervisors will forward the documentation to the Executive Office for inclusion 
in the personnel file.  

 
Use of Paid Leave and Concurrent Leave:  Any and all paid leave for which an employee is 
eligible shall be used concurrently with the use of FMLA leave.  
 
In the case of disability leave, or a workers’ compensation absence, such leave/absences will 
run concurrently with the FMLA leave if the absences qualify for FMLA entitlement. 
 
If both spouses are employed by TBARTA, the combined leave for the birth or placement of a 
child by adoption or to care for the employee's parent who has a serious health condition shall 
not exceed 12 weeks. 
 
Benefits Coverage:  During a period of FMLA leave, the employee will be retained on TBARTA’s 
health plan on the same basis as coverage would have been provided if the employee had been 
continuously employed during the FMLA leave period.   
 
While on unpaid FMLA leave, employees will not accrue employee benefits (e.g., annual or sick 
leave). Employee benefits that accrued prior to the employee taking FMLA leave will not be 
lost. 
 
An employee who does not return to work after the leave period will be required to reimburse 
TBARTA for its payment of health insurance premiums during the family and medical leave 
period unless the employee does not return to work due to: 1) the continuation, reoccurrence 
or onset of a serious health condition of the employee or the employee’s immediate family 
member which would otherwise entitle the employee to FMLA leave, or 2) other circumstances 
beyond the employee’s control. 
 
Employee Reporting Requirement:  Employees must report periodically (every 30 days unless 
otherwise agreed based upon individual circumstances) to TBARTA on their status and intent to 
return to work. 
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Other Employee Rights:  An employee will not be subject to any retaliation or adverse action 
simply because the employee has chosen to utilize rights made available under the FMLA.  
TBARTA will not interfere with, restrain or deny the exercise of any right provided under the 
FMLA.  If you believe that you might qualify for FMLA please contact the Executive Office for 
further information. 
 
Employees may file complaints with the U.S. Department of Labor, Wage and Hour Division, 
which is authorized to investigate and resolve complaints or violation and any eligible employee 
may bring a civil action against an employer for violations. The FMLA does not affect any federal 
or state law prohibiting discrimination, nor does it supersede any state or local law or collective 
bargaining agreement that provides greater family or medical leave rights. 
 

5.10.    JURY DUTY 
An employee who is summoned for jury duty shall be granted administrative leave with pay but 
will be paid only for the difference between the employee’s wages and any jury fees paid by the 
courts to the employee. TBARTA shall not reimburse the employee for meals, lodging, and 
travel expenses incurred while serving as a juror.  
 
The employee is required to provide a statement from the court verifying the time served and 
the amount of compensation received for the jury service. 
 

5.11.    MILITARY LEAVE 
A military leave of absence will be granted to employees who are absent from work because of 
service in the U.S. uniformed services in accordance with the 1994 Uniformed Services 
Employment and Reemployment Rights Act, as amended (“USERRA”) or Florida law.  Advance 
notice of military service is required unless military necessity prevents such notice or it is 
otherwise impossible or unreasonable. Full-time, part-time and initial period employees are 
eligible for military leave.   
 
TBARTA will comply with all requirements of USERRA and Florida law including 
reemployment/job-protection, continuing health coverage, accrual of benefits and non-
discrimination provisions.  An employee returning from military leave of more than 30 days but 
less than 181 days may not be discharged except for just cause for 180 days after the 
employee’s date of reemployment.  An employee returning from military leave of more than 
180 days may not be discharged except for just cause for one year after the date of 
reemployment. 
 
There are two types of military leave that have different pay considerations and treatment:   
  
Reserve Duty:  Such leave with pay shall not exceed 240 working hours in any one calendar 
year (reference F.S. 115.07(2) military leave of absence). 
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An employee may elect to use accrued vacation at the time of military training.  In this instance, 
the employee will be paid vacation pay regardless of the amount of pay received from the 
military.   
 
Active Duty:  A leave without pay will be granted for the duration of required service. However, 
employees may use any available paid time-off for the absence. Compliance with all 
requirements of USERRA will be required for reinstatement.    
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6.    DISCIPLINE 
 

6.1.    STANDARDS OF CONDUCT 
TBARTA employees must maintain certain standards of job performance and conduct.  
Discipline up to and including termination may be imposed for any action that TBARTA believes 
to be contrary to the best interests of TBARTA, its employees, or its partners.  The following list 
is intended to be representative of the types of activities that may result in disciplinary action 
up to and including termination.  It is not intended to be comprehensive and does not in any 
way alter the “employment at will” relationship between an employee and TBARTA.  
  
 The following list of actions is intended to be illustrative and is not all-inclusive: 
 

• Inadequate or unsatisfactory job performance 
 

• Poor attitude (e.g., rudeness or lack of cooperation) 
 

• Unsatisfactory attendance, tardiness, or abuse of break and lunch privileges 
 

• Abuse of TBARTA time. Examples include unauthorized time away from the work 
area, use of TBARTA time for personal business, sleeping during work hours, 
excessive personal phone calls, etc. 

 

• Abusive language 
 

• Disruptive behavior or conduct that reflects adversely on TBARTA 
 

• Conviction of a moving traffic violation while on TBARTA business 
 

• Insubordination or failure to follow instructions or perform assigned work 
 

• Failure to comply with established policy or regulation 
 

• Unauthorized possession, use or misuse of TBARTA property or records, or the 
property of another 

 

• Refusal to work required overtime 
 

• Failure to report to work as scheduled without proper notification to supervisor 
 

• Leaving the worksite without permission during work hours 
 

• Possession, use or sale of illicit drugs during or outside of work hours 
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• Absence in excess of two (2) days without authorization or satisfactory reason 
 

• Falsification of records. Such records include but are not limited to:  employment 
applications or resumes, check requests, reports, insurance claims, time sheets, 
leave records, client documents, or any other official TBARTA document 

 

• Theft 
 

• Discourtesy 
 

• Gambling on TBARTA premises or while conducting TBARTA business 
 

• Altercations and/or acts of physical violence or fighting 
 

• Threatening, harassing, intimidating, interfering with, or coercing any person 
 

• Criminal convictions for acts of conduct occurring on or off the job that would 
negatively affect job performance or conflict with the best interests of TBARTA 
or its partners 

 

• Carrying firearms, weapons or explosives on any TBARTA premises or while 
conducting TBARTA business except as permitted by law 

 

• Dishonesty or unethical behavior 
 

• Abuse of leave, short-term disability leave or any other TBARTA benefit 
 

• Violations of policies in this manual 
 

• Being under the influence of drugs and/or alcohol during working hours 
 

• Refusing to submit to testing for drugs and/or alcohol pursuant to TBARTA’s 
policies. 

 

• Other circumstances and/or conduct for which disciplinary action is warranted 
 

6.2.    FAILURE TO MEET STANDARDS 
Employees who fail to meet TBARTA standards for performance or personal conduct, or who 
fail to comply with other TBARTA policies, may be subject to disciplinary action up to and 
including termination at the sole discretion of TBARTA.  Disciplinary measures may include, but 
are not limited to, any or all of the following: formal verbal warning, formal written warning, 
reclassification, performance improvement plan, suspension, and/or discharge.   
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A progressive discipline process may be observed. However, some infractions warrant 
immediate suspension and/or termination.  At all times, an employee’s employment is at-will.  
Disciplinary action up to and including termination may depend on the nature of the infraction 
and is at the sole discretion of TBARTA. An employee’s work record conduct and job 
performance, prior disciplinary offenses, seriousness of the infraction, and any mitigating 
circumstances such as whether the employee is likely to make a meaningful contribution to our 
work effort in the future may be taken into consideration. TBARTA does not guarantee to its 
employees any progressive discipline prior to dismissal.  In appropriate cases, at the discretion 
of management, an employee may be discharged without any prior verbal or written warning. 
 
When conduct of an employee requires more severe discipline than written discipline, 
management has the authority to: 1) place an employee on probation, 2) suspend an 
employee, 3) involuntarily demote an employee, or 4) terminate an employee.  
 
The Public Records Act, Chapter 119 Florida Statutes, requires that TBARTA make available to 
the public, upon proper demand, records of TBARTA.  This may include disciplinary records such 
as reprimands.  Directors, managers, and supervisors will keep any and all records pertaining to 
employee discipline as confidential as possible. 
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Acknowledgment and Consent to TBARTA Policies 

 
I acknowledge that I have received a copy of TBARTA’s Employee Manual.  I also acknowledge 
that I have the responsibility to read and understand the Manual and to ask questions if any 
provisions are unclear.  I have been given a reasonable period of time in which to review the 
Manual and become familiar with its terms.  I agree to abide by the policies of this Manual and 
understand that doing so is a condition of employment. 
 
By initialing below I specifically acknowledge and agree to the following policies of the Manual:  
 

____Equal Employment Opportunity 
____Sexual Harassment 
____Drug and Alcohol 
____Gifts and Gratuities 

 ____Use of Electronic Communication / Information Systems 
 ____Email / Internet Access and Usage (including TBARTA’s right to monitor my use) 

____Media, Social Networking Websites & Blog Policy 
 
I understand as a condition of my employment it is my obligation at all times during my 
employment to fully comply with all of the responsibilities set forth in the Manual. 
 
I also understand  
 
1. That this manual is a guide and not a contract of employment. 
 
2. That as a guide, this manual does not represent all terms and conditions of employment 

applicable to me. 
 
3. That this manual is not an employment agreement and I am employed at-will and either 

TBARTA or I may terminate my employment at any time with or without cause and with 
or without notice. 

 
4. That the policies set forth in the manual may, and probably will, be updated or 

otherwise modified, amended or canceled from time-to-time and that TBARTA will 
attempt to provide me notice of such changes, but that I may not always get such 
notice. 

 
 
___________________________________  ___________________________________ 
Employee Signature     Employee Name  -  please print 

 
___________________________________ 
Date 



FYE 2020 FINANCIAL PERFORMANCE REPORT
Year to Date through January 2020

January
Description Actual Budget % Variance $ Variance

Revenues $1,532,609 $3,006,876 (49.03%) ($1,474,267)
Expenses $1,051,971 $2,549,542 58.74% $1,497,571
Surplus / (Deficit) $480,638 $457,333 5.10% $23,305

Year to date through the month of January, the net surplus of $480,638 is $23,305 above the budget
of $457,333.

Revenues
Federal Funding - over budget due to use of STP and FTA 5307 funds 2,076
State Funding - under budget due to the timing of the PD&E and Technology (1,476,343)
     Projects

($1,474,267)

Expenses
Salaries and Fringe Benefits under budget due to vacant positions ($102,968)
Professional Services under budget due to consultants in PD&E and Technology study (1,215,291)
Advertising/Marketing/Outreach (79,345)
Commuter Assistance Programs - under budget  due to Van Pool and Pik My Kids (92,757)
All other expenses (7,211)

($1,497,571)
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Tampa Bay Area Regional Transit Authority
BALANCE SHEET

As of January 31, 2020

TOTAL

ASSETS

Current Assets

Bank Accounts

1110 Cash and Cash Equivalents 33,270.25

Total Bank Accounts $33,270.25

Accounts Receivable

1120 Accounts Receivable (A/R) 1,683,240.53

Total Accounts Receivable $1,683,240.53

Other Current Assets

1140 Prepaid Expense 12,258.02

1241 Employee Receivables 8,167.69

Total Other Current Assets $20,425.71

Total Current Assets $1,736,936.49

Fixed Assets

1200 Non-current Assets 8,870.61

Total Fixed Assets $8,870.61

TOTAL ASSETS $1,745,807.10

LIABILITIES AND EQUITY

Liabilities

Current Liabilities

Accounts Payable

2110 Accounts Payable 664,613.45

Total Accounts Payable $664,613.45

Credit Cards

2115 SunTrust  Visa CC-1983 1,686.46

Total Credit Cards $1,686.46

Other Current Liabilities

2130 Accrued Liabilities 159,431.08

2190 Other Current Liabilities 19,708.00

2293 Deferred Revenue 34,234.59

Total Other Current Liabilities $213,373.67

Total Current Liabilities $879,673.58

Long-Term Liabilities

2291 G1445 RTDP Advance 75,493.26

2292 G1C04 OPS Advance 375,000.00

Total Long-Term Liabilities $450,493.26

Total Liabilities $1,330,166.84
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TOTAL

Equity

3003 Net Assets -66,550.22

3004 Investment in Capital Assets 1,552.32

Net Income 480,638.16

Total Equity $415,640.26

TOTAL LIABILITIES AND EQUITY $1,745,807.10
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Tampa Bay Area Regional Transit Authority
PROFIT AND LOSS

October 2019 - January 2020

TOTAL

Income

4300 Local Funds

4305 Partner County Contributions 550,000.00

Total 4300 Local Funds 550,000.00

4400 State Funds

4405 Trans Mgmt Orgz Coord Grant 29,500.00

4410 Commuter Assistance Program (CAP) 166,606.26

4415 Regional Transit Develop. Plan 245,238.66

4425 Operating Grant (OPS) 345,551.50

4430 TRIP 30,485.35

Total 4400 State Funds 817,381.77

4500 Federal Funds

4505 Federal Transit Administration 68,862.82

4510 Surface Transportation Program 96,346.32

Total 4500 Federal Funds 165,209.14

4600 Miscellaneous income

4620 Interest income 18.38

Total 4600 Miscellaneous income 18.38

Total Income $1,532,609.29

GROSS PROFIT $1,532,609.29

Expenses

5010 Salaries & Benefits

5013 Salaries and Wages 292,234.99

5015 Fringe Benefits

5016 Workman's Comp Insurance 773.33

5017 Medical, Dental & Supplemental Benefits 58,485.33

5018 Employment Taxes 18,270.83

5019 Retirement Program 27,662.57

8484 Transit Subsidy Program 120.00

Total 5015 Fringe Benefits 105,312.06

Total 5010 Salaries & Benefits 397,547.05

5020 Professional/Contracted Services

5021 Commuter Assistance Programs

8980 Emergency Ride Home Program 1,116.31

9021 Pik My Kids Expense 29,500.00

Total 5021 Commuter Assistance Programs 30,616.31

5022 IT Support and Maint 1,972.00

5023 Legal Expense 6,688.25

5024 Lobbyist 52,000.00

5025 Consultant/Contractor Services 176,397.73

5027 PSTA 7,120.70
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TOTAL

5028 Payroll Processing 1,212.22

Total 5020 Professional/Contracted Services 276,007.21

5039 Supplies & Materials

5035 Office Supplies 802.38

5036 Computer Software 29,415.55

5037 Office Equipment 1,769.58

5038 Postage 229.05

Total 5039 Supplies & Materials 32,216.56

5040 General Utilities

5041 Telephone 3,516.47

5042 Web Hosting 526.00

Total 5040 General Utilities 4,042.47

5050 Casualty & Liability Cost 5,975.65

5090 Misc/Office Expense

5091 Printing, Advertising, & Marketing 29,077.74

5092 Public Relations/Outreach 627.32

5093 Dues, Publications & Membership 2,678.50

5094 Meetings Expense 2,950.90

5095 Staff Training 2,581.13

5096 Rent 42,705.62

5097 Bank Fees & Licenses 185.39

5098 Travel & Auto Mileage 4,318.80

5099 Employee Functions 429.69

Total 5090 Misc/Office Expense 85,555.09

9000 Projects & Programs

5115 Vanpool-Agency Subsidy 250,627.10

Total 9000 Projects & Programs 250,627.10

Total Expenses $1,051,971.13

NET OPERATING INCOME $480,638.16

NET INCOME $480,638.16



 

ACTION ITEM:  PSTA I-275 Bus on Shoulder Demonstration Project 

 

 

Action:  Recommend approval of the Memorandum of Understanding with PSTA 

 

Staff Resource: Brian Pessaro  

 

 

 

Details: 

• PSTA is participating with FDOT District 7 in a pilot program involving I-275 ramp meters and 

bus on shoulder operations between downtown St. Petersburg and the Gandy Blvd exit. 

• FDOT will install ramp meters at the on-ramps from 38th Avenue and 54th Avenue and has 

agreed to install technology in the ramp meter cabinets that will stop general vehicles from 

entering the interstate when a bus is passing by on the shoulder. 

• FDOT has requested that PSTA buy and install the on-board vehicle technology needed to 

communicate with the cabinet technology, and PSTA has proposed to equip six buses with 

this technology at an estimated cost of $4,000 to $5,000 each. 

• This demonstration project has a potential benefit to TBARTA’s planned Regional Rapid 

Transit since the RRT will operate in the same corridor and could use the same technology. 

• As such, staff wishes to partner with PSTA by paying for the on-board equipment. 

• Under the proposed MOU, TBARTA will contribute up to $30,000 in FTA Section 5307 funds 

from grant FL-2019-015 to PSTA for purchase of the necessary on-board vehicle equipment. 

 

Fiscal Impact: 

Up to $30,000 from federal grant FL-2019-015 

 

Recommendation: 

Recommend that the Governing Board approve the Memorandum of Understanding with PSTA 

 

Attachments: 

Cash Flow Summary for Grant FL-2019-015 

MOU between TBARTA and PSTA for I-275 Bus on Shoulder Project 

 



FY 2018 Section 5307 Capital & Operating Funds (TBARTA)

 FAIN#: FL-2019-015-000

Cash Flow Summary- January 2020

1 2 3 4 5

Line Item 

No.
Description

Total 

Approved 

Budget

Current  

Expenses

Total Prior 

Expenses

Total Exp. to 

Date
Budget  Balance

Project #1  (2 +3)  (1 - 4)

11.16.15 Capital - Rolling Stock - Lease - Replacement Vans $400,000 $109,541.65 $109,541.65 $290,458.35

11.42.07 Computer Hardware $30,000 $7,048.83 $7,048.83 $22,951.17

11.42.08 Computer Software $570,000 $4,589.66 $10,110.66 $14,700.32 $555,299.68

11.46.01 Admin Facilities Lease $150,000 $42,705.62 $67,597.20 $110,302.82 $39,697.18

11.71.06 Third Party Contracts-Legal $200,000 $2,275.00 $70,875.01 $73,150.01 $126,849.99

11.72.11 Force Account-Other $400,000 $30,206.42 $30,206.42 $369,793.58

11.73.00 Contingency (Approximately 5% of total) $180,000 $0.00 $0.00 $180,000.00

11.79.00 Project Administration (Approximately 10% of total) $360,000 $84.09 $3,437.57 $3,521.66 $356,478.34

11.7D.02 Employee Education/Training $32,000 $3,375.68 $3,375.68 $28,624.32

Transit Planning

44.24.00 Metropolitan Planning - Short Range Transit Planning $1,357,734 $0.00 $0.00 $1,357,734.00

Total $3,679,734 $49,654.37 $302,193.02 $351,847.39 $3,327,886.61



MEMORANDUM OF UNDERSTANDING 

between  

TAMPA BAY AREA REGIONAL TRANSIT AUTHORITY 

and 

PINELLAS SUNCOAST TRANSIT AUTHORITY 

 

This Memorandum of Understanding (“MOU”) is entered into between the Tampa Bay Area Regional 

Transit Authority (“TBARTA”) and Pinellas Suncoast Transit Authority (“PSTA”), collectively the 

“Parties” on this ____ day of __________________ 2020 (“Effective Date”). 

WHEREAS, TBARTA is an agency of the State of Florida created to improve mobility and to plan, 

develop, finance, construct, own, purchase, operate, maintain, relocate, equip, repair, and manage public 

transportation projects, such as express bus services; bus rapid transit services; light rail, commuter rail, 

heavy rail, or other transit services in Hernando, Hillsborough, Manatee, Pasco, and Pinellas Counties; 

and 

WHEREAS, PSTA is an independent special district of the State of Florida created to provide 

transportation services throughout Pinellas County; and 

WHEREAS, PSTA is participating with the Florida Department of Transportation (“FDOT”) in a pilot 

project on I-275 involving ramp metering and bus on shoulder operations; and 

WHEREAS, FDOT will be installing ramp meters at the on-ramps to 38th Avenue and 54th Avenue and 

has agreed to install technology in the ramp meter cabinets that will stop vehicles from entering the 

interstate when a PSTA bus is passing by in the shoulder; and 

WHEREAS, FDOT has requested PSTA to buy and install the on-board technology needed to 

communicate with the cabinet technology, and PSTA has proposed to equip six buses with this 

technology at an estimated cost of $4,000 to $5,000 each; and 

WHREAS, this demonstration project has a potential benefit to TBARTA’s planned Regional Rapid 

Transit (“RRT”) since the RRT will be operating in the same corridor and could use the same technology. 

NOW THEREFORE, TBARTA and PSTA, for and in receipt of the mutual promises and consideration 

described herein, mutually agree and express their understanding that: 

1. TBARTA will contribute up to thirty thousand U.S. Dollars ($30,000) toward PSTA’s 

procurement of the necessary on-board technology for the I-275 ramp meter bus on shoulder 

demonstration project. 

2. PSTA will be responsible for the procurement, maintenance and operation of the on-board 

technology. 

3. TBARTA agrees that the not to exceed $30,000 contribution described in Paragraph 1 will be 

paid from grant FL-2019-015 for the procurement of the on-board equipment necessary for 

PSTA’s six buses to participate in the I-275 bus on shoulder demonstration project.  After PSTA 

has paid all invoices for the on-board technology equipment for the six buses for the I-275 ramp 

meter bus on shoulder demonstration project, it shall submit an invoice to TBARTA. TBARTA 

shall pay the invoice in accordance with the Florida Prompt Payment Act, section 218.70, et 

seq, Fla. Statutes.  



4. This MOU shall take effect on the Effective Date and shall expire upon the installation of the on-

board technology by PSTA.  

5. The Parties represent and warrant that they are authorized to enter into this MOU without the 

consent or joinder of any other person or entity and that the individuals executing this MOU have 

full power and authority to bind their respective parties hereto. 

 

APPROVED AND ADOPTED by the Board of Directors of TBARTA on this ____ day of 

_____________ 2020. 

 

FOR TBARTA:      ATTEST: 

 

_____________________________    _____________________________ 

Jim Holton, Chairman      Janet Long, Secretary 

 

APPROVED AS TO FORM: 

 

_____________________________ 

Alan S. Zimmet, General Counsel 

 

 

APPROVED AND ADOPTED by the Board of Directors of PSTA on this ____ day of _____________ 

2020. 

 

FOR PSTA:       ATTEST: 

 

_____________________________    _____________________________ 

Joseph Barkley, Chairperson     Gina Driscoll, Secretary 

 

APPROVED AS TO FORM: 

 

_____________________________ 

Alan S. Zimmet, General Counsel 



 

ACTION ITEM:  TBARTA-USF Master Agreement  

 

Action:  Recommend that the Governing Board waive the competitive bid requirement in 
the procurement manual as it pertains to the University of South Florida (USF) and 
authorize the Executive Director to sign a master agreement with USF for professional 
services. 

 

Staff Resource: Brian Pessaro  

 

 

Details: 

• Chapter 287.057 of the Florida Statutes governs public procurement of commodities and 

contractual services.  Subparagraph (e)(12) exempts services or commodities provided by 

governmental entities from competitive bid requirements.  USF and the Center for Urban 

Transportation Research (CUTR) fall into this category of statutory exemption.  CUTR was 

created in 1988 by the Florida Legislature (334.065, F.S.) and is housed within the College of 

Engineering at USF.  

• TBARTA would like to call upon the transportation research expertise of CUTR.  The first task 

work order would be for the development of a Public Transportation Agency Safety Plan 

(PTASP), which is a new planning document required by the Federal Transit Administration 

(FTA). 

• Although USF and CUTR are statutorily exempt from competitive bid requirements, 

TBARTA’s Procurement Manual does not provide an exception.  It is the opinion of TBARTA’s 

general counsel that the Board has the authority to waive the competitive bid requirements 

of the Procurement Manual for the purpose of a master agreement with USF. 

• PSTA has an almost identical master agreement with USF.  That agreement was not subject 

to competitive bid.  

• The agreement between TBARTA and USF would be for two years.  The agreement states 

that “USF is not guaranteed any certain amount of compensation, work or number of work 

orders.”  

• The approving authority for task work orders would still be subject to the dollar amount 

thresholds specified in the Procurement Manual.  For task work orders greater than or 

equal to $50,000, the Board is the approving authority.  For task work orders less than 

$50,000, the Executive Director is the approving authority. 

 

Fiscal Impact: 

None  

 



 

Recommendation: 

That the Governing Board waive the competitive bid requirement in the Procurement Manual 

as it pertains to USF and authorize the Executive Director to sign a master agreement with USF 

for professional services. 

 

Attachments: 

Research and Technical Assistance Master Agreement with USF 



 

 00147478.DOC 1 

RESEARCH AND TECHNICAL ASSISTANCE 

MASTER AGREEMENT 

 

 THIS MASTER AGREEMENT (“Agreement”), made and entered into this _______ day 

of ________________, 2020, by and between the TAMPA BAY AREA REGIONAL TRANSIT 

AUTHORITY, an independent special district, hereinafter referred to as “TBARTA”, and THE 

UNIVERSITY OF SOUTH FLORIDA BOARD OF TRUSTEES, a public body corporate, 

hereinafter referred to as “USF”. 

WITNESSETH: 

 WHEREAS, TBARTA desires to engage USF to perform certain services on a work order 

basis to be issued subsequent to the execution of this Agreement; and  

 WHEREAS, the Florida Center for Urban Transportation Research (“CUTR”) was 

established at USF pursuant to F.S. 334.065 with responsibilities to include conducting and 

facilitating research on issues related to urban transportation problems in this state and serving as 

an information exchange and depository for the most current information pertaining to urban 

transportation and related issues; and 

WHEREAS, CUTR does not desire to compete with the engineering and business 

consultant industry within TBARTA’s five county jurisdiction, but to provide TBARTA technical 

assistance services in the form of research and developmental studies, within the fields of 

architecture, business, civil and environmental engineering, funding and financing, land use and 

urban design, mobility solutions, planning, project development, public engagement technology 

advancements,  and geographic information systems (hereinafter referred to as “Professional 

Services”), as may be needed by TBARTA during the term of this Agreement; and 

 WHEREAS, USF desires to provide such services in accordance with this Agreement. 
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 NOW THEREFORE, in consideration of the premises and the mutual benefits that will 

accrue to the parties hereto in carrying out the terms and provisions of this Agreement, the Parties 

hereto agree as follows: 

I. GENERAL SCOPE  

A.  The relationship of USF to TBARTA will be that of an independent contractor.  USF, 

through CUTR, will provide the Professional Services required under this Agreement in 

accordance with acceptable professional and ethical standards.  

B.  USF shall work with TBARTA to achieve feasible solutions to problems identified by 

TBARTA and the appropriate approaches or techniques to be used by TBARTA to accomplish 

TBARTA’s objectives as set forth in individual work orders that will be made a part of this 

Agreement upon execution by the Parties.  

C.  The scope of the Professional Services to be provided by USF shall be covered in detail 

in said work order(s).  

II. DEFINITIONS. 

The following terms, when used in this Agreement, shall have the definitions subscribed 

herein.  

A.  SUBCONTRACTED SERVICES. 

Subcontracted services is defined as those services provided by any person, firm or entity 

having a direct contract with USF, or with any other subcontractor for the performance of any part 

of USF’s obligations in providing and performing the Professional Services for which it is 

contractually obligated, responsible and liable under this Agreement and any work order.  

B. HOURLY RATE. 

Hourly rate is defined as the billable rate per hour agreed upon by TBARTA and USF for 

compensation for Professional Services provided as part of hourly rate structured work orders.  
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The hourly rate specific to each work order will be specified upon issuance of each hourly rate 

structured work order.  The hourly rate may include salaries, expenses, and administrative costs as 

determined by USF. 

C.  FIXED PRICE 

Fixed Price is defined as a type of work order in which compensation for Professional 

Services is based upon a fixed fee to be paid upon completion of all tasks as specified in each fixed 

price work order and agreed upon by TBARTA and USF. 

D. REIMBURSABLE EXPENSES. 

Reimbursable expenses are defined as those expenses incurred by USF in the course of 

performing the required Professional Services on each respective work order over and above the 

basic compensation to be received for the Professional Services performed. Any travel expenses 

incurred by USF shall be billed and paid in accordance with section 112.061, Fla. Statutes.  

E. DEPARTMENT. 

Department is hereby defined as CUTR, based at USF within the College of Engineering, 

which TBARTA may wish to contract with for  Professional Services with the University of South 

Florida. 

III. DATA AND SERVICES TO BE PROVIDED BY TBARTA. 

TBARTA shall provide, for each work order, the appropriate plans, records or documents 

and any other data or services required to perform each respective work order. 

IV. TERM OF AGREEMENT. 

The Term of Agreement shall be for two (2) years from date of execution of this Agreement 

or until such time as all outstanding work orders issued prior to expiration of the initial term have 

been completed.   

V. PERFORMANCE OF SERVICE. 
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USF shall begin work promptly upon receipt of a fully executed copy of each respective 

work order.  The specified services shall be completed in accordance with the schedule contained 

in each respective work order.  In the event that the services of USF are delayed for reasons beyond 

USF’s control, the time of performance shall be adjusted appropriately as agreed by both parties. 

VI. GENERAL CONSIDERATIONS. 

A. All original sketches, tracings, computations, details, calculations and other documents 

that result from USF’s services provided under this Agreement shall be considered research and 

may be used by USF or TBARTA and shall be made available to TBARTA, upon request, to 

TBARTA at any time.  Where such documents are required to be filed with governmental agencies, 

USF will furnish copies to TBARTA upon request.  

B.  TBARTA acknowledges that materials cited in paragraph VI-A above that are provided 

by USF are not intended for use in connection with any project or purpose other than the project 

or purpose for which such materials were prepared pursuant to this Agreement.  Any use by 

TBARTA of such materials in connection with the project or purpose other than the use of such 

materials was intended without prior written consent of USF shall be at TBARTA’s sole risk, and 

USF shall have no responsibility or liability thereof. 

C.  Data and/or information collected during the course of this Agreement shall be 

publishable by USF for educational purposes only.  However, pursuant to Section 1004.22(2), 

Florida Statutes (2017), USF shall publish upon demand the title and description of the research, 

name of the researcher, the source and amount of funding, 

VII. COMPENSATION 

A.  TBARTA will compensate USF for Professional Services performed on each work 

order in accordance with a negotiated, lump sum cost or hourly rates agreed upon by the Parties.  
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B.    USF is not guaranteed any certain amount of compensation, work or number of work 

orders, as TBARTA may choose to utilize USF to perform Professional Services during the term 

of this Agreement.   

VIII. PAYMENT FOR PROFESSIONAL SERVICES 

Payment for Professional Services and reimbursable expenses as defined in this Agreement 

shall be made upon presentation of USF’s approved, itemized invoice, accompanied by valid 

receipts for reimbursable expenses claimed by USF in accordance with the Prompt Payment Act. 

IX  RECORDS 

 Records of reimbursable expenses shall be kept on a generally recognized accounting basis 

and shall be made available to TBARTA, or its authorized representative, as required by TBARTA.  

X. PERSONNEL. 

USF represents that it has, or will secure, at its own expense, all personnel required in 

performing the services under this Agreement.  All personnel engaged in performing the 

Professional Services shall be fully qualified and shall be authorized or permitted under state and 

local law to perform such services.  No person who is currently incarcerated in a penal or 

correctional institution shall be employed or work under this Agreement.  

XI. SUSPENSION, CANCELLATION OR ABANDONMENT 

A.  TBARTA or USF may cancel or terminate this Agreement without cause upon thirty 

(30) days’ written notice to the other party.  Upon cancellation or termination hereof, USF shall 

immediately cease work herein and shall be compensated for Professional Services rendered up to 

the time of such cancellation or termination and performed in accordance with this Agreement, on 

a quantum meruit basis, and TBARTA shall have no further financial obligation to USF. 

B.  TBARTA may suspend or abandon any individual work order issued in accordance 

with this Agreement; and in such event, USF shall be given thirty (30) calendar days’ prior written 
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notice of such action and shall be compensated for Professional Services provided up to the date 

of suspension, cancellation or abandonment and performed in accordance with this Agreement, on 

a quantum meruit basis, as mutually agreed upon by the parties.  

XII. INDEMNIFICATION 

TBARTA will be responsible for any loss, claim, or demand arising from any injuries or 

damages directly resulting from TBARTAs negligence or willful misconduct; failure to comply 

with applicable government requirements; or breach of this Agreement.  To the extent of its limited 

waiver of sovereign immunity pursuant to F.S. §768.28, Florida Statutes, USF agrees to be 

responsible for actual damages that are attributable to the negligent acts or omissions of USF and 

its officers, agents, and employees acting within the scope of their employment by USF.  This 

statement shall not be construed or interpreted as consent by USF to be sued other than as provided 

by Florida law.  USF maintains comprehensive general liability protection with limits of coverage 

of two hundred thousand dollars ($200,000) per person, three hundred thousand dollars ($300,000) 

per occurrence, pursuant to the terms and limitation of §768.28 and chapter 284, Part 2, Florida 

Statutes. 

XIII. INTEREST OF TBARTA. 

No member of the TBARTA Board of Directors nor any other officer, employee, or agent 

of TBARTA who exercises any function or responsibility in connection with any work order 

undertaken pursuant to the terms of this Agreement shall have any personal interest, direct or 

indirect, in this Agreement.  

XIV. INTEREST OF USF 

 USF covenants that it will follow its established conflict of interest policies and processes 

for research projects arising from any work orders. 

XV. COMPLIANCE WITH LAWS 
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 A.  USF and TBARTA shall comply with the applicable requirements of the laws of the 

State of Florida, all applicable codes and ordinances, and all applicable rules and regulations.  

 B.  When the work order involves EPA grant-eligible work, TBARTA and USF agree that 

the provisions of 40 CFR Part 30, shall become part of this Agreement through that particular work 

order as if the regulation was included and that such provisions shall supersede any conflicting 

provisions of this Agreement for the work performed under said work order. 

 C.  For work orders involving work under other federal or state grants, TBARTA and USF 

shall review and approve the applicable required provisions or any other supplemental provisions 

as may be included in each respective work order.  

XVI. EQUAL EMPLOYMENT. 

During the performance of this Agreement or any work order performed hereunder, USF 

shall continue to maintain its well-established policies and practices related to diversity, inclusion 

and equal opportunity.  

XV.      RELATIONSHIP OF PARTIES 

 A.  TBARTA has retained USF as an independent consultant to provide Professional 

Services for specific work as described in the various work orders that may be assigned under this 

Agreement, and this Agreement shall not be construed so as to constitute USF or its employees or 

subcontractors as an agent, representative or employee of TBARTA.  USF shall use its professional 

expertise to protect the interests of TBARTA and shall assume toward TBARTA a professional 

relationship of trust, confidence and fair dealing. 

 B.  Nothing contained in this AGreement shall be deemed to create a partnership or joint 

venture relationship between TBARTA and USF. 

 C.  USF certifies its understanding that TBARTA is not required to withhold any federal 

income tax, social security tax, state and local tax, to secure workers compensation insurance or 
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liability insurance of any kind or to take any action of any kind with respect to the insurance or 

taxes of USF or its employees. 

XVII. ENTIRE AGREEMENT 

 This Agreement and any work order represents the entire agreement between TBARTA 

and USF with respect to the subject matter of this Agreement as described herein and supersedes 

all prior negotiations, understandings, representations or agreements, written or oral. 

XVIII. NOTICES 

 Any notices required and made pursuant to this Agreement shall be in writing and shall be 

given by electronic mail addressed to the following representative of TBARTA and USF: 

Tampa Bay Area Regional Transit Authority:  University of South Florida: 

David Green, Executive Director    Keith Anderson 

4350 West Cypress, Ste 700     Division of Sponsored Research 

Tampa, Florida  33607     3650 Spectrum Blvd., Ste 160 

        Tampa, Florida  33612 

With a required copy to: 

Alan S. Zimmet, General Counsel 

Bryant Miller Olive 

One Tampa City Center, Suite 2700 

Tampa, Florida 33602 

XIX. APPLICABLE LAW VENUE 

 This Agreement shall be governed by the laws or rules and regulations of the State of 

Florida, without regard to Florida provisions for conflict of laws.  The parties stipulate that venue 

for any action relating to this Agreement or work orders hereunder shall be in the state courts in 
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and for Hillsborough County, Florida or for a federal action, in the U.S. District Court, Middle 

District of Florida, Tampa Division. 

XX. AMENDMENT 

 This Agreement and any work orders may only be amended by a written instrument duly 

executed by TBARTA and an authorized representative of USF. 

XXI. USE OF NAME & LOGO 

 Neither Party shall use the name or logo of the other party without prior written approval. 

 

 IN WITNESS WHEREOF, the parties hereto have executed this Agreement on the date 

first above written. 

ATTEST:       TAMPA BAY AREA REGIONAL TRANSIT 

AUTHORITY 

 

By:___________________________  By:_______________________________________ 

CLERK      DAVID GREEN, EXECUTIVE DIRECTOR 

 

     UNIVERSITY OF SOUTH FLORIDA 

 

     By: ______________________________________ 

      USF BOARD OF TRUSTEES 

      A PUBLIC BODY CORPORATE 

APPROVED AS TO FORM 

 

___________________________________    



 

 00147478.DOC 10 

TBARTA’S GENERAL COUNSEL 

___________________________________ 

GENERAL COUNSEL 

UNIVERSITY OF SOUTH FLORIDA 



 

 

INFORMATION ITEM:  Task Work Order to CUTR for a Public Transportation Agency Safety 

Plan 

 

Staff Resource: Brian Pessaro  

 

 

Details: 

• In July 2018, the Federal Transit Administration (FTA) published the Public Transportation 

Agency Safety Plan (PTASP) Final Rule, which requires certain operators of public 

transportation systems that receive federal funds to develop safety plans that include a 

Safety Management Systems (SMS).  The compliance deadline is July 20, 2019. 

• Pending Board approval of the TBARTA-USF Master Agreement, TBARTA would like to issue 

a Task Work Order to CUTR for the development of its PTASP. 

• CUTR has prepared a scope of work and budget in the amount of $44,119.13.  

• The scope of work calls for the development of a PTASP that includes all of the elements of 

a SMS (e.g., the inclusion of a non-punitive Employee Safety Reporting System) as well as a 

one-day training session related to the PTASP and SMS requirements. 

• The work will be funded from TBARTA’s G1C04 state operating grant.  

 

Fiscal Impact: 

$44,193.13 will be expended to complete the safety plan. 

 

Attachments: 

Scope of Services: Tampa Bay Area Regional Transit Authority Public Transportation Agency 

Safety Plan/Safety Management System 

 

 



TBARTA Public Transportation Agency Safety Plan 

Scope of Work 

This scope of work is intended to provide TBARTA a certified Public Transportation Agency Safety Plan 

(PTASP) by July 20, 2020 that meets the Federal requirements in 49 C.F.R. Part 673. This scope of work 

covers TBARTA’s commuter vanpool service, which is the only transit service that TBARTA currently 

provides, and TBARTA’s administrative staff. 

TBARTA BACKGROUND 

The Tampa Bay Area Regional Transit Authority (TBARTA) was created by the Florida Legislature in 2017. 

Its service area includes five counties: Hernando, Hillsborough, Pasco, Pinellas, and Manatee. TBARTA 

was originally created in 2007 as a transportation authority but was re-designated, and re-named, in 

2017 as a transit authority. It employs 11 administrative staff. TBARTA is in the process of developing its 

first Regional Transit Development Plan (RTDP), and it is a sub-recipient of Federal Transit 

Administration (FTA) Section 5307 funds. It receives its 5307 funds from Pinellas Suncoast Transit 

Authority (PSTA). TBARTA is currently going through the process of becoming a direct recipient.  

Although TBARTA does plan to operate fixed route bus service in the future, the only transit service that 

it currently provides is commuter vanpool service. This service is provided through a contract with 

Commute Enterprise. TBARTA helps to organize new vanpools via its ridematch database and via 

account executives who work directly with employers. Once a sufficient number of riders commit to the 

vanpool, TBARTA refers them to Commute Enterprise. Three Enterprise employees work out of the 

TBARTA office. The vanpool drivers are not paid drivers. They are members of the vanpool. Enterprise 

conducts a motor vehicle record check of the driver, has the driver sign the lease, and provides the 

driver an orientation of the van. Enterprise provides all maintenance of the vans (e.g. preventative 

maintenance, recall, unscheduled repairs). Because each vanpool receives a $400 monthly subsidy using 

FTA Section 5307 funds, Enterprise provides to TBARTA on a monthly basis the data it needs for entry 

into the National Transit Database. This includes data such as unlinked passenger trips, vehicle revenue 

hours, vehicle revenue miles, as well as any accident reports. 

PUBLIC TRANSPORTATION AGENCY SAFETY PLAN BACKGROUND 

The FTA published the Public Transportation Agency Safety Plan rule (49 C.F.R. Part 673) on July 19, 

2019. The rule applies to all operators of public transportation systems that are recipients and sub-

recipients of FTA grant funds. Transit operators must have their safety plan in place no later than July 

20, 2020. Transit agencies will be required to self-certify that they have a PTASP that meets the 

requirements of this rule, and FTA will use the triennial review process to assess compliance. The rule 

states that the plan must establish a Safety Management System (SMS), which the FTA describes as a 

comprehensive, collaborative approach to managing safety. Because TBARTA is a new transit authority, 

it does not have a SMS in place.  

Task 1: Safety Assessment 

This task is focused on documenting the existing procedures that Enterprise has in place for ensuring 

safe operation of the commuter vanpool program as well as conducting a hazard analysis for TBARTA 

administrative staff. It is assumed that this task will involve travel to the TBARTA office in order to 

conduct interviews with TBARTA and Enterprise staff.  



Task 2: Safety Management System Development 

This task calls for the development of a Safety Management System that includes the following 

elements: Safety Management Policy as described in §673.23; Safety Risk Management as described in 

§673.25; Safety Assurance as described in §673.27; and Safety Promotion as described in §673.29. This 

task also includes the development of safety performance targets for the commuter vanpool program. 

Task 3: Public Transportation Agency Safety Plan 

Based on the results of Task 1 and Task 2, the Consultant will develop a Public Transportation Agency 

Safety Plan that meets the requirements of 49 C.F.R. Part 673.  



 

ACTION ITEM:  Commuter Vanpool Services Contract Amendment 

 

Action:  Recommend Approval of the First Amendment to the Agreement for Commuter 
Vanpool Services with Enterprise Leasing Company of Florida, LLC. 

 

Staff Resource: Cyndi Raskin, Director of Commuter Services 
  

 

Details: 

• On June 22, 2018, the Board of Directors approved a contract with Enterprise Leasing 
Company of Florida, LLC for the provision of commuter vanpool services. 

• The agreement was structured with a two-year base term beginning July 1, 2018 and 
includes options to renew for three additional one-year periods. 

• The base term will expire on June 30, 2020.  Staff is fully satisfied with Enterprise’s 
performance and would like to exercise the first renewal option, extending the agreement 
through June 30, 2021. 

• The contract amendment also provides clarity and detail regarding reporting requirements, 
including: 

o Vanpools must report their mileage to be eligible for the $400 subsidy. 

o Vanpools must meet an average 50% occupancy each month to be eligible for the 
subsidy, but receive a 60-day grace period to find additional riders, if necessary. 

o Enterprise must provide National Transit Database (NTD) reports to TBARTA by the 20th 
of each month, and the annual report by November 15 each year. 

o Enterprise must provide TBARTA with a monthly vehicle detail report including vehicle 
make, model, model number, model year, seating capacity, and mile traveled, by the 
20th of each month. 

o Enterprise will only request subsidies for vans meeting the reporting and capacity 
requirements, and will submit the invoice by the 20th of each month. 

• Other provisions being updated include TBARTA’s Records Custodian, the venue for any 
action arising between the parties, and TBARTA’s person to whom notices are sent.   

 
Fiscal Impact:  
No change.  The subsidy remains $400 per month per vehicle.  Projected expenses were 
approved in the FY2020 operating budget. 
 

Recommendation: 

Recommend Approval of the First Amendment to the Agreement for Commuter Vanpool 

Services with Enterprise Leasing Company of Florida, LLC.  

 



 

Attachments: 

• First Amendment to Agreement for Commuter Vanpool Services 

• Attachment A – Services as provided for in Enterprise’s Proposal submitted in response to 
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Statement of Non-Binding Nature 

Statement of Non-Binding Nature, Bidder Party and Rental Providers 

This document and subsequent communications are proposals only and should be 
considered non-binding until a final agreement may be reached. The terms of any final 
agreement will be subject to further negotiations between the parties and not completed 
until incorporated into a written agreement executed by both parties. Any verbal or 
written undertaking prior to a final executed agreement will have no legal effect and any 
reliance upon the same is disclaimed by recipient. The information and data provided in 
this bid are reflective of Enterprise Leasing Company of Florida, LLC, and its Affiliates 
(“Enterprise Holdings”) to provide an overall picture of our organization as a whole, who 
we are, and how we operate, including, among other things, our financial strength, 
employment practices and policies, diversity and environmental stewardship, and 
sustainability initiatives. However, in the event we are the successful bidder, the 
agreement will be entered into by Enterprise Leasing Company of Florida, LLC. Vehicle 
rentals under the agreement would be provided by affiliates of Enterprise Leasing 
Company of Florida, LLC. 

Statement of Offer 

Offer is firm and valid 120 days from May 18, 2018. 

Trademark and Copyright Information 

National Car Rental, Enterprise Rent-A-Car, Alamo Rent A Car, Emerald Club, 
Enterprise Truck Rental, Enterprise Rideshare, Enterprise CarShare, Zimride, and all 
associated features, processes, logos, phone numbers, websites, and promotional 
programs and/or phrases in any language or format are registered trademarks of their 
respective companies and Enterprise Holdings, which hold copyrights where applicable. 

These registered trademarks and copyrights, whether marked or unmarked, may not be 
infringed upon or reproduced without the express written consent of Enterprise Holdings 
and its subsidiaries. 

For more information, please visit our website, enterpriseholdings.com. 

Copyright 2018 Enterprise Holdings. All rights reserved. 

http://www.enterpriseholdings.com/
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Transmittal Letter 

May 18, 2018 

Susan Ebner 
Office and Financial Administrator 
4305 W. Cypress St., Suite 700 
Tampa, FL 33607 

RE: RFP for Regional Commuter Vanpool and Van Lease Program 

Dear Ms. Ebner, 

On behalf of Enterprise Leasing Company of Florida, LLC, d/b/a Enterprise Rideshare 
and Enterprise Rent-A-Car—a privately held corporation—I am pleased to present this 
proposal response for TBARTA’s Commuter Vanpool and Van Lease Program.   

Enterprise Rideshare is the best solution for TBARTA’s request for proposal. We 
provide a quality service in which customer satisfaction is our driving force. We will bring 
the following expertise to support and grow your vanpool program, including: 

• fleet maintenance and management. • driver support.

• invoicing and fare collection. • National Transit Database reporting.

• marketing. • other turn-key services.

As always, our customer service is available 24 hours a day, seven days a week — and 
locally at any Enterprise branch. This level of on-the-ground service cannot be beat, and 
TBARTA’s vanpoolers can drive without worry, knowing that maintenance and other 
support is less than 15 miles away at almost any point in TBARTA’s service area. 

We know that many commuters in the area are searching for a way to save more 
money traveling to work without sacrificing comfort or convenience. Enterprise 
Rideshare uses our financial backing to give vanpoolers better vehicles for less cost.  

Our local sales team has unprecedented access to employers that they call on every 
day. Coupled with our quality marketing strategies and our unique ability to advertise in 
local rental branches, more people will hear about vanpooling and will be excited to sign 
up.  

We certify that the information and data submitted is true and complete to the best of 
our knowledge. Enterprise Holdings does not qualify as a MBE, WBE, or DBE 
corporation. 

Please contact us or anyone on our team if you have any questions. We look forward to 
a longer and increasingly fruitful partnership with TBARTA. 

Sincerely, 

Kevin Moore Robert Medina 

Vice President & General Manager Sales Director 

813-261-8059 Office  813-261-8067 Office 

kevin.a.moore@ehi.com robert.l.medina@ehi.com 

mailto:kevin.a.moore@ehi.com
mailto:robert.l.medina@ehi.com
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Mandatory Elements 

1. The Proposer has no conflict of interest with regard to any other work
performed by the Proposer. (Appendix N.)

As a mandatory element of this RFP, Enterprise Leasing Company of Florida, LLC, 
henceforth referred to as “Enterprise Rideshare” or “Rideshare” for purposes of this 
RFP, confirms that it has no conflict of interest with regards to any other work performed 
by Enterprise for TBARTA.  

2. The Proposer has adhered to the instructions in this RFP on preparing and
submitting the Proposal, and has included all required information, forms
and appendices (Sections 1.4, 1.13, 1.15, 1.22, and 4.9).

Yes. This RFP response is prepared and submitted with the best intention to adhere to 
the instructions in this RFP.   
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Section G. Professional, Technical, User Fee Qualifications 

1. OPERATIONS – Proposed Approach to Providing Vanpool Services

Ownership and Operation of Vanpool Fleet 

The Rideshare division of Enterprise Holdings has become a national leader in 
providing best-in-class vanpool services and programs to individual vanpool groups, 
employers, and municipalities. We give vanpoolers an easy and convenient method to 
get to work, backed by a broad fleet, extensive location network, and 24/7 customer 
service — producing the most hassle-free vanpooling environment possible.  

Enterprise’s goal is to be your partner and determine the best ways to market, promote, 
and grow the program. We will meet with the TBARTA Vanpool Program and map out 
exactly where the greatest need is and then create a plan and benchmarks to grow the 
program in those areas. With this in mind, Enterprise Rideshare will own, maintain, 
license and insure the vanpool vehicles and perform all administrative tasks needed for 
this program. 

Enterprise Rideshare’s Impact 

Enterprise is the fourth largest transit operator in the United States, based on passenger 
miles traveled. Enterprise Rideshare impacts our customers, end-users, and their local 
environments in many ways:  

• Reduced miles traveled by 2,439,360,000

• Saved commuters $1,285,891,200

• Reduced emissions by 1,927,794,437 pounds.

We can assess TBARTA’s program to provide the impact the program has on Tampa 
Bay area as well. We are happy to negotiate how and when this type of assessment can 
be completed, however, we recommend an analysis on at least an annual basis. We will 
be providing an online “dashboard” - discussed later in this proposal - that will give 
TBARTA the ability to see statistics for the program on a real-time basis illustrating 
items such as carbon emissions reduced, financial impact and much more. 

1.a Description of vans (proposed make, model and color)

Vehicle Provision 

Enterprise Rideshare has the fleet capabilities to provide TBARTA with the appropriate 
fleet to sustain and grow vanpool efforts in the Tampa region.  

Enterprise has more vehicles of various makes and models than any other provider in 
the seven to 15 passenger seating capacity. This allows riders to arrive to work in nearly 
any vehicle they desire that is approved by TBARTA and complies with any imposed 
regulations. 

Rideshare ensures all vanpool vehicles are inspected, licensed, and registered in 
accordance with all federal, state, and local laws. We send registration stickers at no 
charge by certified mail directly to the vanpool coordinator to affix to the vehicle, so 
there is no waiting at a DMV for vanpool registration.  
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Furthermore, as Federal Motor Vehicle Safety Standards (FMVSS) are updated 
annually, the size and flexibility of our fleet allows us to respond to and address any 
safety issues, such as recalls, faster than any other provider. We will comply with the 
vehicle specifications in regard to factory and converted vehicles as set forth in the 
RFP. Each vehicle will be rented directly to the van coordinator or driver and the groups 
will maintain at least one backup driver. All operating and training manuals will be 
provided to the group upon paperwork execution and van delivery.  

Enterprise Rideshare agrees to deliver vehicle(s) not later than thirty (30) days after the 
effective date of a fully executed driver/coordinator agreement based on the availability 
of vehicles and needs of the group. 

Vehicle termination will be conducted on the standard 30 days’ notice. 

Enterprise will procure and rent vehicles to vanpool groups directly based on their 
needs and in coordination with the TBARTA program requirement. 

Due to our manufacturer relationships, we are able to obtain Buy America compliant 
vehicles as they become available and as they are needed by TBARTA. 

Our fleet includes, but is not limited to: 

Crossovers SUVs Minivan Large Van 

Nissan 
Pathfinder 

Chevy 
Tahoe 

Toyota Sienna Ford Transit 

GMC Acadia 
GMC 
Yukon 

Nissan Quest 
Chevy 

Express 

Dodge 
Durango 

Ford 
Expedition 

Dodge Grand 
Caravan 

Our vehicles are equipped with overhead lights in the middle and rear of each vehicle. 
Vehicles also include rear heat and air-conditioning as equipped by the manufacturer. 

Other equipment varies based upon the vehicle model and amenities. 
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Additional Optional Customizable Equipment 

For those vanpoolers that prefer more comfortable commutes, Enterprise gives our 
customers the option to customize their vehicles with industry-exclusive offerings as 
well. 

• Power Ports for Individual Seats: Powers laptop computers, mobile devices,
DVD players, and more to do work on the go.

• Satellite Radio Service: Plays a wide range of music and other radio stations
with limited commercial interruption to accommodate every taste.

• In-Vehicle Wi-Fi Service: Allows vanpoolers to use Internet applications during
the entire commute to watch videos or work in the cloud.

Any potential charges for these options can be discussed as we move through the RFP 
process and are ultimately passed on to the end user. 

Van Color 

Our vehicles can come in a variety of colors. We can provide vehicles to TBARTA in 
white, gray/silver and black or any other single color as requested by the transportation 
authority. We encourage the implementation of neutral colors such as gray, silver and 
black into the fleet as these are the options our participants request the most.  

ADA Accessible Vans 

Upon request, Enterprise Rideshare can modify a vehicle to accommodate a passenger 
with disabilities. These modifications include:  

• Removing the seat nearest the side door of the vehicle.

• Providing telescoping ramps so that a wheelchair can be rolled into the vehicle.

• Installing tie-downs on the vehicle floor so the wheelchair can be secured safely
and used by the passenger as a seating position.

• Adding hand-controlled accelerator and brakes, steering knobs, or pedal
extensions.

• Adding grab bars for entering and exiting the vehicle.

There is no additional cost to the monthly vanpool rental rate to perform modifications to 
meet ADA requirements as listed above. More extensive modifications, e.g., wheelchair 
lifts, can be made to a vehicle at TBARTA’s request. However, the additional costs 
would be passed on to TBARTA. 

We take every ADA request on a case by case basis, assessing the exact needs of the 
group and accommodating them. If an increasingly extensive modification is required, 
Enterprise will provide the options to TBARTA and the group. Cost allocations between 
Enterprise and TBARTA will be agreed upon by both parties before the vehicle is put 
into service. 

We are currently assessing options to rent or lease vehicles directly from ADA specific 
providers in the case of a group requesting an extensive conversation such as 
wheelchair lifts or ramps. This relationship will provide ADA vehicles at an efficient price 
point and lease terms congruent with typical vanpool provision options. This will open 
up options for vanpool groups and allow compliance with typical vehicle delivery 
timeline of 30 days from the execution of paperwork.
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Facts about ADA requests and utilization under Enterprise Rideshare: 

• In 2017, we successfully responded to five requests for reasonable
accommodation. These requests included the installation of grab-bars or running
boards and the provision of a wheelchair lift.

• Enterprise Rideshare manages 47 projects across the United States that require
us to provide an ADA equipped vehicle upon request. We currently have three
ADA equipped vans on rent with private customers and an additional 82 ADA
equipped vans on rent with Human Service Agencies.

Vehicle Delivery to Vanpoolers 

All delivery logistics will be handled by Enterprise Rideshare. We ensure that a checklist 
is completed for a new vanpool, pre-delivery, delivery, and post-delivery.  

Upon delivery, we inspect the vehicle with the vanpool coordinator, approved drivers, 
and any other participants in attendance. Additionally, our expert vanpool delivery team 
will conduct a thorough orientation and answer any questions the participants may 
have. We will address: 

• Vehicle concerns that the group may have. Full vehicle inspection is conducted in
the presence of and with the group coordinator. All concerns are noted and logged
using a vehicle delivery details information sheet.

• Gas card provided (if applicable).

• Maintenance schedule, payment schedule, insurance parameters and vehicle
features are reviewed.

• Roadside Assistance program is explained.

• Appropriate local contact points and customer service information is provided and
left with the group.

Registration, Licensing and Titling 

Rideshare ensures all vanpool vehicles are titled, inspected, licensed, and registered in 
accordance with all federal, state, and local laws. We send registration stickers at no 
charge by certified mail directly to the vanpool coordinator to affix to the license plate. 
Any fees are built into our rate structure. 

Loaner Vehicles 

In the event of a breakdown or accident, Enterprise Rideshare provides quick delivery 
and service through our ability to dispatch vehicles from one of our locations in the 
Tampa Bay service area. Because we can quickly reach most groups, a vanpool will 
never be left stranded for hours waiting for a loaner to arrive. We prefer providing a 
loaner vehicle when necessary, rather than leaving a vehicle sitting for use as needed.  

We can dispatch emergency transportation 24 hours a day, seven days a week. The 
average response time for replacement vehicle delivery is approximately 30 
minutes. We do not tow replacement vehicles; substitute vehicles are driven to the site 
of the disabled vanpool.  
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Buy America 

Again, because of our manufacturer relationships, we are able to obtain Buy America 
compliant vehicles as they become available. We have multiple options in the seven to 
15 passenger vehicle size range that meet the requirements and offer the participants a 
wide variety of options as discussed previously. 

Our only expectation would be that policy be applied equally across all providers if the 
program results in a multi-vendor (non-exclusive) environment. In the event a 
manufacturer changes their build procedure, or if no certified manufacturer can be 
found, Enterprise will aid TBARTA in requesting a waiver. 

1.b Insurance coverage and limits

The cost of liability coverage provided to the vanpool groups and damage waiver for the 
vehicle is included in the monthly rates of vanpools. Enterprise can provide the following 
insurance limits for TBARTA. Please note that these coverages do not apply to the 
vanpool drivers: 

Type of Coverage Limits of Coverage 

Worker’s Compensation and Disability 
Benefits 

Statutory 

Employer’s Liability or Similar Insurance $1,000,000 each occurrence 

Automobile Liability (owned and non-
owner), Bodily Injury, And Property 
Damage 

$1,000,000 aggregate 

$1,000,000 each occurrence 

Commercial General Liability Including 
broad form contractual Liability products / 
completed Operations, Bodily injury and 
Property Damage 

$2,000,000 aggregate 

$1,000,000 each occurrence 

Enterprise Rideshare will maintain the following insurance for the vanpool drivers: 

Type of Coverage Limits of Coverage 

Commercial Automobile Liability Insurance 

$1,000,000 Combined single limit 

Required State Minimum Uninsured 
Motorist Coverage 

Required State Minimum Underinsured 
Motorist Coverage 
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If a vanpool vehicle is used or operated for any purpose other than; the following, 
TBARTA will, at its own expense, obtain and maintain insurance coverage for third party 
bodily injury and property damage in the amount of $250,000 combined single limit per 
claim and required state minimum uninsured motorist coverage and required stated 
minimum underinsured motorist coverage. 

• Commute to or from the vanpool driver’s regular workplace location, which shall
include picking up and dropping off of other passengers;

• Movement of vehicle to a maintenance or repair facility

• Movement of vehicle to a CONTRACTOR location for replacement or return, or

• Movement to a refueling or car wash facility in the normal course of a commute

Enterprise builds the cost of insurance into the rate structure, creating a simplified 
program for TBARTA and its vanpoolers with a $0 deductible for the groups. 

All claims are handled by Enterprise. 

As a requirement of our insurance coverage, all vanpool drivers must be approved by 
Rideshare prior to being insured or indemnified by Rideshare or its insurers. In addition, 
all drivers must complete a Rideshare Driver Application and Agreement. Sample 
contracts are available at enterpriserideshare.com and are included in the Exhibits 
section of this RFP. 

All insurance coverage provided by Enterprise Rideshare is contingent upon the terms 
of the Rideshare agreements, which vary by state.  

1.c Maintenance Facilities and Procedures

Enterprise will ensure maintenance and repair is performed regularly on the TBARTA 
vehicles covered in the scope of an agreement between Enterprise Rideshare and 
TBARTA. 

Rideshare Operating Systems (ROS) Maintenance Procedures 

Enterprise Rideshare keeps an extensive database of 
maintenance files and records. When vehicles reach a certain 
age or mileage, our system automatically flags them for 
maintenance. 

Vanpools are provided with Enterprise Rideshare maintenance 
cards. The coordinator simply presents the card when taking the 
vehicle to an authorized shop. The maintenance facility is 
required to call Enterprise to provide maintenance details and 
current mileage. All repairs and maintenance to the vehicles are 
approved by ASE-certified technicians at Enterprise’s National Service Department. 
These technicians have access to full vehicle maintenance histories and manufacturer 
recommended services. This ensures that the right maintenance is performed at the 
right time, keeping your vanpools on the road longer. 

Past-due service reminders are sent to vanpool coordinators from data collected by our 
National Service Department. Additionally, direct telephone contact is made to verify 
that a Rideshare vehicle has been taken for preventive maintenance.  

http://www.enterpriserideshare.com/
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Enterprise Rideshare’s maintenance system is seamless and requires no involvement 
from TBARTA. Because everything is billed directly to Enterprise, there is no need for 
additional reimbursement steps.  

Preventive Maintenance 

Our maintenance procedures are designed to ensure the vehicles being driven by your 
vanpoolers are always operating safely and in accordance with all laws, standards, and 
regulations. The maintenance provided covers all aspects of vanpool vehicle upkeep: 

• Preventive Maintenance: Our Rideshare Operating Systems monitor vehicle
mileage and alert the vanpool coordinator by email of any required routine
maintenance two weeks before the due date. Automatic reminders are sent one
week prior and on the due date if maintenance has not been completed.

• Warranty or Recall Maintenance: Our operating systems are linked to
manufacturer data feeds to ensure we are alerted to any manufacturer mandated
recalls or maintenance. In addition, our fleet size and local infrastructure allow us
to respond to recalls faster than any other vanpool provider.

• Unscheduled Repairs: Unscheduled repairs can be performed at any authorized,
local maintenance facility at no extra cost to the vanpool participants.

Our maintenance practices create a seamless system that reduces vanpooler 
responsibility, while increasing efficiency and our ability to meet maintenance deadlines. 
The result is safer, better-maintained vehicles, as well as increased convenience and 
comfort for your vanpoolers. 

Maintenance Policies 

Enterprise has an established network of hundreds of servicing and repair shops across 
the state. These facilities include dealerships, Firestone, Goodyear, Sears Auto 
Centers, and a large number of independent shops. This network allows for local 
servicing. Your vans will never have to travel more than a few miles for scheduled 
service and repairs. 

Groups will have a listing of repair facilities placed in their vehicle as well as have 
access to the list of certified vendors in their area via their ROS account. A list of 
maintenance and repair vendors can be found in the Exhibits provided with this RFP. 

Minor repairs that can be performed through mobile vendor service, such as windshield 
repair or replacement, can be completed where a van is parked. 

For other repairs, drivers or coordinators are responsible for taking the vehicle to a 
repair facility. 

Factory Recall 

By maintaining a database of our vehicles in our Rideshare Operating System (ROS), 
any vehicles under recall are flagged. We automatically call and email the driver of the 
vanpool to inform them of necessary repairs. 
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Emergency Roadside Assistance 

Enterprise Rideshare has an enormous advantage over our competitors with the 
Roadside Assistance program. In the event of a vehicle breakdown, time is of the 
essence. We have discovered that the two biggest factors in roadside assistance 
response time are:  

• The distance between the replacement transportation and the vanpool vehicle

• How the replacement vehicle is transported (driven or towed)

One of our greatest advantages is that we have 74 locations and more than 1,900 full 
and part time employees in the area that can respond to a breakdown almost 
immediately. Replacement transportation will be driven, not towed to the vanpoolers 
and will typically come from a location less than five miles from the breakdown. 

Roadside Assistance is available 24 hours a day, seven days a week — through either 
our local or after-hours services. Instructions for contacting Roadside Assistance are 
located in the glove box. Vanpool groups are financially responsible for any negligence-
related acts, such as running out of gas or locking keys inside the vehicles. 

1.d Maximum and Minimum Mileage Limits

Vehicle Life Cycle 

Enterprise Rideshare purchases new, zero-mileage vehicles straight from the 
manufacturers to keep our customers in cleaner, trendier ways to get to work. We 
refresh our smaller vehicles at or before 40,000 miles, with larger vans being replaced 
between 60,000 and 100,000 miles. This shorter lifecycle results in lower maintenance 
costs and safer vehicles for our customers. 

Disposal (Selling) of vans taken out of service 

When it is time for us to retire a vehicle or remove a vehicle from service, we will contact 
the primary driver to let them know about the scheduled vehicle exchange and details of 
the process. 

Enterprise has both a local and national network of experts to sell our vehicles across 
all available channels. Our resources and knowledge of reselling allow us to get higher 
returns in a timely manner. 

We earn the highest resale value for our used fleet. More than 800 Enterprise 
remarketing managers across the country pursue the best prices for our vehicles at 
retail outlets, wholesalers, franchise dealers, and auctions nationwide. 

Our vanpool customers will benefit from lower rates based on our upfront buy on 
vehicles and maximum resale value.  
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1.e Driver Eligibility (age, driving record, etc.)

Volunteer Driver Requirements, Selection and Safety 

We understand the value of drivers who are safe, reliable, and pleasant — this makes 
for a happier and more relaxed trip for the entire vanpool. That is why Rideshare takes 
our driver selection process very seriously. All drivers will be required to complete and 
submit an application and be approved in writing prior to operating the vehicle. Once the 
signed agreement is received, our systems automatically run a full MVR and checks it 
against the underwriting criteria listed below. Only drivers that have been approved in 
writing are authorized to drive the vanpool vehicles. We will be the primary point of 
contact for this process and there will be no additional work on behalf of TBARTA for 
the provision of this service by Enterprise. 

If there are no other requirements for the state or program, the driver applicant can 
receive an email response in as little as two minutes. If other requirements exist, such 
as medical exams or Driver Training, the driver applicant will receive an email indicating 
what the next steps are to become approved.  

To meet our underwriting 
requirements, vanpool drivers 
must: 

• Possess a valid U.S. driver’s
license for at least five years.

• Be 25 years of age or older.

• Have no more than two
moving violations and/or at-
fault accidents in the
previous three years and no
more than four moving
violations and/or at-fault
accidents in the previous five
years.

• Have no major automobile-related convictions in the past five years (e.g., driving
under the influence of alcohol or drugs, failure to stop and report an accident,
driving while license is suspended or revoked, reckless driving, etc.).

• Meet and comply with any laws and criteria required by the state where the
vanpool is operated (e.g., medical requirements, drug screen, etc.).

Drivers must report any changes in their motor vehicle registration or licensing status 
that may affect their eligibility as approved vanpool drivers. Our systems automatically 
re-run driving records annually and upon license expiration to verify that drivers 
continue to meet the aforementioned standards. To share the responsibility of driving 
and to ensure that a vanpool is never left without an authorized driver, we encourage at 
least a few riders in each vanpool to become drivers. There is no additional cost to add 
drivers to a vanpool. Our vehicles are supplied with our standard primary liability 
insurance.  

We do not perform credit checks on our drivers or riders, reducing barriers to entry and 
increasing the amount of people that can participate. 

Drivers are not required to have personal insurance. 
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Driver Application 

Enterprise Rideshare provides the industry-exclusive ability for applicants to apply 
online, so that they can save time and eliminate paperwork. All drivers will be required 
to complete and submit an application through our website. 

1.f Driver Training

Driver Orientation 

Upon delivery, our employees will perform a walk-around with the drivers to describe 
basic operating and safety procedures of the vehicle. We will also provide gas and 
maintenance cards to the driver and/or vanpool coordinator, as well as provide any 
necessary reference paperwork. 

Driver Safety Training 

Rideshare is currently developing its own video training content. Soon vanpool 
applicants will be able to access our training tutorials via our website. In addition to our 
person-to-person orientation these videos will enhance each participant’s knowledge 
and understanding of vanpooling and how to create a safe and pleasant vanpool 
commute.  

1.g Methodology for Group Formation

Employer Outreach 

Enterprise can target employers in the TBARTA service area to uncover vanpooling 
potential by fostering points of contact, hosting Q&A seminars, and coordinating other 
efforts and onsite events. This approach has proven successful in increasing overall 
vanpool creation and usage. 

Vanpool Group Formation 

We have several methods to help form vanpools, including in-house vanpool formation 
meetings and matching via our Enterprise Rideshare website. Additionally, our local 
team can conduct promotional events, fairs, Q&As, lunch and learns, or other activities 
that seem appropriate for the market.  

Increasing Worksite Usage 

We will maintain consistent communication with existing employers in the program to 
ensure our vans are running at full capacity and that we are continuing to build new 
groups. This approach has also proven successful in increasing overall vanpool usage. 
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Incentives for New and Existing Groups 

From time to time, we offer a variety of incentives to new and existing vanpool groups. 
These range from start-up incentives such as first-month discounts and free upgrades 
to assistance for existing vanpools with temporarily low ridership. At times, we will also 
offer incentives for existing vanpool groups for referring new riders or vanpools to the 
program. 

While we reserve the right to offer these programs at our discretion, we are open to 
working with TBARTA to incorporate some of these incentives into a comprehensive 
growth and sustainability strategy for the vanpool program. 

1.h General Customer Service to Groups

The comfortable commute of travelers is paramount to our service. If there are any 
issues with our products or services, such as the vehicle performance, vehicle 
replacement, billing issues, personal matters, or other concerns, we will address the 
issue as quickly and expertly as possible. 

A list of contact information for customer service will be provided to the coordinator of 
the program upon delivery of the vehicle. 

Vanpoolers may contact our 24/7 customer service line, a local Enterprise branch, or 
account manager Robert Medina, Director of Sales. 

Availability of Staff Contacts 

Enterprise Rideshare will supply primary and backup contacts. Our local staff will be 
available 7 a.m. to 6 p.m. Monday through Friday. 
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Rideshare Service Quality Index (RSQi) 

Enterprise Rideshare is committed to providing quality service to our customers and 
obtaining feedback on our programs. To that end, Enterprise uses the Rideshare 
Service Quality index (RSQi) to measure performance and customer service 
satisfaction.  

Our customers are asked to rate their experiences on a five-point scale from Completely 
Satisfied to Completely Dissatisfied. Independent research specifically shows that 
customers who say they are completely satisfied are three times more likely to use our 
brands again. 

For this reason, our Enterprise employees and teams are determined to maintain high 
RSQi scores by providing top-notch, personalized customer service.  All promotions, 
pay raises, and individual and team recognition are determined by success in 
completely satisfying our customers. Therefore, our teams will make TBARTA’s 
program as successful as possible. 

Driver or Rider Conflict and Removal 

Enterprise Rideshare is committed to providing a safe and enjoyable commuting option 
for our vanpoolers. 

If a vanpool participant contacts us with concerns about a driver, we will immediately 
call a meeting with the group to identify the issues and work to resolve the problem. If 
there are multiple complaints about a driver, or the issues cannot be resolved, we will 
notify the driver in writing that they are no longer approved to operate the vehicle. 

Corporate Support 

The TBARTA program will be further supported by our dedicated Rideshare team in St. 
Louis.  Our team of seasoned Rideshare personnel will be available to assist with any 
issue that may occur which is beyond the scope of the local team. This centralized team 
will also be able to ensure that resources from anywhere in the country are directed to 
TBARTA in the case of extraordinary need or circumstances. This all ensures that 
TBARTA will receive customer service that no other provider can meet. 
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Accident Services 

Accidents are handled in the same efficient and professional way as our general 
Roadside Assistance. This guarantees that all accidents and claims-related issues are 
managed in a safe and timely manner. 

If a vanpool is involved in an accident, the police and Emergency Road Service should 
be notified immediately. The vanpool driver should collect information from all parties 
involved in the accident and provide this to Emergency Road Service. 

Enterprise claims management handles all: 

• Towing arrangements

• Third-party claims

• Physical damage repairs

• Other details related to the accident as needed

We will work directly with the driver of the vanpool to coordinate temporary 
transportation until the original vehicle is repaired. If the vehicle is totaled, a new vehicle 
will be issued to the vanpool group.   

There should be no gap in service due to vehicle breakdowns or replacements due to 
accidents.  

Fare Payment and Collection 

Enterprise Rideshare provides the vanpool group and employers with multiple methods 
of payment to best meet their needs throughout this contract. We will also support the 
vanpool groups should they choose to discount or cover the cost for the primary 
driver. We are responsible for both billing and payment collection.   

We do not perform credit checks, thereby allowing more customers to vanpool. There is 
no risk to TBARTA with this process; TBARTA benefits by the increased ridership. 

We accept the following forms of payment: 

• Credit and debit cards

• Personal and cashier's check

• ACH and wire payments

Enterprise takes on all collections risk while TBARTA benefits from the increased 
ridership. 
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Payments and Invoicing 

Enterprise Rideshare will maintain appropriate accounting and auditing records and 
controls in accordance with generally accepted accounting principles. We have 40 years 
of billing and payment processing experience at the corporate level in vanpool 
situations. The invoicing will begin at our corporate billing department in St. Louis, 
Missouri, and will be reviewed by Robert Medina and his team at the local level before it 
is sent to both the vanpool groups and TBARTA.  

An example of our typical billing timeline is below. Since Enterprise Rideshare will be 
billing TBARTA for the program in its entirety, the only applicable payment timeline is 
net 30 days. If it is decided that a different structure is desired this timeline can be 
adjusted in terms of billing, however, the timeline for payment will remain net 30. 

With 30 days advanced notice, Enterprise Rideshare will make records associated with 
TBARTA available for audit and inspection on an annual basis. 

Payments & Invoicing for TBARTA 

Monthly invoicing to TBARTA will include all costs related to the administration of the 
program, management fees, vanpool subsidies, emergency ride home expenses and 
other costs as approved by TBARTA. Invoices are provided to TBARTA in arrears so 
that TBARTA can be assured it is only being billed for services performed for vans on 
the road. The invoice will be sent around the 15th of the month following service and is 
due on Net 30 payment terms upon receipt of the invoice. 

Invoicing Vanpool Groups and Employers - Fare Collection 

As discussed previously, we accept payments via credit card, debit card or check. The 
groups can pay individually or as a group via a separate vanpool checking account or 
other means of combining their portions of the cost. Employers can administer an 
automatic payroll deduction from each of the riders' paychecks as a means of fare 
collection or can enter into an agreement with Enterprise to pay us directly for the total 
cost. We work with the contract sponsor, employers and participants to deploy the best 
option for them and the situation. 

Month of Service: 

May 

April 20th 

Group invoice is created 
minus TBARTA subsidy 

amount 

May 5th 

Group invoice due to 
Enterprise Rideshare 

June 10th 

TBARTA subsidy invoice 
is created for May 

July 10th 

TBARTA invoice for May 
is due. 
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Subsidy and Cost per Rider 

Rider fees can be deduced from Enterprise’s proposed rate structure, less subsidy, 
divided by the number of riders per van. For example, we will take into account any 
subsidy available for each vehicle, and deduct that amount from the monthly vehicle 
cost. The remaining monthly cost can be split equally among the vanpoolers; the more 
riders per vehicle, the lower the actual cost per person. Furthermore, if there are any 
employer- or TMA-provided subsidies, we can bill employers directly for that cost, and 
then recoup the remainder from vanpoolers as well. 

Toll-Free Number for Services 
Once a vanpool is on the road, all ongoing services — such as maintenance, billing, 
assistance, or driver approval — are accessible through a single toll-free number: 1-
800-VAN-4-WORK. 

1.i Collaboration with Local Ridesharing Groups

Enterprise Rideshare currently services other vanpool groups in the state of Florida 
such as LYNX in Orlando, Miami-Dade Transit, FDOT and small agencies like 
Gainesville. We are the current provider of more than eight vanpool programs in the 
state of Florida. We also work with TMOs within those cities as well as TDM ventures 
such as ReThink. 

Enterprise Rideshare demonstrates, in all of our programs, the importance of working 
closely with the local Rideshare groups and organizations to promote vanpooling to new 
riders, for both new vanpool starts and to fill empty seats. We do this effectively in every 
market in which we currently provide service, not just those in Florida, by first 
establishing a relationship with the local organization (and its stakeholders), and then by 
continuing that relationship through mutually beneficial marketing efforts. 

Because Enterprise Rideshare assumed the previous vRide contract, our first action 
item will be goals and benchmarking meetings with TBARTA, FDOT and the local 
TMOs, in order to understand everyone’s goals and objectives. At the same time, we 
will share how Enterprise Rideshare will make an immediate impact on current vanpool 
ridership and new van starts. 

We have enjoyed great relationships with TMA/TMOs in markets such as California, 
Washington D.C., and Atlanta for many years. It is not a coincidence that the strong 
partnerships we have created have led to steady growth in each of these markets. We 
have proven that our goals for new and existing programs run parallel with these 
organizations and that we are committed to results.  

Enterprise has brand name recognition with employers and individuals throughout the 
state, which will also help create awareness of the TBARTA program. Our approach, 
which differs from any other provider in the market, utilizes the multiple layers of our 
company to ensure we maximize exposure for the program. Section G-6 of this proposal 
provides greater detail about our marketing approach using the key personnel only 
Enterprise can provide 



Financial Capability of the Firm

APPENDIX H CREDIT REFERENCES

Provide in the following format, the names, addresses, phone numbers and relation to Proposer, of at 
least three (3) credit references. One of the references must be from the organizations bank. Please 
use additional copies of this form to provide any further information.

Commerce Bank of St. Louis
8000 Forsyth Blvd.
St. Louis, MO  63105
Commerce Customer Service
800-224-5446

JPMorgan Chase
Phone: 800-550-8509
Fax: 817-345-3795
audit.escalations@jpmchase.com 

Royal Bank of Canada
165 Broadway
One Liberty Plaza
New York, NY 10006
Scott Umbs
212-428-6263
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APPENDIX L – FINANCIAL STATEMENTS 

Proposers shall provide a complete set of financial statements with an 
Independent Auditor certification in accordance with American Institute of 
Certified Public Accountants State of Auditing Standards. The submissions 
should consist of a balance sheet, statement of income and expenses, and 
statement of changes in financial condition. The statement must have a signed 
certified public accountants opinion. If the financial records are not certified, 
proposer shall submit as proof positive of financial condition letters(s) of credit 
and the previous year’s tax return. The Proposer shall also provide a set of 
unaudited financial statements consisting of a balance sheet, statement of 
income and expenses and a statement of changes in financial condition for the 
current fiscal year to date, and the previous two (2) years. These statements must 
be signed by the chief financial officer 

Audited Financial Statements 

Ranked in terms of revenue among the largest on the Forbes America’s Largest Private 
Companies list, Enterprise Holdings, Inc. is unparalleled in size, strength, and stability. 
As a privately held company, it is not our practice to publicly distribute consolidated 
financial information. However, our conservative and disciplined long-term approach to 
managing our business has earned us, by far, the strongest balance sheet in our 
industry. This has made us the only investment-grade car rental company. Our current 
credit ratings are as follows: Standard and Poor's — BBB+, Moody's — Baa1.  

Unaudited Financial Statements 

Again, it is not our practice to publicly distribute consolidated financial information. 
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End User Fee Structure 

The pricing outlined below does not include fuel, tolls, applicable taxes, parking and 
vehicle upkeep activities such as carwashes, etc. We have expanded the provided 
pricing template to include a multitude of options under each capacity; to give the 
participants in the TBARTA program the largest availability of vehicles so they can 
choose a vehicle that best suits their needs. 

Any mileage above 3501 monthly contract miles will be taken on a case by case basis; 
pricing will be assessed at the time of the request and agreed upon by Enterprise 
Rideshare and the vanpool group.  

Enterprise retains the right to assess pricing on an annual basis and make adjustments 
as needed based on changing costs of the program and provision of vehicles. Any 
pricing changes will be presented to TBARTA and agreed upon by both parties in 
writing prior to implementation. 

Average 
Monthly 
Miles 

Toyota 
Sienna 
8XLE 

Chevy 
Traverse 

Nissan 
Pathfinder 
2WD 

Dodge 
Durango 
GTN2 

Toyota 
High 
6C2W 

500-1000 $1,200 $1,090 $1,074 $1,167 $1,168 

1001-2000 $1,200 $1,090 $1,074 $1,167 $1,168 

2001-2500 $1,300 $1,190 $1,174 $1,267 $1,268 

2501-3000 $1,400 $1,290 $1,274 $1,367 $1,368 

3001-3500 $1,500 $1,390 $1,374 $1,467 $1,468 

3501 + $1,600 $1,490 $1,474 $1,567 $1,568 

Average 
Monthly 
Miles 

Ford 
Explorer 
IMT2 

Buick 
Enclave 
RSL2 

Chevy 
Tahoe 
1TN2 

Chevy 
Suburban 
1TN2 

Ford 
Expe 
LRN2 

500-1000 $1,189 $1,217 $1,398 $1,430 $1,487 

1001-2000 $1,189 $1,217 $1,398 $1,430 $1,487 

2001-2500 $1,289 $1,342 $1,523 $1,555 $1,612 

2501-3000 $1,389 $1,467 $1,648 $1,680 $1,737 

3001-3500 $1,489 $1,592 $1,773 $1,805 $1,862 

3501 + $1,589 $1,717 $1,898 $1,930 $1,987 

Average 
Monthly 
Miles 

Transit OEM 
Low  
(10-Pass) 

Transit OEM 
Low  
(15-Pass) 

Transit 
Commuter 
Low (7-Pass) 

Transit 
Commuter 
Low 
(8-Pass) 

Transit 
Commuter 
Low 
(9-Pass) 

500-1000 $1,062 $1,086 $1,099 $1,103 $1,108 

1001-2000 $1,062 $1,086 $1,099 $1,103 $1,108 

2001-2500 $1,162 $1,186 $1,199 $1,203 $1,208 

2501-3000 $1,262 $1,286 $1,299 $1,303 $1,308 

3001-3500 $1,362 $1,386 $1,399 $1,403 $1,408 

3501 + $1,462 $1,486 $1,499 $1,503 $1,508 
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Average 
Monthly 
Miles 

Transit 
Commuter 
Low 
(10-Pass) 

Transit 
Commuter 
Low 
(12-Pass) 

Transit 
Commuter 
Low 
(13-Pass) 

Transit 
Commuter 
Exec Low 
(8-Pass) 

Transit 
Commuter 
Exec Low 
(12-Pass) 

500-1000 $1,136 $1,143 $1,148 $1,121 $1,164 

1001-2000 $1,136 $1,143 $1,148 $1,121 $1,164 

2001-2500 $1,236 $1,243 $1,248 $1,221 $1,264 

2501-3000 $1,336 $1,343 $1,348 $1,321 $1,364 

3001-3500 $1,436 $1,443 $1,448 $1,421 $1,464 

3501 + $1,536 $1,543 $1,548 $1,521 $1,564 

Average 
Monthly 
Miles 

Transit 
Presidential 
Low 
(8-Pass) 

Transit 
Presidential 
Low 
(10-Pass) 

Chevy 
Express 
2500 
(12-Pass) 

Chevy 
Express 
3500 
(15-Pass) 

500-1000 $1,343 $1,376 $1,049 $1,049 

1001-2000 $1,343 $1,376 $1,049 $1,049 

2001-2500 $1,443 $1,476 $1,149 $1,149 

2501-3000 $1,543 $1,573 $1,249 $1,249 

3001-3500 $1,643 $1,676 $1,349 $1,349 

3501 + $1,743 $1,776 $1,449 $1,449 
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4. Experience and Reputation of the Firm

4.a and 4.b Overview and History of the firm, including ownership, org chart

The Rideshare division of Enterprise Holdings was 
established in 1994 and has become a national 
leader in providing best-in-class vanpool services 
and programs to individual vanpool groups, 
employers, and municipalities.  

Enterprise Rideshare provides world-class 
customer service and a premier vanpooling choice 

for commuters across the country. Enterprise gives vanpoolers an easy and convenient 
method to get to work, backed by an expansive fleet, extensive location network, and 
24/7 customer service — producing the most hassle-free vanpooling environment 
possible. Together with our newly acquired partner, vRide, we have more than 60 years’ 
experience providing vanpoolers with a positive experience for their daily commute. 

A Turnkey Solution for Any Program 

Enterprise’s teams are experts at managing vanpool programs of any size — and with 
more than 1.2 million vehicles in North America, vanpool groups can choose from 
passenger vans, crossovers, minivans, or SUVs and arrive to work in style. 

Our local account management team and locally established operations give the 
program a complete, turnkey solution for exactly what its commuters need. Enterprise 
Rideshare provides: 

• Vehicle choice • Comprehensive
maintenance

• Ride matching technology

• Driver approvals • Insurance coverage • Invoicing and fare
collection

• Program
marketing

• Dedicated local teams • National Transit
Database reporting

Customer Service  

Our award-winning customer service is available to every vanpool, no matter where 
their daily commute may be. With our extensive network of locations, we have more 
employees available to assist riders at more times and in more places than any other 
vanpool provider.  

Enterprise has locations within 15 miles of 90 percent of the U.S. population — an 
unprecedented level of support for a vanpool program. Each location delivers 
consistent, quality customer service with quick reaction times — which is responsible for 
accolades from transit agencies, companies, and vanpoolers alike.  

We believe the acquisition of vRide by Enterprise will allow customers to receive the 
benefits of the complementary strength of the two brands, as well as improved 
technologies, deeper expertise, and an expanded service network. All of vRide’s fleet 
and systems are migrating under the Enterprise brand to provide a cohesive, seamless 
experience for both transit agencies and individual vanpoolers alike. 
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The local account management team also markets and supports each vanpool program 
with a strong presence in Tampa Bay. How we operate is what separates us from other 
providers. Backed by our dedicated corporate team, Enterprise Rideshare’s multiple 
layers of service foster the growth and well-being of our programs. 

Financial Stability 

Rideshare’s parent company, Enterprise Holdings, is ranked No. 13 on the Forbes 
America’s Largest Private Companies list, and is the only investment-grade vehicle 
transportation company. Our conservative and disciplined long-term approach to 
managing our business has earned us, by far, the strongest balance sheet in our 
industry. 

Executive Office Org Chart 
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4.c Key Personnel

Our local Rideshare team is comprised of newer Rideshare professionals and seasoned 
veterans alike. We have a mix of legacy Enterprise and vRide employees who know the 
Tampa Bay area, the history of the program and the ambition to grow it. This 
combination of experience and attributes will continue to provide for a successful 
TBARTA program. In addition to the named staff below, we have numerous employees 
working in the background to support your contract in areas such as strategic accounts, 
business operations, finance, fleet management, maintenance and much more.  
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Local Rideshare Team 

Robert Medina, Director of Sales - Enterprise Holdings, Inc. 

Robert attended Rowan University and graduated in 1996. Later that year, he began his 
career as Management Trainee with Enterprise Rent-A-Car. In 2001 he joined the 
Business Rental Division where he managed various large business accounts 
throughout Philadelphia, New Jersey and Delaware. In 2004, Bob was promoted to the 
Director of Business Sales for the state of South Carolina and the East Coast of 
Georgia. In 2007 Bob spearheaded the implementation of the Puerto Rico Division for 
Enterprise and spent six years creating and developing the business sales division. In 
2013 Bob was promoted and moved to Tampa, Florida to become the Director of Sales. 
In October 2016, Bob took on the Rideshare operations for the Tampa Region. He now 
oversees a team of nine employees and 125 vanpools. As a Department Manager, he 
oversees the sales and marketing effort for both the business sales and Rideshare 
divisions, while continuing to provide Rideshare customers with the excellent customer 
service that Enterprise is known for. Bob’s team manages one transit agency 
relationship including their NTD reporting and oversees operations to streamline the 
process and develop efficiency that makes our customers feel engaged and happy with 
the service we are providing while driving good practices to balance the bottom line. 
Bob reports to Kevin Moore VP/GM of Tampa. 

Frank Rawdow, Assistant Manager - Enterprise Rideshare 

Frank attended Saint Leo University and graduated in 2013 with a degree in Criminal 
Justice. In August of 2013, he began his career as a Management Trainee with 
Enterprise Rent-A-Car in Lakeland, Florida.  Shortly after being promoted to 
Management Assistant in January of 2015, he was promoted to join Enterprise’s 
Commercial Truck Division as a Senior Account Specialist in Brandon, Florida. As a 
Senior Account Specialist, Frank had a hand in Internal and external sales efforts, as 
well as account and fleet management, all while providing a high level of customer 
service. In August of 2016, he was promoted to Assistant Manager in the Commercial 
Truck Division. As an Assistant Manager, he effectively managed employees and daily 
operations, primarily focusing on driving sales and revenue. In April of 2018, Frank was 
promoted to Assistant Manager of Enterprise’s Rideshare Division in Tampa, Florida. 
With Enterprise Rideshare, Frank and his team are helping companies reduce their 
parking needs, recruit and retain top talent, improve their environmental footprints, all 
while providing a satisfying customer service experience. Frank reports to Robert 
Medina, Director of Sales, Tampa. 
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Kevin Southall, Rideshare Client Service Rep. - Enterprise Rideshare 

Kevin attended West Virginia University and graduated in 2009 with a degree in English. 
Upon moving to Florida, he worked in HR Administration as an Arbitration Specialist for 
a global outsourcing company until its eventual shut down in 2013. In 2014 he was hired 
by vRide to manage and coordinate the TBARTA Vanpool Program and its fleet. Over 
the course of two years, he helped to grow the program from 80 to 100 vans while 
serving as the liaison between TBARTA and vRide, coordinating joint sales and 
marketing efforts, managing the fleet, and providing customer-centric support to the 
vanpool customers. In 2016, Enterprise acquired vRide and he was brought on as a 
Client Service Representative where he facilitated the migration of all vRide systems 
and vanpool groups into the new Enterprise system, while continuing to provide the high 
level of service that customers had come to expect from both vRide and Enterprise. 
Kevin reports to Frank Rawdow, Assistant Manager, Enterprise Rideshare of Tampa. 

Corporate Rideshare Team 

Melissa Banigan, Corporate Rental Manager, Sales - Enterprise Rideshare 

As Corporate Rental Manager, Melissa Banigan supports the Enterprise Rideshare 
Division in developing strategy, sales and additional enhancements for our programs. 
She works with teams across North America to share ideas and best practices on 
implementing successful programs and processes to grow Enterprise Rideshare.   

Melissa began her Enterprise career as a Management Trainee in 1994 in Portland, 
Oregon. In this role, she learned how to build and manage a business — through 
superior customer service, marketing strategies, and careful attention to managing the 
business as a whole. She was promoted into branch management and business rental 
sales before becoming the Director of Business Rental Sales in 2000. In this role, 
Melissa developed and managed corporate account business throughout Oregon. 
Three years later, in 2003, she ran the business rental program in the Dallas, Texas 
area and again from 2007 to 2013 as the Director in Wisconsin. 

In June of 2013, Melissa moved to the company’s corporate headquarters in St. Louis 
as Corporate Rental Manager for the Enterprise CarShare Division overseeing the 
North American operations. Since, she has helped build on the university and business 
to business space for Enterprise CarShare across North America.  

In July 2016, Melissa was promoted to Corporate Rental Manager of Enterprise 
Rideshare, where she will perform similar functions as she did in her role as Corporate 
Rental Manager of Enterprise CarShare.  
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Dion Beuckman, Corporate Rental Manager - Enterprise Rideshare 

Dion began his career in Southern California. Over the years, he has held various 
management positions across business development, business management, and 
technology. Most recently, Dion led the team developing the next generation of systems 
for Enterprise Rideshare. Prior to that, he had business management responsibility for 
our largest Rideshare market in Southern California, which currently operates more than 
1,500 vanpools. 

In his current role, Dion has overall responsibility for Enterprise Rideshare operations 
and, along with the corporate team, will provide direct support and guidance to our local 
teams, ensuring that we are developing sustainable Rideshare programs for our 
partners and delivering the best possible service to our existing customers. 

For this project, Dion will be involved in working with the team in the Tampa Bay Area to 
ensure consistency and accuracy of the deliverables. 

Cheryl O’Connor, Government Account Executive - Enterprise Rideshare 

Cheryl O’Connor has been in the Transportation Demand Management industry for 
more than ten years and specifically in the vanpool segment for more than five years. 
Cheryl transitioned to Rideshare from the vRide Government and Contracting Team. 
She brings Enterprise Rideshare a wealth of knowledge about not only ridesharing, but 
also creating a complete transportation toolbox through a mix of transportation modes. 

As part of the Government and Contracting team, Cheryl is actively researching and 
staying up to date on the latest FTA circulars and regulations as they relate to our 
contracts, as well as the vanpool and Transportation Demand Management (TDM) 
industry as a whole. All of Cheryl’s time is dedicated to contracting for vanpools. For six 
of the past seven years she has served on the National Board of Directors for the 
Association for Commuter Transportation (ACT) and is a fellow of ACT Leadership 
Academy, Class of 2009. She is involved at the local chapter level of ACT coordinating 
local events for the industry, as well as other local transportation advocacy groups in 
her home city of Austin, Texas. Cheryl holds a bachelor’s in business administration 
from Stetson University and is currently enrolled in the Master of Business 
Administration program at St. Edward’s University. 

Erin Mills, Shared Services Manager - Enterprise Rideshare 

Erin began her career as a Customer Service Representative with Enterprise Fleet 
Management in Atlanta, Georgia. She joined the Fleet Management Corporate 
Operations team in 2008, where she was a National Service Department Supervisor. 
Erin currently manages our Rideshare Shared Services team that provides support to 
our more than 50 Rideshare offices across the country. 

Erin and her team’s role for this project will be to support the local team as well as assist 
any vanpool or participant that needs assistance. 
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Mike Mangan, Vice President - Enterprise Rideshare 

Mike began his career with Enterprise in 1996 as an Accounting Supervisor in South 
Florida. In 1997 he was promoted to Regional Business Manager and in 2000 he 
became the Business Manager/Controller of Southwest Florida. During his tenure as 
Business Manager and Controller of Southwest Florida, Mike’s hard work and 
dedication was recognized with two Chairman Awards, and a Business Management 
Exceptional Achievement Award. Because of Mike’s achievements in Florida he was 
promoted to Corporate Business Manager for the North Central team in 2004. From 
2004 to 2017 Mike served as Vice President and Business Manager for the West Coast 
team, where he has played an integral role with Rideshare for the past eight years. In 
December 2017 Mike was again promoted to Vice President of Rideshare. 

Currently, Mike provides corporate oversight for Rideshare operations throughout the 
United States. Mike will oversee the corporate support team, ensuring that service 
meets and exceeds the expectations of the program and this contract.  
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4.d Firm’s relevant experience

Experience in Multiple Markets 

Enterprise Rideshare currently operates in more than 70 markets with nearly 12,000 
vehicles on the road. Our dedication to service has caused Rideshare to become one of 
the fastest-growing providers in the nation.  

While we operate nationwide, some of our primary markets include Los Angeles, San 
Diego, San Francisco, Portland, San Antonio, Houston, Dallas, Tennessee, Atlanta, 
Washington D.C., Baltimore, Minneapolis and Honolulu. 

With our comprehensive program, impeccable customer service, extensive nation-wide 
experience, and strong financial base, you can be sure that Enterprise Rideshare will be 
able to fully support your vanpooling needs for years to come. We look forward to the 
opportunity to partner with TBARTA and build a robust vanpool program for your 
commuters. 

Professional Associations and Affiliations 

Enterprise and vRide have held a leadership role in our industry trade association, the 
Association for Commuter Transportation (ACT) since its inception as the National 
Association of Vanpool Operators (NAVPO). NAVPO later merged with the Association 
of Ridesharing Professionals (ARP) to represent all forms of TDM activity. Enterprise 
continues to support ACT’s mission and is one of the Association’s most active 
members. Several Enterprise employees hold leadership positions on the national 
board, serve on national committees and are active in their local ACT chapters. 

Other associations in which Enterprise is a member include: 
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APPENDIX K – SERVICE REFERENCES 

Please describe at least three (3) contracts under which the Proposer has 
provided similar service. Please use additional copies of this form to provide any 
further information. 

Every one of our more than 100 public contracts all started with just one van, regardless 
if it started as an “in-house” program or by us as the contractor. When Enterprise 
assumes existing programs, they are able to grow even more quickly because of our 
efficiencies of scale. Below you will find case studies describing how we have grown 
some of our most successful programs that are similar to TBARTA in one way or 
another. 

Below are examples of our experience with varying types of vanpool and rideshare 
programs. 

Capital Metro 
Austin, TX 

Contact   Annie Arguello, Program Manager 

Address 2910 East 5th Street, Austin, TX 78702 

Phone 512-389-7429 

Email annie.arguello@capmetro.org 

Dates Varying, see description below 

Vans 240+ 

Program Summary 

Capital Metro established a vanpool program in 1985, whereby 
vRide (then VPSI, now Enterprise) managed 130 vanpools. In 
1998, Capital Metro decided to bring the program in-house. 
Twelve years later, they realized the cost-benefits of contracting 
vanpool services through a cost analysis study performed by the 
Texas Transportation Institute (TTI). After a formal procurement, 
Capital Metro once again chose vRide to manage their program. 
Upon award in October 2013, vRide hit the ground running, 
detailing an extensive and thorough transition timeline 
addressing everything from a complete fleet replacement, 
customer needs (vehicle size change, luxury options, delivery, 
payment and safety orientation), to ensuring participants 
registered in the vRide online database (www.vride.com) and 
understood our internal processes, as well as deployed the 
industry’s first NTD reporting mobile app, and much more. 

The program transition included 99 vans and four years later, we 
have more than 260 vehicles in the CapMetro program. 

Project Manager Enterprise Rideshare Reps: Cheryl O’Connor, John Hampton, 
Angie Smith 

mailto:annie.arguello@capmetro.org
mailto:cheryl.a.oconnor@ehi.com
mailto:cheryl.a.oconnor@ehi.com
mailto:Angie.Smith@ehi.com
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Michigan Department of Transportation 

Contact Ms. Kim Johnson, Program Manager 

Address 425 West Ottawa, Lansing, MI 48909 

Phone 213-922-3024 

Email  Johnsonk11@michigan.gov 

Dates 1977 to present 

Program Summary 

For over 35 years, MDOT has entrusted their statewide 
rideshare program to Enterprise Rideshare/vRide. The MichiVan 
program has been the flagship program for services with many 
innovations, technologies and pilot programs to advance 
vanpooling coming out of this public-private partnership.  VPSI 
started the program in 1977 with just one van. Over the years, 
with the implementation of many industry-firsts, coupled with 
unmatched customer service and outreach, the program has 
grown to more than 600 vanpools statewide, including the very 
first wheelchair accessible vanpool. Year over year MDOT 
would increase the funding ceiling and we would hit that ceiling 
in a very short amount of time due to intense sales, marketing 
and employer outreach support. This is our longest program of 
our 65 public sector contracts. 

Project Manager Enterprise Rideshare 

mailto:Johnsonk11@michigan.gov
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El Paso County Vámonos Vanpool 

El Paso, TX 

Contact Mayra Briseno, Program Manager 

Address 4050 Rio Bravo Drive, Suite 121, El Paso, TX 79902 

Phone 915-546-2040 (3259) 

Email mbriseno@epcounty.com 

Dates 2015 to present 

Program 
Summary 

Enterprise Rideshare won the management of the El Paso 
Vamonos Vanpool Program in 2015. Currently the program utilizes 
71 vans and has 412 participants, many of which commute into 
New Mexico from Texas. The program has grown exponentially 
over the last 18 months.   

Project Manager Enterprise Rideshare Representative - Sal Alanzo, Program 
Manager 

mailto:mbriseno@epcounty.com
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4.f Failures to complete a contract

APPENDIX I – PERFORMANCE HISTORY 

Has the Proposer, or any officer or partner of respondent, ever failed to complete 
a contract? If yes, attach details. If no, please state. Please use additional copies 
of this form to provide any further information 

Enterprise Rideshare has never failed to complete a contract. 
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4.g Pending Litigation

APPENDIX J – LITIGATION 

Is any litigation pending against the Proposer of any officer or partner of the 
Proposer? If yes, attach a clear description of any and all pending litigation 
against respondent including the nature of the complaint, the jurisdiction in 
which it was filed and the names of all parties. Please use additional copies of 
this form to provide any further information.  

With a combined fleet of more than 1.2 million rental cars and a combined employee 
base of more than 100,000 in North America, at any given time the company is named 
in hundreds of lawsuits and occasional government investigations.  The vast majority of 
these lawsuits pertain to auto liability claims, some of which may involve auto 
defects.  Other representative litigation includes employment matters, antitrust, patent 
and/or copyright, etc.  None of the pending litigations and investigations are believed to 
be material, nor would they affect our ability to perform the obligations under this 
RFP.  Additional information can be furnished upon request. 
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5. Administration

5.a Reporting

For purposes of this RFP, Rideshare assumes TBARTA refers to Appendix O, which 
deals with reporting, as there is no Appendix P provided by TBARTA. We also reference 
information provided in Scope of Service section 4.3 (H). 

Monthly NTD Reporting 

Rideshare will collect and maintain data on behalf of the program and will provide the 
requested information to TBARTA within an appropriate time frame.  We will be able to 
assist TBARTA with any questions or issues by the National Transit Database (NTD) 
staff and will submit the annual NTD report.   

By collecting specific NTD data requirements, Rideshare will provide the documentation 
needed for the Federal Transit Administration (FTA) to give reimbursement based on 
determined ridership monthly miles. This data is collected and submitted yearly.  Please 
note that our bid will represent a fully loaded, firm-fixed response.  All NTD figures will 
be calculated for reporting requirements as determined for the NTD calendar 
submission process and will follow the collection guidelines outlined by the FTA. 

Reporting Collection Methods 

Enterprise has multiple methods for collecting mileage from our vanpools. Our systems 
estimate the current mileage of each vanpool on a daily basis. All vanpool drivers have 
access to this information on our website and can update the actual odometer reading 
of their vehicle at any time. In addition, we can require mileage to be entered at the gas 
pump for an additional point of validation.   

For programs that require collection of NTD data, we offer multiple methods of 
information gathering. As a company that values technology, we have also developed a 
system where our vanpool drivers can input their monthly reporting data directly through 
our website. For those without internet access, we will work with those groups 
individually to ensure we receive their monthly reporting data.  

Data Collection and Reporting 

Our data collection system focuses on creating something that best serves the 
requirements of each individual customer while maintaining compliance with FTA/NTD 
standards. The Rideshare team will work with TBARTA to develop rider logs and 
vanpool reports specifically tailored to the program if necessary. 

Our team at Enterprise fully understands and is qualified to monitor: 

• Federal Transit Administration (FTA) requirements

• Moving Ahead for Progress in the 21st Century (MAP-21) legislation

• All other transit program requirements and legislations

Furthermore, our team of experts will work from corporate down to the local level, 
ensuring that our customers are receiving the maximum possible funding and meeting 
all reporting requirements. Our goal is to save you money and simplify the vanpool 
experience for TBARTA and your commuters. 
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National Transit Database (NTD) 

Your Enterprise Rideshare team is experienced in working with programs of all sizes 
across the country to provide timely and accurate data for the NTD. Our local teams 
work with each vanpool group and contract sponsor to ensure we are meeting specific 
needs. Our corporate team provides oversight to affirm accuracy and adherence to the 
NTD guidelines prior to submission. Due to a recent audit of our NTD reporting system 
we have chosen to conduct 100 percent reporting of our vanpool groups and no longer 
use the sampling method for any of our contract sponsors. Therefore, TBARTA can be 
assured our data is accurate and submitted in a timely fashion. 

All NTD figures will be calculated for reporting requirements as determined by the NTD 
calendar submission process and will follow the collection guidelines outlined by the 
FTA. 

Financial Reporting 

Enterprise Rideshare has the financial controls in place to maintain accurate records for 
generally accepted time periods. We will also certify that we will report to TBARTA any 

pertinent information needed to oversee this contract. 

It is part of Enterprise’s implementation process when creating 
and establishing a vanpool program to construct and maintain 
accounting records in accordance with all vanpool reporting 
guidelines. 

Your Enterprise Rideshare team is experienced in working with 
programs of all sizes across the country to provide timely and 
accurate data reports for NTD as well. Our local teams work with 

each transit agency to ensure we are meeting any specific needs. Our corporate team 
provides oversight to affirm accuracy and adherence to the NTD guidelines prior to 
submission. 

All NTD figures will be calculated for reporting requirements as determined by the NTD 
calendar submission process and will follow the collection guidelines outlined by the 
FTA. 

Upon award of the contract, we will provide reports that include: 

• Total service expenditures

o Vehicle Operation

o General Administration

• Revenues

o Subsidized payment, if applicable

o Passenger share of rental

o Fuel card payments
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• Service statistics

o Vehicle enrollment/program participant levels

o Service start/end times

o Maximum numbers of operating vehicles per month

o Passenger trips

o Passenger miles traveled, per day of each week

• Revenue vehicle inventory

• Inventory of vehicles available for operation as of a specified date each

• Tracking Information

Enterprise Rideshare is run on a proprietary operating system that was purposefully 
built for the unique aspects of managing vanpools. All aspects of our vanpools including 
riders, driver approvals, vehicle maintenance, billing, and more are integrated into a 
single system. 

Not only can the Enterprise team update and maintain rider information, but our riders 
can also manage many aspects of their vanpools via our online member portal as 
previously discussed. For example, vanpool coordinators can manage their rider list, 
invite new riders, see who is approved to drive, verify when maintenance is due, and 
even update their route. Of course, riders can always call us when they prefer to have 
personalized customer service. 

Maintenance, Service, and Assistance Reporting 

Upon request Enterprise Rideshare will provide maintenance service and assistance 
reporting agreed upon by both TBARTA and Rideshare. 

Inventory Reporting 

Enterprise Rideshare will work with TBARTA to establish reports and provide necessary 
information needed for TBARTA to meet the obligations set forth by the FTA and the 
NTD.  

Monthly Non-NTD Reporting 

We will also be able to provide the following non-NTD reports, as per TBARTA’s request 
in Appendix O. 

• New vanpools established, with all pertinent information.

• Vanpools removed, with all pertinent information.

• Vans retired, including van number and replacement van number.
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Additional Reporting 

As per TBARTA’s request in Scope of Services 4.3 (H), we are able to provide all of the 
information required. We are happy to provide: 

• Analyses and recommendations on program improvements.

• Employer contacts made and number of employees per site.

• The number of new vanpools established and their ridership

• The number and location of workshops/presentations and other marketing efforts
made by Rideshare.

• A description of coordination efforts with TBARTA, FDOT, Transit Agencies,
TMOs, and more.

Other pertinent information relating to establishing and operation of the program 

Annual Reports 

Enterprise Rideshare will submit information or completed NTD worksheets, no later 
than October 15, or within 45 days of TBARTA’s fiscal year end.  

We will include all requested data, including: 

• F-10 Source of Funds

• F-30 Operating expenses:

o Administrative cost

o Maintenance cost

o Operating cost

o Total annual fuel purchases in gallon and type

• A-10 Maintenance Facilities

• A-30 Revenue Vehicle Inventory

We will also provide information such as: 

• Revenue Vehicle Inventory.

o Inventory of vehicles available for operation as of December 31 of each year.

Proper NTD reporting is crucial for all vanpool programs. As such, we have been able to 
tailor our reporting not only to the NTD’s needs, but also to our local programs, as 
evidenced by our references. 

Safety and Security Reporting 

We collect data from our groups via our online data collection portal on 
enterpriserideshare.com. Here, groups can easily sign in via PC or mobile device, input 
data such as safety issues, maintenance information and security incidents. This 
information allows us to extrapolate vehicle information for NTD reporting purposes as 
well as for TBARTA’s use. This information can help promote the impact and effects of 
the vanpool program at the employer, regional, state or nationwide level. 

What this means for TBARTA is that it can be sure that our collection and accurate 
reporting structures exceed compliance regulations at the highest level. We are also 
here to provide any customized reports within reason for the success, growth and 
promotion of the TBARTA program. 

http://www.enterpriserideshare.com/
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Administrative Services 

Our services can be carried out in numerous ways, whichever are more convenient for 
the vanpools. Enterprise Rideshare’s fully functional website, enterpriserideshare.com, 
is equipped to handle most account management needs. Applications, such as driver 
application, can be filled out online. 

In addition, we offer the ability to reach our local representatives by phone or in person 
for assistance with offline paperwork. 

Drivers and passengers are required to give 30 days’ notice of leaving the program, out 
of respect to the vanpool and in order to find a suitable replacement. We work with the 
vanpool group to find a new potential rider and hold meetings with the vanpool if 
necessary to make sure the rider is a good fit. If so, they are added to the vanpool 
roster. 

Vanpool App and Dashboard – Coming Soon 

We are excited to announce that Enterprise is developing a mobile app for our 
Rideshare customers. This app will allow ride matching amongst existing and possible 
groups, as well as allowing vanpool coordinators to input rider log data directly from 
their smartphones, saving time and energy. By using the app, vanpoolers will be able to 
eliminate the need for paper log sheets and time-consuming data submission.  

The dashboard will give TBARTA the ability to see different aspects of the vanpool 
program at any point including NTD reporting completion done monthly by groups, 
rosters, open seats and much more. The exact attributes will be determined by TBARTA 
in coordination with Enterprise Rideshare.  

5.b Contracts and Leases

As per Scope of Service 4.3 J, Enterprise Rideshare will set up agreements with 
vanpool drivers that call for drivers to collect fares, and where a third-party collects the 
fares from the Vanpool Coordinator. 

Rental Agreements 

Please note that Enterprise Rideshare provides vanpool rentals, not leases. We will not 
charge vanpools more than the agreed upon monthly rental rate excluding fuel, tolls, 
applicable taxes, parking and vehicle upkeep activities such as carwashes, etc. 

Enterprise provides an “open-ended” arrangement with the vanpool groups – an 
industry standard — to rent a vehicle to our vanpool customers. Although the terms 
“lease” and “rent” are often used interchangeably within the industry, they have very 
different sets of obligations for the renter/lessee. 

Classifying a vehicle transaction as a lease normally has additional tax implications, 
depending on the state in which the transaction occurs.  Vehicle rental transactions 
differ, normally with less tax implications.  Additionally, by definition a lease would 
commit the vanpool groups to a set term, with stiff pre-payment penalties and much less 
flexibility as ridership fluctuates. This is because leases have a no vehicle exchange 
option.   

http://www.enterpriserideshare.com/
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5.c Experience in staffing an office

Enterprise already has many transportation operations in place within the TBARTA 
region and Rideshare is currently in more than 70 markets. In each case, it was 
necessary to manage staffing needs in various ways for the transit agencies or vanpool 
programs.  

Enterprise’s operations in the TBARTA market have adopted several staffing models 
regarding the operation of our business on property and inside the offices of our 
customers and partners. 

We constantly adapt our staffing to adjust for market needs, such as adding a staff 
member to handle an increase in business. We transfer personnel or hire staff in order 
to fulfill our customers’ needs. 

5.d Person(s) assigned to work in TBARTA’s office, their experience and
percentage of their time devoted to this contract. 

As requested in Scope of Service 4.3. B, Enterprise Rideshare is able to provide 
professional and support staff within the TBARTA office to administer the program. 

Our resumes in Section 4.c. and our experience in Section 5.c. outline our experience. 
Frank Rawdow, Assistant Manager and Kevin Southall, Rideshare Client Services 
Representative will be personally staffed within the TBARTA office. 
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6. Innovative Marketing and Program Ideas

6.a Ideas for expanding commuter vanpools

As requested in Scope of Service 4.3 A, Enterprise Rideshare is able to present our 
marketing and outreach plans for the TBARTA vanpool program. We are willing and 
able to support the TBARTA Marketing/Outreach Department in its efforts, as well as 
managing the majority of marketing, if TBARTA so desires.  

Program Marketing 

Enterprise Rideshare offers our clients a comprehensive marketing plan. Our local team 
(including our Account Managers and Account Executives) in the TBARTA area will 
develop opportunities to expand the vanpool program. We customize our approach to 
each market, providing a tailor-made solution to each client.  

Elements of our marketing plan include: 

• Assessing the needs of the
community

• Creating and distributing marketing
materials

• Increasing worksite usage • Using our website as a marketing
platform

• Employer Outreach

Assessing the Needs of the Community 

Enterprise will assess the entire market, to determine the needs of the community. This 
includes but is not limited to analyzing commute corridors, employees’ commutes and 
assessing how likely an individual community or employer is to adopt a vanpool or 
ridesharing program. We are here to be your partner and grow your program; and the 
initial step is to assess the community and target where we will be most successful. 

Creating and Distributing Marketing Materials 

Our in-house marketing team and creative agency can develop high-quality marketing 
material based on the needs of your organization and commuters. These materials 
include mass media, marketing flyers, web marketing (including social media), vehicle 
branding (decals), and more. All of our marketing efforts described in this proposal are 
at no additional cost for TBARTA as they are built into our rate structure. However, 
Enterprise is open to discussing larger marketing campaigns and cost sharing options if 
necessary 
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Template materials are provided in English but can be translated into other languages 
such as Spanish. We will identify TBARTA as a program supporter on all marketing 
materials. 

Advertising in Multiple Local Rental Branches 

We currently have 74 Enterprise branches in TBARTA’s program service area. With our 
rental volume, thousands of customers per month will have the opportunity to see 
advertisements for vanpooling and the TBARTA program. This represents an 
unprecedented amount of exposure for a vanpool program. 

Leveraging Our Current Workforce 

Enterprise has many employees in the region, most of who were born and raised in the 
area. Because these employees are familiar with and dedicated to the local area, it will 
be easy for them to develop a relationship with your vanpoolers. 

Toll-Free Number for Services and Primary Point of Contact 

We always have our Rideshare logo and toll-free number, 800-VAN-4-WORK, fully 
visible on our vehicles. The 800 number is an easy way for anyone to directly contact 
the local Enterprise team. 

As mentioned in our emergency assistance and other sections, we are available to our 
existing or potential vanpool groups 24 hours a day for general inquiries, maintenance, 
incident reporting, and other customer service items. Contact information is provided in 
the vehicle upon delivery, is listed on our website. 

6.b Ideas for increasing company programs

Targeting Existing or Potential Business Rental Clients 

Enterprise already has corporate accounts in and around Tampa Bay, and we are 
constantly adding more names to that list. With an unparalleled client base in the 
industry, we can solicit: 

• Existing clients who already know and trust our service

• Potential clients who we can introduce to the benefits of vanpooling

This guarantees that we can offer more opportunities to increase ridership than any 
other provider in the industry. 

Incentives for New and Existing Groups 

From time to time, we offer a variety of incentives to new and existing vanpool groups. 
These range from start-up incentives such as first-month discounts and free upgrades 
to assistance for existing vanpools with temporarily low ridership. At times, we will also 
offer incentives for existing vanpool groups for referring new riders or vanpools to the 
program. 

While we reserve the right to offer these programs at our discretion, we are open to 
working with TBARTA to incorporate some of these incentives into a comprehensive 
growth and sustainability strategy for the vanpool program.  
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6.c. Ideas for outreach/education 

Marketing Material 

Enterprise Rideshare has designed a number of effective tools for communicating to 
employees the value of vanpooling.  We have developed sales collateral such as 
hardcopy correspondence, e-mail templates, paycheck stuffers, customized signage, 
direct mail pieces, employer intranet “cards”, and more.   

We will meet with TBARTA and design a customized communications program that 
features overlapping, complementary elements that can effectively reach your 
employees with the vanpool value proposition. 

Using Our Website as a Marketing Platform 

Our state-of-the-art website is clean, attractive, and easy to interact with — providing 
information about and a positive impression of TBARTA’s program and vanpooling in 
general. We can develop a landing page with program information and links to the 
TBARTA website. 

Vehicle Branding 

Enterprise Rideshare will support the advertisement and promotion of the TBARTA 
vanpool program by displaying the appropriate fleet markings on the side and rear of 
each vehicle.  

We request that Enterprise Rideshare’s logo also be displayed on the vanpool vehicles 
in an effort to co-brand. 

Because we would like to ensure that our co-branding effort benefits both Rideshare 
and TBARTA, we request the artwork and the proposed dimensions be submitted and 
approved before application. 

The decal design shall be mutually agreed upon by Enterprise and TBARTA if a co-
branding vehicle situation is allowed in the program. Often, we keep the agency 
branding as is and add a “Rideshare by Enterprise” or a “Commute by Enterprise” logo 
to the back door panel. Design structure can be discussed as part of the contract 
negotiation process or at a later date.  

Any costs of graphic installation will be borne by Enterprise. 

Decal production and installation can be completed in-house or in some instances 
performed by one of our vendors. Third party vendors are not subcontractors nor are 
they part of any resulting contract. 

If an employer wants to add their logo to the vehicle we will work with that employer to 
do so and all costs will be allocated to that employer. We have found that often 
employers do not want to brand the vehicles as it insinuates liability and can make the 
program seem closed to the public. However, we will work with employers and TBARTA 
to apply additional vehicle decals if requested. 
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H. Additional Materials 

H.a Include parts V, VI, VII and all Appendices except “A”, “F” and “O”. 

Disadvantaged Business Enterprise Participation (DBE) 

Enterprise Rideshare will make a good faith effort to contract or purchase services with 
Disadvantaged Business Enterprise (DBE) and Minority Business Enterprise (MBE) 
companies.  Enterprise Rideshare has extensive experience managing and monitoring 
subcontracted services used in the provision of transportation services and ensuring 
compliance by subcontractors with local, state and federal law.  It is the policy of 
Enterprise Rideshare to involve minority businesses, specifically Small and 
Disadvantaged Businesses and Women-Owned Businesses to the fullest extent 
feasible in all phases of its procurement practices and provide them equal opportunities 
to compete for subcontracts for construction provision of professional services, 
purchases of equipment and supplies, and provision of other services required by 
Enterprise Rideshare. 

In the past, we have subcontracted for vehicle maintenance, vehicle graphics, auditing 
services, operating facilities, fire extinguishers, temporary staffing, drug testing, criminal 
background checks, MVR checks, vehicle cleaning services and janitorial 
services.  When subcontracts are needed, certified DBE firms will be selected from a list 
of Florida certified suppliers.  These firms will be contacted to determine their availability 
and their competitiveness in price.   

Monthly DBE/MBE Participation Report 

Our report will include the dollar value of all purchases of materials and supplies from 
DBE/WBEs as they are utilized in the course of the contract. 
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DBE Narrative 

Due to the nature and structure of vanpool programs it is difficult to engage DBE certified vendors. Most 
of the cost of the program is tied to acquisition of capital and there are no certified DBE providers of 
capital assets (vehicles). The areas in which we may be able to utilize DBE’s include; vehicle repair, decal 
design, production and application, windshield repair and office supplies. 

Enterprise Rideshare accessed the Florida State DBE database in May 2018 to assess our NAICS code 
against any possible vendors in the system and found two results. Those two results are listed below and 
have been contacted for quotes in their respective field of business. We have not yet received a response 
from them however; we will add them in if we can come to an agreement for services. 

DING INCORPORATED 
6215 IMPERIAL KEY  
TAMPA , FL 33615-3511 
(813) 956-5557  
DING.KARIBYRD@YAHOO.COM 

XTREME AUTOMOBILE SALES LLC 
4011 WEST OSBORNE AVENUE STE A 
TAMPA, FL 33614-6536  
(813) 494-2350  
XTREMEXAS@GMAIL.COM 

We also currently work with an Ohio certified DBE business, Applied Graphics, that is listed below and 
contacted them on May 15, 2018 to assess their ability to provide work under this contract. The point of 
contact is assessing the ability to perform work in Florida, creating a quote for decaling services and we 
are awaiting her response. 

APPLIED GRAPHICS 
NATALIE BECKERT 
1717 MCCARRICK PKWY 
MANSFIELD, OH 44903 
(419) 756-6882 
Natalie@agltd.org 

If any of the vendors above are approved we will submit the Letter of Intent in the DBE section of the 
RFP. 

Enterprise Rideshare will conduct an annual analysis of the DBE database and advertisement of the 
opportunity to engage DBE vendors as much as possible and add them as they become available. If we 
work with an existing small business that could be eligible for the Florida DBE certified program, we will 
work with them to obtain the proper certification. 

As stated in the DBE reporting section of this proposal, any work conducted with DBE’s will be reported 
on a consistent basis timeline agreed upon by Enterprise Rideshare and TBARTA. 









Last updated on May 15, 2018 

REGIONAL COMMUTER VANPOOL AND VAN LEASE PROGRAM 

RFP No. TBARTA 2018-01  

Questions and Answers Sheet 

1. What is TBARTA’s fiscal year?

• TBARTA’s fiscal year runs from September 31 to October 1.

2. Throughout the RFP, “TBARTA branding” is mentioned multiple times. Is TBARTA open to a co-
branding situation for items like vehicle decals or marketing campaigns?

• TBARTA is open to co-branding, but the Commuter Services logo is required to be on all
materials, messages, and advertisements pertaining to the TBARTA funded program and used
within the Florida Department of Transportation District 7 area of Citrus, Hernando, Pasco,
Pinellas, and Hillsborough Counties.

3. Page 25 & 32 Business Auto Liability Insurance. We request the limit of this policy reduced to
$1M per occurrence to reflect industry and practice standards.

• TBARTA accepts this change.

4. Page 25 Umbrella Liability Insurance and Excess Liability Insurance. We request this insurance
requirement stricken as our insurance coverages will be met in full with our policies.

• TBARTA accepts this change.

5. Page 26 Owner’s Protective Liability Insurance. We request this insurance limit stricken as to
does not pertain to the provision of vanpool services.

• TBARTA accepts this change.

6. Page 26 & 32 Bodily Injury, Property Damage and Uninsured Motorist Liability. We request the
limit of this policy reduced to $1M per occurrence to reflect industry and practice standards.

• TBARTA accepts this change.

7. Page 46 Appendix C Proposer Warranty. Please strike the below language as it does not pertain
to the provision of vanpool services.
“Proposer has included a copy of its standards warranty and warranties of all manufacturers of
components supplied under this contract as required by Section 2.25.”

• TBARTA accepts this change.

This document is dated May 15, 2018. 
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Exceptions and Language Change Request 

Please find our additional simple language change requests below to the TBARTA Request for Proposals 
number TBARTA-2018-01. We request these changes as a manner of contract negotiations should 
Enterprise Rideshare be awarded the contract. 

1. Page 22, Section 2.16 Termination for Convenience

We request a language change in this section to include “or Contractor” so that the first sentence
states;

“TBARTA or Contractor shall have the right to terminate this contract…”

2. Page 32, Section H.

We request changes to this paragraph as stated below in the strikethroughs and language
highlighted in red. The reason for these changes is to give sufficient time for the data to be
collected, compiled, and accurately reported to TBARTA for proper submittal of forms.

Provide monthly reports to TBARTA within fifteen (15) working days (but not before the 20th of
the following month) of the close of each calendar month. The first report shall be due at the close
of the first calendar month for which the contract has been in effect at least six (6) weeks. A final
Annual Report shall be submitted to TBARTA by October 15  November 15

th
 (45 days after the

close of the fiscal year) of each year. These monthly reports are to include all appropriate
ridership and mileage figures for NTD reporting.

3. Page 60, Appendix O NATIONAL TRANSIT DATABASE (NTD) REPORT REQUIREMENTS

Please see changes on NTD reporting description sheet, these changes are to mirror the FTA
guidelines and reporting requirements as set for in the NTD Reporting manual.

















Audited Financial Statements
Ranked in terms of revenue among the largest on the Forbes America’s Largest 
Private Companies list, Enterprise Holdings, Inc. is unparalleled in size, strength, and 
stability. As a privately held company, it is not our practice to publicly distribute 
consolidated financial information. However, our conservative and disciplined long-
term approach to managing our business has earned us, by far, the strongest 
balance sheet in our industry. This has made us the only investment-grade car rental 
company. Our current credit ratings are as follows: Standard and Poor's — BBB+, 
Moody's — Baa1. 

Unaudited Financial Statements
Again, it is not our practice to publicly distribute consolidated financial information.









Amendments



REGIONAL COMMUTER VANPOOL AND VAN LEASE 

PROGRAM 

TBARTA RFP NO. 2018-01 

AMENDMENT #1 

Date: May 15, 2018 

1. RFP Page & Paragraph: Page 25 Section 2.23 and Page 32 Section 4.3(I)

Under Amounts and Types of Insurance, Business Automobile Liability Insurance, Bodily Injury and Property 

Damage Liability is reduced from $2,000,000 Combined Single Limit Each Accident to $1,000,000 per 

occurrence. 

2. RFP Page & Paragraph: Page 25 Section 2.23 and Page 32 Section 4.3(I)

Under Amounts and Types of Insurance, Umbrella Liability Insurance or Excess Liability Insurance is deleted 

from being a minimum requirement of the contractor. 

3. RFP Page & Paragraph: Page 26 Section 2.23

Under Amounts and Types of Insurance, Owner’s Protective Liability Insurance is deleted from being a 

minimum requirement of the contractor.  

4. RFP Page & Paragraph: Page 26 Section 2.23 and Page 32 Section 4.3(I)

Under Amounts and Types of Insurance, Bodily Injury, Property Damage and Uninsured Motorist Liability is 

reduced from $2,000,000 per occurrence to $1,000,000 per occurrence. 

5. RFP Page & Paragraph: Page 32 Section 4.3(I)

Further definitions for amounts and types of Insurance is changed from Section 2.24 to 2.23. 

6. RFP Page & Paragraph: Page 46 Appendix C

Under PROPOSER WARRANTIES, including a copy of standards warranty and warranties of all 

manufacturers of components supplied under this contract as required by Section 2.25 is deleted. 

7. RFP Page & Paragraph: Page 60 Appendix O

Under MONTHLY REPORTS, National Transit Database, “(See Attachment – Log Sheet)” is deleted. 

Proposers may suggest a formatted log sheet so long as it is compliant with FTA and NTD reporting 

requirements. 

8. RFP Page & Paragraph: Page 12 Section 1,16

Under Proposal Evaluation, the PROPOSAL REVIEW COMMITTEE is amended to consist of the TBARTA 

Executive Director, two TBARTA staff, and up to two (2) optional designees representing the Florida 

Department of Transportation (FDOT). 



Exhibits 



Maintenance vendors:  We have multiples national account vendors with multiple locations in the 

great Tampa Bay area. All of these vendors can provide direct bill maintenance services for 

Rideshare vehicles.  



Body shops: We have over 40 body shops in the Greater Tampa Bay area that we partner with to 

provide full service collision repairs for Rideshare vehicles. 

A&E Auto Body, Inc. 12002 Hwy 17 North Eagle Lake FL 33839 863-298-0596 

Advance Auto Collision 
Center LLC 

6014 W. Waters Ave Tampa FL 33634 813-451-8000 

AutoNation Collision Center 
Clearwater 

16604 US Hwy 19 North Clearwater FL 33764 727-536-0557 

AutoNation Collision Center 
Pinellas Park 

8501 U.S. Hwy. 19 N. Pinellas Park FL 33781 727-346-1752 

Bernies Body Shop 1829 E. Gary Rd Lakeland FL 33801 863-683-2954 

Bill Currie Ford 
5815 N. Dale Mabry 

Highway 
Tampa FL 33614 813-870-0441 

Car Guys Collision Repair -  
Adamo Dr 

7014 E Adamo Dr Tampa FL 33619 813-321-2386 

Car Guys Collision Repair - 
Clearwater 

2130 Pine Forest Dr Clearwater FL 33764 727-530-1638 

Car Guys Collision Repair - 
Crystal River 

6934 West Gulf to Lake 
Highway 

Crystal River FL 34429 352-228-4954 

Car Guys Collision Repair - 
Inverness 

872 S. Norma Avenue Inverness FL 34453 352-726-9799 

Car Guys Collision Repair - 
Lakeland 

706 Wabash Ave N Lakeland FL 33815 863-686-3759 

Car Guys Collision Repair – 
Spring Hill 

1190 Wendy Ct Spring Hill FL 34607 352-688-2102 

Carmenders TPA, LLC 5146-B West Cypress St Tampa FL 33607 813-207-4900 

Carsmetics - Clearwater #6 3990 Ulmerton Road Clearwater FL 33762 727-572-9500 

Carsmetics - Palm Harbor #1 32898 US Hwy 19 North Palm Harbor FL 34684 727-669-8888 

Carsmetics - Tampa – 
East Adamo Dr #3 

9938 East Adamo Drive Tampa FL 33619 813-740-2888 

Carsmetics - Tampa – 
East Fowler Ave #4 

930 East Fowler Avenue Tampa FL 33612 813-977-6560 

Carsmetics - Tampa – 
N Dale Mabry #2 

4828 N. Dale Mabry Tampa FL 33614 813-871-2288 

CARSTAR St. Petersburg 
Collision Center 

1819 11th Ave North Saint Petersburg FL 33713 727-894-6222 

Crash Depot LLC 523 Recker Hwy Auburndale FL 33823 863-967-4959 

Crash Works Collision 10364 66th St. N Unit 2 Pinellas Park FL 33782 727-858-4608 

Crown Collision Center 5237 34th Street North St Petersburg FL 33714 727-329-1789 

Crystal Chevrolet Collision 
Center 

1035 S. Suncoast Blvd Homosassa FL 34448 352-795-1515 

Dayton Andrews, Inc 2388 Gulf to Bay Blvd Clearwater FL 33765 727-265-6352 

Dimmitt Chevrolet 25485 US Hwy 19 N Clearwater FL 33763 727-791-1818 

Jaime's Collision Center 21500 Highway 27 Lake Wales FL 33859 863-676-3426 

Jarrett Gordon Ford 2600 Access Road N.W. Davenport FL 33897 863-422-1167 

Lokey Collision Center - Port 
Richey 

11613 US 19 North Port Richey FL 34668 727-862-9044 

Maaco - Odessa 15149 Azra Drive Odessa FL 33556 727-686-6721 

Morris County Collision Inc 8739 State Road 52 Hudson FL 34667 727-868-3974 

Nick Nicholas Ford 2901 Hwy 44 W Inverness FL 34451 352-726-1231 

Pro Body Shop 125 N Eastside Dr Lakeland FL 33801 863-665-9490 

R and R Automotive Paint 303 E Hanson Ave Haines City FL 33844 863-547-9736 



and Body 

Ralph Perez Body Repairs Inc 7304 N Nebraska Ave Tampa FL 33604 813-236-7052 

Restoration On Location Inc. 2534 Richards Road Tarpon Springs FL 34688 727-858-4608 

Rick Matthews Buick 15164 Cortez Blvd Brooksville FL 34613 352-796-3553 

Service King #142 - St 
Petersburg 

6605 Haines Rd St Petersburg FL 33702 727-528-4848 

Service King #246 - Oldsmar 3888 Tampa Rd. Oldsmar FL 34677 813-855-7066 

Sun Collision Center 5401 State Road 54 New Port Richey FL 34652 727-844-0728 

Suncoast Chrysler Plymouth 8755 Park Blvd Seminole FL 33777 727-393-4621 

Top Tech Collision LLC 4712 N Lois Ave Tampa FL 33614 813-870-3400 

Toyota of Tampa Bay 1101 East Fletcher Ave Tampa FL 33612 813-375-3080 

W&W Auto Collision Center 4615 N Lois Ave Tampa FL 33614 813-877-2886 
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FIRST AMENDMENT TO  

AGREEMENT FOR COMMUTER VANPOOL SERVICES 

 

 THIS FIRST AMENDMENT TO AGREEMENT FOR COMMUTER VANPOOL 

SERVICES ("First Amendment"), is made and entered into on this ____ day of 

_________________, 20__ (“ First Amendment Effective Date”), by and between TAMPA 

BAY AREA REGIONAL TRANSIT AUTHORITY (“TBARTA”),  a special district of the 

State of Florida created and existing pursuant to Chapter 343, Florida Statutes, having an 

address of 4350 West Cypress Street, Suite 700, Tampa, Florida 33607, and ENTERPRISE 

LEASING COMPANY OF FLORIDA, LLC (“ENTERPRISE”), a private provider of public 

transportation by vanpool, having an address of 3505 E. Frontage Road, Suite 200, Tampa, 

FL 33607. TBARTA and ENTERPRISE will collectively be referred to herein as "parties" 

and individually as "party." 

 

 WHEREAS, the parties entered into the Agreement for Commuter Vanpool 

Services on June 28, 2018  (“Agreement”), whereby ENTERPRISE agreed to provide 

certain services in support of TBARTA’s Commuter Vanpool Program for a period of two 

(2) years, beginning on July 1, 2018; and  

 

 WHEREAS, pursuant to paragraph 17.2 of the Agreement, the parties wish to 

amend the Agreement to reflect changes to the Project Compensation terms of the 

Agreement. 

 

 NOW, THEREFORE, IN CONSIDERATION OF THE PROMISES AND 

COVENANTS OF THE AGREEMENT AND THIS FIRST AMENDMENT, TBARTA AND 

ENTERPRISE AGREE THAT: 

 

1.  The above recitals are true and correct and incorporated herein.  

 

2. Paragraph 4.0 of the Agreement shall be amended to read as follows: 

 

4.0  PROJECT COMPENSATION.  

 

4.1  For the timely and proper performance of the Services in accordance 

with this Agreement and the Attachments hereto, TBARTA shall pay 

a subsidy to ENTERPRISE in the amount of four hundred dollars 

($400) per month per vehicle in service, towards the capital cost of 

each vehicle.  
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The parties agree and understand that the amount of this monthly 

subsidy may change during the term of this Agreement depending 

upon the level and availability of Program funding and with 60 days’ 

written notice from TBARTA to ENTERPRISE. 

 

4.2 Vanpool groups must meet a monthly average of a fifty percent 

(50%) occupancy rate to be eligible for the monthly subsidy program. 

The occupancy rate will be calculated based on the average number 

of passengers per trip and the vehicle’s capacity.  If an eligible 

vanpool group’s monthly average occupancy rate falls below fifty 

percent (50%), the vanpool group will be granted a sixty (60) day 

grace period to restore their average occupancy rate to fifty percent 

(50%). If the vanpool group restores their monthly average 

occupancy rate to fifty (50%) within the sixty (60) day grace period, 

the vanpool group will again be eligible for the subsidy program 

from the date that it meets the fifty percent (50%) occupancy rate.   

Vanpool groups are not entitled to the monthly subsidy during the 

any period, including the sixty (60) day grace period, while its 

occupancy rate is below a monthly average of fifty percent (50%). 

 

4.3  To prove its subsidy eligibility, ENTERPRISE shall report its vanpool 

group ridership to TBARTA by submitting the National 

Transportation Department ridership form (“NTD Report”) to 

TBARTA by the twentieth of each calendar month during the term 

of the Agreement. ENTERPRISE shall submit its annual NTD Report 

to TBARTA by November 15th of each year during the term of the 

Agreement. 

 

4.4  ENTERPRISE shall also submit to TBARTA a monthly report of the 

vehicle number, vehicle make, model number, model year, seat 

capacity, and miles traveled of each vanpool group (“Vehicle 

Report”) by the 20th of each calendar month during the term of the 

Agreement.   Vanpool groups not submitting a Vehicle Report to 

TBARTA are not eligible for the subsidy. The form of all required 

reports will be mutually agreed upon by the parties prior to 

implementation.  

 

4.5  User-fees charged by ENTERPRISE shall be in accordance with the 

End User Fee Structure included in Attachment “A”, which is 

attached hereto and made a part of the Agreement. ENTERPRISE 
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will only bill for vanpool groups with proper occupancy and 

reported miles.  

 

4.6  ENTERPRISE shall deliver its monthly invoice to TBARTA by the 

20th of each calendar month during the term of this Agreement, along 

with its monthly NTD Report and Vehicle Reports. 

 

4.7  TBARTA’s payment of invoices shall be in accordance with the 

Florida Prompt Payment Act. 

 

4.8 TBARTA shall be responsible for payment to ENTERPRISE for the 

costs incurred for accommodations made by ENTERPRISE as a 

result of any disability accommodation request by a participant in 

and recipient of the Services. ENTERPRISE shall obtain TBARTA’s 

consent before incurring such costs. 

 

3. Paragraph 16.0 of the Agreement shall be amended to provide that TBARTA’s 

Records Custodian is Jennifer Mendez who can be contacted at 813-282-8200,  

Jennifer.mendez@tbarta.com. 

 

4. Paragraph 17.4 of the Agreement shall be amended to read as follows: 

 

                   17.4 Venue for any action arising between the parties under this 

Agreement shall lie solely in the courts in and for Hillsborough County for any state court 

action, and in the U.S. District Court, Middle District, Tampa Division, for any federal 

court action.   

 

5. Paragraph 17.5 of the Agreement is amended by changing the person to whom 

any notice is sent to TBARTA under the Agreement as follows: 

 

If to TBARTA:  

 Tampa Bay Area Regional Transit Authority 

 4350 W. Cypress St., Suite 700 

 Tampa, Florida 33607 

 Attention:  Cyndi Raskin 

 

6. Pursuant to Paragraph 3.0 of the Agreement, the Parties agree to exercise the 

right of renewal. The Agreement shall renew for an additional one (1) year 

term, effective July 1, 2020, and shall terminate on June 30, 2021, unless 

renewed pursuant to Paragraph 3.0 of the Agreement.  

mailto:Jennifer.mendez@tbarta.com
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7. All other terms and conditions of the Agreement, except as amended in this 

First Amendment, shall remain in full force and effect.   
 

IN WITNESS WHEREOF, THE PARTIES HERETO, BY AND THROUGH THE 
UNDERSIGNED, HAVE ENTERED INTO THIS FIRST AMENDMENT TO 
AGREEMENT FOR COMMUTER VANPOOL SERVICES ON THE DATE AND 
YEAR FIRST WRITTEN ABOVE. 
 
 
 
 

 

Tampa Bay Area Regional    ENTERPRISE LEASING  

Transit Authority    COMPANY OF FLORIDA, LLC 

 

_____________________________              _____________________________    

Signature Signature 

_____________________________              _____________________________    

Chairperson Title 

Attest:                                                              Attest: 

 

______________________________            _______________________________ 

   Secretary 

 Approved as to Form: 

 _________________________________ 

 General Counsel 
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