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Executive Summary 

 
On November 1, 2019, the Hillsborough Area Regional Transit Authority (“HART” or the 

“Agency”) Board of Directors (“Board”) received a whistleblower complaint raising concerns about 
procurement practices, vendor relations and related issues involving HART’s Chief Executive 
Officer (“CEO”) Benjamin Limmer. Pursuant to HART Board Policy § 410.04(4), the 
whistleblower’s identity and the content of the complaint remained confidential.  During the 
ensuing November 4, 2019 public Board meeting, the Board suspended Mr. Limmer with pay, 
appointed Carolyn House Stewart Interim CEO, and directed Ms. Stewart to hire outside counsel 
to conduct on internal investigation into the whistleblower’s allegations. 
 

HART selected Carlton Fields, PA (“Carlton Fields”) to conduct an independent internal 
investigation into the whistleblower complaint.  On November 14, 2019, Carlton Fields received a 
copy of the whistleblower complaint (“Complaint”).  The Complaint outlined three (3) main areas 
of concern with respect to Mr. Limmer’s conduct as the CEO:  i) alleged violations of HART’s 
procurement policies and improper vendor relations; ii) alleged violations of HART’s travel and 
purchase card (“P-Card”) policies; and iii) alleged violations of HART policies regarding hiring and 
promotion.  Carlton Fields commenced its investigation immediately. 
 

During the ensuing investigation, Carlton Fields interviewed twenty-two (22) witnesses 
(some multiple times), including Complainant and Mr. Limmer, and reviewed thousands of pages 
of documents, including but not limited to procurement department files, P-Card billing 
statements, travel expense files, emails, HART policies, and personnel files.  (See Exhibit A).  

 
HART’s Procurement Manual (“Manual”) § 1-103 requires that “all parties involved in the 

negotiation, performance or administration of [Agency] contracts [  ] act in good faith.” The Manual 
applies “to every expenditure of public funds.”  (Manual § 1-104). The purpose of the Manual is 
to establish appropriate controls over contract administration and provide for public confidence in 
the expenditure of public funds entrusted to the Agency.  (See Manual §1-101(4) - (5)). 

 
Carlton Fields’ investigation into the allegations against Mr. Limmer took into account 

policies and rules of the Agency that all HART employees are required to abide by, as well as Mr. 
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Limmer’s authority as the CEO of a government agency and his vision for the Agency.  Our 
findings and recommendations with respect to the allegations raised in the Complaint are set forth 
in more detail below. 

 
Carlton Fields’ investigation found violations of the Manual, Board policies, P-Card 

Standard Operating Procedure, and Travel Policy & Procedures Standard Operating Procedure. 
The violations include:  

 
1) solicitation for management consulting services;  
2) retention of the law firm Shumaker, Loop & Kendrick, LLP (“Shumaker”) to document 

 employee terminations;  
3) providing TransPro Consulting (“TransPro”) with improper inside information about 

 HART’s procurement  needs, not sourcing the solicitation through the procurement 
 department, and failing to comply with the Manual’s bid solicitation requirements for an  
 engagement over $25,000;  

4) improper use of the P-Card for per diem; 
5) improper use of the P-Card for personal meals and failure to reimburse; 
6) improper use of the P-Card for personal items; 
7) improper charges for sales tax on the P-Card; and  
8) violation of HART’s Travel Policy. 
 

Pursuant to Section 4.1(t) of the Employee Handbook, these violations also constitute workplace 
conduct “offenses.” 
 
 While the investigation corroborated the factual statements made with respect to the 
remaining allegations addressed below, the investigation did not conclude that the remaining 
allegations constitute a violation of HART policies.  However, the investigators determined that 
HART staff educated Mr. Limmer on procurement, P-Card, travel and other policies throughout 
his tenure at the Agency.  
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SECTION I: FINDINGS THAT CONSTITUTE A VIOLATION OF HART POLICIES 
 
1. MANAGEMENT CONSULTING SERVICES 
 
 A. Allegation.  In August 2019, Mr. Limmer told the Director of Procurement that he 
wanted a pool of three management consulting firms, to use at his “on-call” discretion, and 
provided Complainant and Director of Procurement a “sample” template for the engagement.  
(CF-HART0000037-46).  Mr. Limmer asked for a budget of $3,000,000 for the engagement, but 
provided no specific projects or tasks. Director of Procurement edited the proposed scope and 
released the solicitation. In October, eight vendors submitted proposals, including TransPro.  The 
vendors were ranked according to the criteria of their proposal. TransPro was the only consultant 
demonstrating competency in all areas and overall scored the highest.  Following the ranking 
meeting, Director of Procurement relayed that he felt that TransPro knew exactly how to respond 
as if the statement of work was written for (or by) it.  Other HART employees echoed those same 
concerns to Complainant in separate conversations.  

 B. Finding – 1. TransPro received an unfair competitive advantage when 
bidding on the $3,000,000 Management Consulting Contract because the solicitation work 
scope originated with TransPro in violation of Manual § 12-103 (Organizational Conflicts 
of Interest, Unequal Access to information), as well as § 4-102(2) for issuing a specification 
that unduly restricted competition.  This conduct also violated Board Policy § 410.02(2)(h) 
(Employee Ethics and Conflicts of Interest), which provides that “… No employee shall 
engage in communications with bidders or potential bidders outside of th[e procurement 
process] on the subject of a pending procurement.”  Mr. Limmer admitted that he never 
informed procurement staff that he obtained the solicitation language directly from 
TransPro.   

 C. Basis of Finding – 1:1  The investigation revealed that on July 16, 2019, TransPro 
responded to a request by Mr. Limmer for a scope of work template for a multi-year Management 
Consulting Services Contract.  TransPro’s CEO stated that the template was designed so that 
“the [A]gency isn’t scrambling to identify and solve procurement obstacles.” (CF-HART0000022-
31).  Mr. Limmer sent Director of Procurement the template without disclosing the source of the 
template.  Mr. Limmer acknowledges that he did not tell procurement staff that the template he 
provided came from TransPro.  Mr. Limmer contends, however, that he instructed Director of 
Procurement to find several templates of his own in addition to the template Mr. Limmer provided 
in order to draft a solicitation using various sources.  Our investigation did not reveal any written 
record evidence of this directive.  

 Director of Procurement denies that Mr. Limmer asked him to find other templates to use 
for drafting the solicitation, instead contending Mr. Limmer directed procurement staff to draft a 
solicitation based solely on the specifications Mr. Limmer provided procurement staff. (CF-
HART0000008-10, 37-46).  Because TransPro provided the very template that resulted in the 
solicitation, TransPro received an unfair competitive advantage in responding to the engagement.  
This violated Manual §12-103 (conflicts of interest), and §4-102(2) (issuing a specification that 

                                                
1 Additional documents supporting the findings in this Section can be found at CF-HART0000001-47. 
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unduly restricted competition).  Mr. Limmer denies that he saw the final solicitation before it was 
released to the public for bidding.  However, Director of Procurement emailed the final solicitation 
to Mr. Limmer on August 20, 2019 prior to the solicitation opening. (CF-HART0000032).  

 Mr. Limmer acknowledges that TransPro received a competitive advantage as a result of 
the solicitation being based solely on TransPro’s template. He contends, however, that this was 
an error by Director of Procurement because Director of Procurement failed to follow Mr. Limmer’s 
directions to obtain other templates to prepare the final solicitation.  Mr. Limmer further suggests 
that Director of Procurement’s alleged failure to follow his directive was part of a “conspiracy” and 
an “organized assassination” by certain individuals to make him “look bad” because he was 
significantly changing personnel to be ready for the influx of funds from the transportation tax, and 
he anticipates making additional changes in the future.   
 

Our investigation did not substantiate Mr. Limmer’s claim that Director of Procurement 
ignored Mr. Limmer’s directive or that there was any conspiracy against Mr. Limmer.  As identified 
throughout this report, the procurement staff continually communicated with Mr. Limmer about 
appropriate procurement procedures, often having to correct transgressions in the process.  
Contrary to Mr. Limmer’s suggestion that HART employees were trying to make him “look bad”, 
the investigation instead established that employees were working to find a way to satisfy Mr. 
Limmer’s requests while complying with HART policies.  (See Manual § 2-103).   

 
2. LEGAL SERVICES INVOICE FROM SHUMAKER, LOOP & KENDRICK 
 
 A. Allegation.  As part of Mr. Limmer’s organizational redesign, Former Chief 
Financial Officer (“Former CFO”) and Former Chief Administrative Officer (“Former CAO”) were 
terminated on June 12, 2019.  TransPro engaged Shumaker to provide legal advice and 
separation agreement drafting with respect to the terminations.  Complainant alleges that this 
retention is in violation of Manual § 3-207.02 which provides that only the Board can approve 
contracts for legal services.  Mr. Limmer allegedly told Complainant that the invoice will “go away,” 
and then TransPro had decided to “take care of the cost” of the legal services. (CF-
HART0000056-57). 
 
 B. Finding – 2. Mr. Limmer authorized TransPro to retain Shumaker without 
Board approval in contravention of Manual § 3-207.02.  HART General Counsel appears to 
have ratified Mr. Limmer’s conduct, also without authority from the Board.  

 C. Basis of Finding – 2.2  Sometime in late May or early June 2019, Mr. Limmer 
reached out to TransPro CEO about doing an organizational redesign because Mr. Limmer felt 
he needed to double the size of the Agency and make some personnel changes.  Mr. Limmer felt 
that he needed immediate legal support to make the personnel changes because he wanted to 
terminate several employees, including the second and third-highest ranking executives at HART, 
Former CAO and Former CFO.  Mr. Limmer believed that he could not use HART General 
Counsel, HART’s in-house lawyers, or the employment firms already on retainer with HART 
because the separations would involve such high-ranking executives within the Agency.  In 

                                                
2 Additional documents supporting the findings in this Section can be found at CF-HART0000048-143. 
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addition, HART’s in-house lawyers reported to Former CAO.  Accordingly, on June 7, 2019, 
TransPro CEO reached out to a lawyer at Shumaker about providing legal services to HART for 
the employee separations. In accordance with the law firm’s typical administrative procedures, 
Shumaker prepared an engagement letter addressed to HART. 
 
 On June 8th, Shumaker participated in a conference call with Mr. Limmer, TransPro CEO, 
and others regarding the separations. (CF-HART0000051, 84-85, 114-115).  As part of the 
discussion, Shumaker asked about involvement of HART General Counsel, and recommended 
consulting with HART General Counsel.  After being advised of HART General Counsel’s role at 
the Agency, Mr. Limmer did not object to Shumaker contacting HART General Counsel, and a 
conference call was scheduled for June 10th at 9:00 a.m.   
 
 After the June 8th conference call, Shumaker sent TransPro CEO the initial draft of the 
engagement letter addressed to HART for his review.  In this initial draft, Shumaker described the 
attorney/client relationship as follows: “I write to confirm the agreement of Shumaker, Loop & 
Kendrick, LLP to represent [HART] with regard to Human Resources matters.”  (CF-
HART0000130-136).  On June 9th, TransPro CEO sent an email to Mr. Limmer and others 
regarding several matters, in which he stated the following: “I was going to sign [the] engagement 
letter with [the] legal team – to join the TransPro team.  Assume that sounds right?”  Mr. Limmer 
responded, “All sounds great.”  (CF-HART0000072-74).   
 
 On June 10th, Shumaker had multiple conference calls with HART General Counsel, Mr. 
Limmer, and others regarding the separations.  During those discussions, Shumaker contends 
that HART General Counsel requested that Shumaker revise the initial draft of the engagement 
letter to clarify the scope of the attorney/client relationship.  Shumaker incorporated HART 
General Counsel’s suggestions and forwarded the revised engagement letter to HART General 
Counsel for review and comment. The revised engagement letter described the attorney/client 
relationship as follows: 
 

I write to confirm the agreement of Shumaker [ ] to represent [HART] with regard 
to human resources matters.  TransPro Consulting, LLC has been engaged to 
provide services, including human resource services, to HART and is engaging 
[Shumaker] on behalf of HART to provide legal services in conjunction with their 
consulting services.  Our client relationship will be with HART. 

 
(CF-HART0000137-143).   
 
 HART General Counsel did not propose any revisions to the revised engagement letter.  
Both Mr. Limmer and TransPro CEO stated that when they consulted HART General Counsel 
about the need for legal counsel to assist with the separations, HART General Counsel agreed 
that legal counsel was needed and acknowledged that there was a structure for retaining 
Shumaker – but he also recognized that the process would not move fast enough to obtain 
approval here.  According to Mr. Limmer and TransPro CEO, HART General Counsel suggested 
that they retain Shumaker under the existing TransPro contract vehicle, and they could come 
back and “clean it up later.”  Mr. Limmer and TransPro CEO stated that by “clean it up later” they 
understood HART General Counsel to mean that any procurement formalities or approvals would 
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be sorted out after the fact.  HART General Counsel denies that he used that language, but he 
acknowledges that he did review HART’s emergency procurement policies to determine if this 
engagement qualified under the emergency procurement provision. HART General Counsel 
drafted a memo to Mr. Limmer dated June 12, 2019, regarding emergency procurement manual 
considerations.  (CF-HART0000081-83).  However, the memo did not direct Mr. Limmer to rescind 
the Shumaker engagement.  Shumaker also advised the investigators that it copied HART 
General Counsel on all correspondence with HART employees. 
 
 Mr. Limmer and a Shumaker lawyer attended the June 12th termination meetings for 
Former CAO and Former CFO.  HART General Counsel emailed Shumaker that morning and 
thanked them for helping Mr. Limmer.  (CF-HART0000080).  Shumaker continued to provide legal 
services throughout the month of June to finalize the separations.   
 
 On July 8th, Mr. Limmer executed the Legal Services proposal for TransPro to Shumaker.  
(CF-HART0000071; CF-HART0000108). On July 9th, TransPro CEO sent Shumaker’s 
engagement letter to Director of Procurement for the first time, which prompted questions from 
Director of Procurement as to the genesis of the engagement for legal services.  (CF-
HART0000086-97).  According to Director of Procurement, when Shumaker’s invoice for $27,126 
subsequently landed on his desk on July 24th (CF-HART0000048-55), he asked Mr. Limmer for 
information regarding the engagement. Mr. Limmer purportedly advised Director of Procurement 
that he (Mr. Limmer) asked TransPro to consult with outside legal counsel because he needed to 
work quickly to process the terminations. Mr. Limmer further advised Director of Procurement that 
he could not trust in-house legal counsel because they reported up to Former CAO, and HART 
General Counsel’s firm had worked closely with Former CFO when he was the Interim CEO 
(“ICEO”). Mr. Limmer also relayed that HART General Counsel was aware of the engagement.  
Director of Procurement and Complainant contacted HART General Counsel to obtain advice as 
to whether HART could pay TransPro’s invoice.   

 
Director of Procurement and Complainant both stated that HART General Counsel 

advised them that the invoice could not be paid without Board approval, and they discussed the 
following options to move forward: (1) Mr. Limmer could tell TransPro that it had to pay the invoice; 
(2) HART could draft a contract modification, and Mr. Limmer could present it to the Board for 
approval; or (3) Mr. Limmer could get Board Chairman Miller (“Board Chair”) to sign off on 
payment of the invoice as a modification to the original deviation.  Complainant and Director of 
Procurement contend they advised Mr. Limmer of the three options.  
 
 On August 8th, Complainant claims that Mr. Limmer came to Complainant’s office and told 
Complainant that the Shumaker invoice was “going away” – meaning HART would not be 
expected to pay the invoice.  Complainant then contacted HART’s Accounts Payable department 
and told them that HART would be rejecting the Shumaker invoice.  TransPro sent an email the 
same day stating that TransPro “decided to take care of the cost for the work completed by 
Shumaker as part of our contract since Shumaker performed at our direction.”  (CF-
HART0000056-57). 
 
 The investigators have subsequently learned that Shumaker continued to perform legal 
services at the request of HART employees through at least July 2019.  TransPro CEO estimated 
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that the total amount for Shumaker’s legal services is approximately $45,000, which exceeds the 
$30,000 proposal signed by Mr. Limmer. The investigators have not seen any invoices for 
Shumaker’s services beyond the June invoice for $27,126 because they have not yet been 
submitted to HART for payment.  TransPro CEO advised the investigators that he is waiting until 
a permanent CEO is in place to submit the invoices to HART, and he expects HART to honor its 
agreement and reimburse TransPro for the total amount of Shumaker’s legal services.  
 
3. OPERATIONS SUPPORT PROPOSAL 
 
 A. Allegation.  On July 9, 2019, TransPro submitted a proposal to engage an 
operations support consultant for $99,000. (CF-HART0000144-154).  After the procurement 
department determined that the engagement would need to be competitively bid, the Agency 
abandoned the consulting engagement.  Instead, HART engaged Krauthammer & Associates 
(“Krauthammer”), its executive recruiting firm, to recruit for a newly created Chief of Customer 
Experience position.  Complainant alleges a quid pro quo between Mr. Limmer, TransPro and 
Krauthammer, because the Chief of Customer Experience candidate identified by Krauthammer 
was the same candidate proposed by TransPro in its July 9, 2019 proposal.   

B. Finding – 3.   The investigation did not conclude that the recruitment and 
selection of a former TransPro consultant into the newly created Chief of Customer 
Experience position involved a quid pro quo.  In addition, whether a particular candidate 
is deemed most qualified or whether there is a need for a particular position is a business 
decision for the CEO and HART.  

However, Mr. Limmer unilaterally executed a $99,000 proposal with TransPro for an 
operations support consultant, without providing other vendors an opportunity to submit 
proposals or involving procurement in the process before executing the engagement.  His 
conduct violated the following policies: (1) Manual § 3-201.02 – not sourcing the 
solicitation through the procurement department; (2) Manual § 12-103(b) – providing 
TransPro with improper inside information about HART’s procurement needs; and (3) 
Manual § 3-204.04(1)(b) – failing to comply with the Manual’s bid solicitation requirements 
for an engagement over $25,000.  It should be noted, however, that this work did not 
proceed due to a lack of funds.   

C. Basis of Finding – 3.3  Although the allegations in the Complaint focused on the 
relationship between the candidate selected for the Chief of Customer Experience position and 
TransPro, the investigation revealed that Mr. Limmer engaged in inappropriate discussions with 
TransPro outside of the procurement process.  TransPro began discussions with Mr. Limmer and 
the Chief of Policy and Performance about engaging an operations consultant well before the July 
9th proposal was received by procurement staff.4  One of the drafts priced the proposal at 
                                                
3 Additional documents supporting the findings in this Section can be found at CF-HART0000144-350. 
4 TransPro sent HART’s Chief of Policy and Compliance a June 7, 2019 “Executive Management 
Augmentation Proposal” that included an “Interim Chief Operating Officer” proposal five (5) days before 
Former CAO and Former CFO were terminated.  (CF-HART0000110-113). This engagement was proposed 
at $199,000.  The next day, TransPro CEO asked his colleague to break up the proposals into “executable 
pieces,” one of which was the operations consultant proposal.  (CF-HART0000119-123).   
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$106,500, which would have required Board approval. (CF-HART0000322-336).  TransPro CEO 
quickly discounted the proposal by $7,000 in order to come within the “[HART] CEO’s 
authorization limit.” (CF-HART0000317-321).   

 On July 2nd, TransPro CEO emailed the Chief of Policy and Compliance, stating that he 
had spoken with Mr. Limmer and Mr. Limmer agreed with TransPro’s proposal.  Mr. Limmer then 
executed the $99,000 Operations Support proposal on July 8, 2019 (CF-HART0000157-167) 
before involving procurement staff.  Internal documents show that when presented with the 
proposed engagement, procurement staff tried to determine how to handle the engagement as it 
had not followed normal procurement procedures for a contract over $25,000.  On July 11th, 
Director of Procurement told TransPro CEO to “disengage any work” as the engagement needed 
to be competitively bid:  “In order to maintain an appropriate cone of silence, please direct all 
communications relating to this effort to me directly.”  (CF-HART0000293; CF-HART0000208-
212).  HART never issued a solicitation for an “Operations Support” engagement because HART 
did not have the funds to support it.   

 In summary, Mr. Limmer executed a $99,000 engagement with TransPro after at least a 
month of discussions with that vendor about operations support needs, without providing other 
vendors an opportunity to submit proposals.  As a result, TransPro received improper inside 
information about the Agency’s procurement needs.  Mr. Limmer’s execution of the $99,000 
contract also failed to comply with the Manual’s bid solicitation requirements for an engagement 
over $25,000.   

4. HART’S P-CARD POLICY – PER DIEM USE 
 
 “The [P-Card] program is designed to improve efficiency in processing and payment of 
purchases.”  (HART Policy Manual at § 970.20(2)). The Finance Department maintains a 
complete Standard Operating Procedure (“SOP”) for P-Cards.  (See Exhibit B). “Departments 
may establish additional controls [beyond those set forth in the P-Card Policy] if necessary, but 
cannot alter the authorized procedures” in the policy.  (HART Policy Manual at § 970.20(2); P-
Card SOP at § 6.B).  Primary responsibility for the P-Card Program resides with the CFO.   
 
 The purpose of the P-Card SOP is to establish “procedures under which departments will 
control the use of [P-Cards] assigned to and utilized by HART employees for purchasing materials 
and services, on behalf of the agency.”  The SOPs are intended to, among other things, enhance 
productivity, significantly reduce paperwork, reduce the overall cost associated with small 
purchases, and ensure appropriate internal controls are established so that P-Cards are “used 
only for authorized purposes.” (P-Card SOP at § 1.0).  Selected staff will be authorized to use the 
P-Card for, among other things, travel-related expenses in compliance with HART’s Travel Policy.  
(HART Policy Manual at § 970.20(1); P-Card SOP at § 6.A).  The P-Card SOP applies to all 
cardholders participating in the P-Card program.  (P-Card SOP at § 2.0).   
 
 A. Allegation.  While traveling, Mr. Limmer used his P-Card for per diem expenses, 
which is prohibited by HART Policy.  Mr. Limmer also requested special treatment in the 
application of the per diem rules that is contrary to HART’s Travel SOP, particularly when meals 
are included in the cost of registration for a conference. 
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 B. Finding – 4. Mr. Limmer used his P-Card for per diem while traveling in 
violation of § 6.F of the P-Card SOP.  (See P-Card SOP § 6.F providing that the “P-Card 
shall not be used for per diem meals while traveling. Per diem will be advanced or 
reimbursed on an Accounts Payable check as directed in HART Travel Policy and 
Procedures document.”).  Additionally, Mr. Limmer received per diem even if meals were 
included in conference registration costs, in violation of § 5.D.3 of the Travel Policy & 
Procedures SOP.  (See Exhibit C at § 5.D.3 providing that “HART will not pay per diem for 
any meals provided by a conference, seminar, meeting or training”). 
 
 C. Basis of Finding – 4.5   The Former CFO advised the investigators that HART 
advances 75% of per diem expenses and reimburses the remaining 25% when the employee 
returns and submits receipts.  Mr. Limmer told the investigators that for his first two business trips 
to Tallahassee and Washington, D.C., he complied with the Travel SOP. 
 
 Former CFO and Executive Assistant #1 contend, however, that Executive Assistant #1 
had significant problems processing Mr. Limmer’s reimbursement paperwork from those initial 
trips because he refused to follow the U.S. General Services Administration (“GSA”) guidelines 
or provide proper documentation/receipts.  As a result, Executive Assistant #1 frequently had to 
ask Mr. Limmer for additional information in an attempt to process his reimbursements.  Given 
these struggles with the paperwork, Mr. Limmer did not want follow the per diem procedures going 
forward.  Instead, he believed a corporate credit card would be more efficient for his meals and 
incidental expenses.  When Former CFO spoke with Mr. Limmer about the increased 
administrative burden, Mr. Limmer informed Former CFO that he wanted 100% per diem up front. 
Mr. Limmer also asked for a “pool of money” he could access on a day-to-day basis for various 
expenses, such as taking other CEOs and community stakeholders to business lunches/dinners.   
 
 Based on Mr. Limmer’s request, the Former CFO suggested that Mr. Limmer get a P-
Card.  Mr. Limmer was the first CEO to receive a P-Card. He signed the P-Card Employee 
Agreement when he received his P-Card on May 6, 2019. (See CF-HART0001766 at Exhibit D). 
He agreed to abide by each of the cardholder responsibilities listed therein, including a promise 
to refrain from using the P-Card to make personal or unauthorized purchases, either for himself 
or for others.  Mr. Limmer confirmed that he was trained on the P-Card SOPs by HART staff, and 
he advised the investigators that he has reviewed the P-Card SOPs multiple times with HART 
General Counsel.  Mr. Limmer also told the investigators that having a P-Card is a “big 
responsibility because he is a public servant all day, every day,” and therefore he needs to be the 
best steward that he can of the Agency’s money.  For that reason, Mr. Limmer stated that he 
maintained detailed documentation of his P-Card usage and that he tied his expenses to specific 
business meetings.   
   
 From June 21 – 27, 2019, Mr. Limmer attended the American Public Transportation 
Association (APTA) Conference in Toronto, Canada.  Instead of obtaining the advance per diem 
portion, Mr. Limmer used his P-Card for meals, contrary to policy.  When the Accounting 
Department processed Mr. Limmer’s P-Card billing statement, his conduct created additional work 

                                                
5 Additional documents supporting the findings in this Section can be found at CF-HART0000424-433, 
438-444, 791-793, 1767-1769, 1773-1776, and 2580-2597. 
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for accounting staff because they had to analyze each charge to ensure that the accurate per 
diem was spent on each meal.  (CF-HART0000946).  After receiving inquiries from the Accounting 
Department about Mr. Limmer’s conduct, Complainant learned that Mr. Limmer claimed that he 
had a “verbal agreement” with Former CFO allowing him to use his P-Card for meals while 
traveling.  (CF-HART0000439-441).   
 
 In an email string dated July 19, 2019, Complainant questioned the propriety of this 
practice based solely on a “verbal agreement” with Former CFO. Complainant’s requested 
meeting about the alleged agreement was scheduled for July 23rd, but ultimately cancelled due 
to Mr. Limmer’s schedule constraints.  (CF-HART0003656-57).  Nonetheless, Complainant and 
Mr. Limmer discussed his P-Card usage in an ad hoc meeting, and Complainant stressed that 
Mr. Limmer’s pattern of usage did not comply with HART’s written policies.  Mr. Limmer felt that 
exceptions to the P-Card and Travel SOPs needed to be made for him, and he told Complainant 
and others that the policies should be changed.   
 
 For example, in September 18th correspondence to Complainant, Executive Assistant #2 
reported that in the future Mr. Limmer wanted to “expand” the GSA method of calculating per diem 
so that HART employees would receive per diem for all meals regardless of whether the agenda 
or program indicates that meals are provided.  (CF-HART0001767-2092).  Complainant disagreed 
with Mr. Limmer’s proposal because “paying per diem for meals when they are included in the 
conference fee is not something [HART] can just authorize for travel without policy change.”  (CF-
HART0001767-2092).  In any event, all employees, including the CEO, are expected to comply 
with existing HART policies.  
 
5. HART P-CARD POLICY – FAILURE TO REIMBURSE FOR PERSONAL EXPENSES 
 
 A. Allegation.  While traveling, Mr. Limmer purchased meals for his child with his P-
Card in violation of HART’s P-Card SOP. 
 
 B. Finding – 5.  Mr. Limmer purchased two meals for his child with his P-Card 
while traveling for business, in violation of P-Card SOP § 6.H(2) (prohibiting use of the P-
Card for the purchase of food or meals that are not required for official HART business) 
and No. 5 in the P-Card Employee Agreement (See Exhibit D, providing that cardholder 
agrees that “[u]nder no circumstances will I use the P-Card to make personal or 
unauthorized purchases, either for myself or others”).  The investigators did not 
substantiate Mr. Limmer’s contention that he refunded HART for one of those purchases, 
and he does not dispute that he has not yet refunded HART for the second purchase.  
 
 C. Basis of Finding – 5.6  There are two instances where Mr. Limmer purchased 
food and drink for his child on his P-Card while attending the APTA Conference in Toronto, 
Canada.  Mr. Limmer contends that prior to this investigation, he was only made aware of one of 
these purchases, and it was inadvertent.  He contends that when it was brought to his attention 
by his assistant, he gave her cash (a $20 bill) to cover the charge.  However, both of Mr. Limmer’s 

                                                
6 Additional documents supporting the findings in this Section can be found at CF-HART0000351-1776 
and 3656-3657. 
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assistants deny that he ever gave them cash to cover an errant charge on his P-Card, and there 
is no documentary evidence of reimbursement to HART for the purchase. 
 
 With respect to the second purchase of a meal for his child on the P-Card, Mr. Limmer 
contends he was not aware of it prior to this investigation, and he believes he was not informed 
of this inadvertent charge because individuals at HART are intentionally holding infractions 
against him to use as ammunition at a later date, like this investigation.  The investigation found 
no evidence to support his claim.  In fact, our investigation found that employees were 
continuously communicating with Mr. Limmer and his assistants to address P-Card issues. (See 
e.g., CF-HART0000438). 
 
 The investigators note that Mr. Limmer expressed a willingness to reimburse HART for 
this purchase.    
 
NAME PURCHASE 

DATE 
POST 
DATE 

COMP 
SUPP 
NAME 

AMT ITEM 
DESCRIPTION 

BATES 
NUMBER 

LIMMER 6/21/19 6/24/19 BnB (The 
Sheraton 
Centre) 

$13.00 
+ sales 
tax 

Kids 
cheeseburger  
and kids apple 
juice 

CF-
HART0000864-
69, 894 

LIMMER 6/24/19 6/25/19 BnB (The 
Sheraton 
Centre) 

$13.00 
+ sales 
tax 

Kids 
cheeseburger  
and kids apple 
juice 

CF-
HART0000864-
69, 912 

 
 
6. HART P-CARD POLICY – USE OF P-CARD FOR PERSONAL BENEFIT 
 
 A. Allegation.  Mr. Limmer directed HART staff to make various other inappropriate 
purchases that create the appearance that he is using (or directing others to use) a HART P-Card 
for his own benefit. 
 
 B. Finding – 6.  HART staff purchased various items at Mr. Limmer’s direction 
with their respective P-Cards that appear to be for his personal benefit or convenience in 
violation of No. 5 in the P-Card Employee Agreement (Exhibit D, cardholder agrees that 
“[u]nder no circumstances will I use the P-Card to make personal or unauthorized 
purchases, either for myself or others”). 
 
 C. Basis of Finding – 6.7  Mr. Limmer contends that Executive Assistant #1 offered 
to have HART purchase a Keurig machine for his office, despite the fact that HART has coffee 
machines in break rooms.  (CF-HART0001351–1352 and 1395-1397, and CF-HART0001405-
1408).  Executive Assistant #1 denies that it was her idea to order a Keurig machine for Mr. 
                                                
7 Additional documents supporting the findings in this Section can be found at CF-HART0000351-1776 
and 3656-3657. 
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Limmer’s office.  Instead, Executive Assistant #1 contends that Mr. Limmer told her to order the 
Keurig machine for his office and she followed his directive.  HART staff continued to order coffee 
pods specifically for Mr. Limmer’s Keurig machine by charging them on their respective P-Cards, 
as well as other small items for his convenience.  
 
NAME PURCHASE 

DATE 
POST 
DATE 

COMP 
SUPP 
NAME 

AMT ITEM 
DESCRIPTION 

BATES 
NUMBER 

Exec. 
Asst. 
#1 

5/1/19 5/1/19 Amazon $62.34 Coffee pods for 
new Keurig 
machine in CEO 
office 

CF-
HART0001351–
1352, 1395-
1397 

Exec. 
Asst. 
#1 

5/2/19 5/3/19 Amazon $246.28 Keurig machine 
for CEO office; 
cell phone holder 
for CEO car 

CF-
HART0001351–
1352, 1405-
1408 

Exec. 
Asst. 
#1 

6/11/19 6/12/19 Amazon $60.92 Coffee pods and 
for credit card 
holder for CEO's 
key ring 

CF-
HART0001447-
1448, 1490-
1491 

Admin. 
Asst. 

7/21/19 7/22/19 Amazon $54.44 K-cup coffee 
pods for CEO’s 
Keurig 

CF-
HART0001123-
25, 1187-1188 

Exec. 
Asst. 
#2 

10/3/19 10/3/19 Amazon $69.28 CEO Keurig 
coffee reorder 

CF-
HART0001607–
1609, 1705 

Exec. 
Asst. 
#2 

8/2/19 8/5/19 Amazon $276.56 Armoire for 
CEO’s office 

CF-
HART0001513-
15, 1519 

 
 Because these items are personal in nature, the use of a P-Card for the purchases was 
improper.    
 
7. CHARGING OF SALES TAX ON P-CARD 
 
 A. Finding – 7.  Although not raised in the Complaint, the investigation found 
that Mr. Limmer frequently incurred charges for sales tax while using the P-Card, in 
violation of the P-Card SOP.  (See P-Card SOP at § 6.E, providing that it is the cardholder’s 
responsibility to “[e]nsure that sales tax is not charged” and to provide the sales tax 
exempt form when using the P-card; No. 3 P-Card Employee Agreement, providing that the 
cardholder “will insure that sales tax is not charged on a P-Card transaction within the 
state of Florida”).   
 
 B. Basis of Finding – 7.  Mr. Limmer acknowledged that he had a certificate for sales 
tax exemption with him at all times to be presented when using his P-card, but he sometimes 
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forgot to use it and sometimes the merchant refused to honor the certificate.  Regardless, HART 
cannot be charged for sales tax. 
 
8. HART’S TRAVEL POLICY VIOLATION 
 
 Pursuant to HART Travel Policy & Procedures SOP (“Travel SOP”), travel authorization 
for the CEO will be approved in advance by the Board Chair.  (Travel SOP at § 4.C.2 at Exhibit 
C).  Forms must be completed and approvals obtained before the traveler or the traveler 
coordinators are authorized to commit funds for travel.  (Id. at § 4.H). 
 
 A. Allegation.  Complainant contends that Mr. Limmer often sought the Board 
Chairman’s approval for travel after the travel had been scheduled and paid for by his assistant.  
For example, during the 48th Annual Conference for the Conference of Minority Transportation 
Officials (COMTO) in Tampa, Mr.  Limmer stayed in a local hotel for five (5) nights, even though 
HART allegedly does not pay for local lodging.  When Complainant questioned the hotel charge 
on Director of Community and Business Engagement’s P-Card statement, Mr. Limmer advised 
Complainant that COMTO agreed to pay for his hotel.  Director of Community and Business 
Engagement, however, advised Complainant that she paid for Mr. Limmer’s room with her P-Card 
at his request. 
 
 B. Finding – 8.    Mr. Limmer mistakenly believed that because he was a speaker 
at the conference, COMTO would pay for his five-night hotel stay at the Marriott Water 
Street in Tampa.  Ultimately, HART paid $1,122.84 for Mr. Limmer’s hotel stay, despite the 
absence of authorization from the Board Chair, in violation of Travel SOP § 4.C.2. 

 C. Basis of Finding – 8.8  COMTO held its 48th Annual Conference in Tampa from 
July 12 – 16, 2019. Director of Community and Business Engagement is the President of the 
Central Florida chapter of COMTO and served as the Chair of the 48th Annual Conference.  
COMTO usually provides complimentary lodging for the CEO of the host agency.  Former CFO 
was the ICEO of HART during the early stages of planning for the conference, but Former CFO 
advised Director of Community and Business Engagement that he would not be attending the 
conference.  By the time Mr. Limmer was hired as the CEO of HART, it appears that COMTO had 
already moved forward with budgeting without allocating funds for the host CEO’s lodging.  
Nonetheless, Director of Community and Business Engagement asked COMTO to reserve a hotel 
room for Mr. Limmer at the block rate, but she did not tell Mr. Limmer that COMTO would pay for 
his hotel room. 
 
 Mr. Limmer stayed at the Marriott Water Street during the conference for five (5) nights 
and attended the conference every day, providing welcoming remarks at several sessions and 
speaking on a CEO roundtable. At the conclusion of his stay, Mr. Limmer asked Director of 
Community and Business Engagement to pay for his hotel. (CF-HART0000434-436).  Director of 
Community and Business Engagement paid for Mr. Limmer’s room with the P-Card because she 
was not aware of any policy prohibiting its use for this purpose.  The charge was paid by HART. 
 

                                                
8 Additional documents supporting the findings in this Section can be found at CF-HART0001080-1101. 
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 It was not until September 2019 when Finance Department employees received 
paperwork regarding Mr. Limmer’s hotel charge that they realized Board Chair had not authorized 
HART funds for Mr. Limmer’s lodging pursuant to the Travel SOP.  At that point, employees 
escalated the issue to Complainant.  When Complainant reached out to Executive Assistant #2, 
Executive Assistant #2 told Complainant that Mr. Limmer believed COMTO would pay for his 
room because he was a speaker.  Complainant then contacted Director of Community and 
Business Engagement, who denied any knowledge of such an arrangement but offered to provide 
the contact information for COMTO.  When reimbursement had not arrived several days later, 
Complainant again requested an update on the status of reimbursement for the hotel charge.  
(Id.).  Later that day, Executive Assistant #2 sent Complainant a written “Request for Exception 
to Policy” explaining Mr. Limmer’s misunderstanding regarding payment for the hotel room and 
asking that HART assume the charge.  However, no further action was taken to approve or deny 
the request. No request was made of the Board Chair to approve the expense at any point.  
 
 

SECTION II: INCONCLUSIVE FINDINGS AS TO VIOLATIONS OF HART POLICIES 
 
9. HART P-CARD POLICY –  USE OF P-CARD FOR BUSINESS MEALS 
 
 A. Allegation.  Mr. Limmer is the first CEO of HART to have a P-Card and he has 
incurred expenses month after month for “business meetings,” including for meals, coffee, and 
various events, including with current vendors.  HART does not have an “entertainment policy” 
and while some of the expenses could be in conjunction with Mr. Limmer conducting HART 
business, the expenditures make it appear that he is using the P-Card for his own benefit, which 
violates the P-Card policy.   
 
 B. Finding – 9. The P-Card SOP provides that “[m]eal/refreshment purchases 
should only be made when there is a HART business reason to work through a meal 
period.”  (P-Card SOP at § 6.F).  Mr. Limmer made extensive use of his P-Card to purchase 
meals/coffee for himself and others, including current HART vendors, Commissioners, 
Board members, and community stakeholders, and he identified these expenses as 
“business meetings” on his P-Card statements.  Without further clarification in the P-Card 
SOP as to the scope of a “business reason to work through a meal period,” it is difficult to 
determine whether Mr. Limmer violated the P-Card SOP.   
 
 C. Basis of Finding– 9.9 Mr. Limmer frequently had lunch ordered for him while he 
worked in the office – sometimes during a meeting with others, and sometimes by himself.  He 
also regularly charged meals and coffee outside of the Agency ostensibly on HART business. 
These expenses were documented as “business meetings.”  (See, e.g. Exhibit E).  Mr. Limmer 
confirmed that as the CEO, he believed he is authorized to use the P-Card to purchase meals for 
himself and/ community stakeholders while conducting meetings on behalf of HART.  There is no 
definition of a “business reason to work through a meal period” in the P-Card SOP.  The 
investigators were therefore unable to determine if any individual expenses charged violated the 
policy.  

                                                
9 Additional documents supporting the findings in this Section can be found at CF-HART0000835-1765. 
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10. TRANSPRO’S “SOLE SOURCE” CEO 100-DAY ONBOARDING ENGAGEMENT 
 
 A. Allegation:  On March 26, 2019 (one day after Mr. Limmer started), HART 
received a proposal from TransPro for Mr. Limmer’s “100-day Onboarding Plan” for $48,000 (CF-
HART0001778-1785).  At that dollar threshold, the work should have been submitted for 
competition.  (Manual § 3-204.04(b)).  At the insistence of Mr. Limmer, Former CFO wrote the 
sole source justification for the $48,000 engagement (CF-HART0001777).  On March 28th, HART 
received an invoice for $43,200, two days after the engagement was signed, indicating that the 
engagement was 90% complete. (CF-HART0001789-1790). On April 30th, HART received the 
final invoice for $4,800 (CF-HART0001791-1792) making the total engagement $48,000. 
 

B. Finding – 10.  Mr. Limmer was not involved in the initial procurement of 
services for the CEO 100-Day Onboarding project.  HART staff initially engaged TransPro 
to perform services on the CEO 100-Day Onboarding project without soliciting bids, and 
without a formal contract in place.  HART staff eventually prepared a sole source 
justification for the engagement, but after the work was already 90% complete.  Although 
these actions contravened procurement procedures, the procurement was ultimately 
approved by Former CFO utilizing an available procurement vehicle for the contract. 

 C. Basis of Finding – 10.10  Shortly after HART hired Mr. Limmer, he met with 
TransPro CEO.  They discussed work that TransPro provides for new CEOs in the transportation 
industry.  TransPro CEO and Mr. Limmer did not know each other prior to Mr. Limmer’s hiring.  In 
the meantime, HART staff was preparing for Mr. Limmer’s eventual start date at HART on March 
25th, and communicating with him regarding the onboarding process.  At some point, Former 
CFO was talking to TransPro CEO about other HART matters, and TransPro CEO mentioned that 
he had been communicating with Mr. Limmer about his new position at HART.  Because TransPro 
CEO and Mr. Limmer were already communicating about the position, and HART had an existing 
vendor relationship with TransPro, Former CFO suggested that HART engage TransPro for the 
CEO 100-Day Onboarding work.  Mr. Limmer agreed. 

   Mr. Limmer asked HART staff to share his February 1, 2019 interview presentation with 
TransPro so that it could expand upon the vision in the 100-Day Onboarding project.  Prior to Mr. 
Limmer’s start date, TransPro performed a significant amount of work to coordinate first day 
logistics for Mr. Limmer and prepare the 100-Day Onboarding project.  However, there was no 
formal contract in place for the work being done.   

 It was not until March 21st (a month into the work) that TransPro sent Former CFO the 
100-Day Onboarding engagement proposal. (See CF-HART0001806-1815).  Former CFO 
forwarded the proposal to Mr. Limmer on March 25th (Mr. Limmer’s first day), and Mr. Limmer 
signed the engagement the next day. (CF-HART0001778-1785). 

 Former CFO then drafted the engagement as a Sole Source Justification on March 26th 
and directed the procurement staff “to perform a sole source agreement with TransPro for the 
CEO First Hundred Day Onboarding process.”  (CF-HART0001805). Procurement staff complied.  

                                                
10 Additional documents supporting the findings in this Section can be found at CF-HART0001777-1989. 
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Former CFO then facilitated the processing of TransPro’s purchase order and invoice, asking 
TransPro to advise as to how much of the total ($48,000) had already been expended.  TransPro 
CEO told Former CFO 90%. Former CFO was therefore aware that TransPro’s submitted 
proposal was for work already completed (CF-HART0001986-1987), consistent with the actual 
invoice submitted on March 28th. (CF-HART0001789-1790).   

11. TRANSPRO’S “ONE-TIME DEVIATION” ORGANIZATIONAL DESIGN AND STAFF 
 AUGMENTATION ENGAGEMENT 
 

A. Allegation.  On April 3rd and 9th, HART received proposals from TransPro for: (1) 
a new organizational design strategy for $90,000 (CF-HART0001990-2003) and (2) offering the 
services of a TransPro consultant for 90 days (3 days/week in the office) as an Interim Strategic 
Assistant to the CEO for $56,250; (CF-HART0002004-2007)).  At a combined total of $146,250, 
these two engagements exceeded procurement and Board thresholds for direct award.  (See 
Manual 2-101(3)(a), Board must approve all contracts over $100,000).  Purportedly because of 
pressure from Mr. Limmer to push this proposal through, Former CFO drafted a One-Time 
Procurement Manual Deviation to support this procurement.  Board Chair authorized the proposal 
(which also included a separate engagement for InfraStrategies LLC).   

B. Finding – 11.  The investigation revealed that Mr. Limmer was 
communicating directly with consultants and soliciting engagements before involving 
procurement. (E.g., CF- HART0002097-2098, 2102-2108, 2112-2115, 2146-2164). However, 
the Manual provides that the CEO “may approve a one-time deviation from this Manual 
with respect to an individual procurement.” (Manual § 2-301).  Therefore, because the “one-
time deviation” vehicle exists, the investigators cannot find that this contract was awarded 
in contravention of HART’s procurement policies.  

C. Basis of Finding – 11.11  In order to obtain a one-time deviation under the Manual, 
the CEO needs to prepare a written justification for the deviation, which must be approved in 
advance by the Board Chair. The deviation approval must be maintained in the procurement file 
and must be reported to the Board at the next meeting.  This process was followed for this 
procurement. Board Chair approved the deviation on April 15, 2019 (CF-HART0002024), and the 
deviation was listed as a line-item in the procurement section of the Board packet at the June 3, 
2019 (pg. 15-2, or page 84 of the electronic Board packet) Board meeting as required. 

 Unlike a Sole Source deviation (see Section 13), there are no written guidelines describing 
what constitutes an appropriate use of the one-time deviation.  Outside of the Manual’s use of the 
term “one-time,” no other restrictions or limitations are included in this Section.  Former CFO 
advised that this provision was used by past administrations for consultant contracts, although he 
also purportedly told Mr. Limmer that all future procurements would need to go through the normal 
channels.  There is nothing in § 2-301 of the Manual that prohibits its use for the engagement at 
issue.  

  

                                                
11 Additional documents supporting the findings in this Section can be found at CF-HART0001990-2402.  
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12. TRANSPRO’S STAFF AUGMENTATION CONTRACT EXTENSION 
 
A. Allegation.  As part of the Organizational Design and Staff Augmentation 

proposal, TransPro provided the services of an Interim Strategic Assistant to Mr. Limmer three 
days a week for three months.  The total contract award was for $56,250.  By June 2019, Mr. 
Limmer had requested that Interim Strategic Assistant increase her days in the office to four times 
per week, but there was no corresponding documentation approving this change.  Procurement 
staff also expressed concern that because the original approval for Interim Strategic Assistant’s 
services had been part of a “one-time” deviation engagement, staff was now being asked to 
process a “deviation from a deviation.”  (CF-HART0002008-2014).  Ultimately, TransPro 
proposed a $7,300 contract modification to keep the contract under the Manual’s threshold for 
seeking Board approval for contract modifications (or under 5% of cumulative contract amount, 
see Manual § 2-101(3)(b)). Mr. Limmer accepted the modification on June 29, 2019.   

B. Finding – 12.  A violation of the Manual for this contract modification could 
not be substantiated. 

C. Basis of Finding – 12.12  Interim Strategic Assistant’s work was part of the Staff 
Augmentation “one-time” deviation already approved by Board Chair.  If additional services were 
needed or desired for this engagement, procedures existed to permit those modifications.  Manual 
§ 2-101(3)(b) provides that contract modifications at 5% can be approved without further Board 
interaction, so the request for the modification and processing appears contemplated and 
appropriate under the Manual. 

 Procurement staff, however, was unsure how to implement the requested modification.  
The phrase “one-time” is not defined in the Manual.  There is no clear direction in the Manual as 
to whether a deviation from a “one-time deviation” also required the Board Chair’s approval, or 
whether the Manual provisions allowing for contract modifications under 5% of a cumulative 
contract was the appropriate vehicle for this contract modification.  Without explicit guidance, the 
investigators cannot say that the use of Manual § 2-101(3)(b) to authorize this contract 
modification was inappropriate.  The modification was otherwise properly documented in the 
procurement file.   

13. TRANSPRO’S PERFORMANCE SCORECARD ENGAGEMENT 
 

A. Allegation.  TransPro was awarded another sole source engagement at Mr. 
Limmer’s direction, despite the fact that TransPro’s proposal was almost three times the amount 
submitted by another vendor.  Mr. Limmer also rejected the first draft of the sole source 
justification memo outlining his direction to award this engagement.  Instead, Mr. Limmer directed 
procurement personnel to revise the memo, deleting any reference to the engagement decision 
being dictated by the CEO. 

                                                
12 Additional documents supporting the findings in this Section can be found at CF-HART0001990-2402. 
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B. Finding – 13.  A “sole source” deviation is a recognized exception to normal 
procurement procedures.  (See Manual § 3-205)13.  The Manual provides a process for 
using a sole source deviation.  Mr. Limmer’s execution of the sole source justification 
memo for this engagement met the documentation requirement contained in the Manual.  
(See Manual § 3-205.01(2)).   

C. Basis of Finding – 13.14  HART leadership (Chiefs and Directors) was tasked with 
refining the previous (FY 2019) performance scorecard that was currently in place to align with 
Mr. Limmer’s goals.  HART leadership struggled to reach consensus.  Because Mr. Limmer 
wanted the Performance Scorecard presented to the Board at the September 9, 2019 Board 
meeting, Mr. Limmer asked Director of Procurement to hire a consultant to facilitate the meetings 
in order to meet that deadline.  Director of Procurement understood that the scope of the 
engagement was to merely facilitate the staff meetings, not develop the scorecard.   

 Director of Procurement decided the quickest way to meet Mr. Limmer’s expectation was 
to source the solicitation as a $10,000 procurement.  (See Manual §3-204.04(1)(a) (mandating 
that three businesses shall be solicited for engagements between $10,000 and $25,000)).  
Director of Procurement knew consultants who could facilitate the discussions, so he called three 
vendors: (i) Jacobs, (ii) TransPro (at Mr. Limmer’s direction) and (iii) HCP Associates.  Director of 
Procurement asked each vendor for quotes and told them that they could only spend $10,000 for 
the engagement.   

 In response to the informal solicitation, Director of Procurement received a verbal quote 
from Jacobs for $10,000, but TransPro submitted a written bid for $28,500.  HCP did not respond.  
Director of Procurement felt TransPro’s proposal was too broad, as it appeared to contemplate a 
performance scorecard development versus facilitation. (CF-HART0002563-2566). Director of 
Procurement also reminded TransPro in writing that “I cannot spend more than $10k on this 
engagement.”  (CF-HART0002513-2515).  

 In a series of calls and emails between TransPro CEO and Director of Procurement, 
Director of Procurement tried to get TransPro CEO to drop TransPro’s bid price.  TransPro CEO 
declined. (CF-HART0002403-2404, 2483-2493, 2507-2512, 2529-2534).  Mr. Limmer told 
Director of Procurement that he wanted TransPro, despite the price differential.  Director of 
Procurement executed the TransPro proposal at Mr. Limmer’s direction on August 23, 2019. (CF-
HART0002469-2474).  Complainant stepped in at that point, inquiring into the solicitation process 
and directing staff to obtain a sole source justification from Mr. Limmer because the engagement 
award now exceeded the procurement threshold that required five bids for contracts between 
$25,000 and $250,000 (Manual § 3-204.04(1)(b); CF-HART0002499-2503).15   

                                                
13 “A contract may be awarded for a supply, service, or construction without competition when a 
Contracting Officer, one level above the procuring Contracting Officer, determines in writing that there is 
only one source for the required supply, service, or construction.” (Manual § 3-205). 
14 Additional documents supporting the findings in this Section can be found at CF-HART0002403-02573. 
15 There is a discrepancy between Complainant’s view of the application of the threshold and Director of 
Procurement’s view.  Director of Procurement stated that the threshold is determined at the time of the 
solicitation is made, not on the actual contract amount.  
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 On September 6th, Director of Procurement presented a draft sole source memo for Mr. 
Limmer to sign that explained the basis of the sole source engagement. (CF-HART0002405).  Mr. 
Limmer rejected Director of Procurement’s draft by drawing an X across the page.  Director of 
Procurement claims that Mr. Limmer told him that he would not sign the original draft because it 
appeared that Mr. Limmer overruled Director of Procurement without justification.  Mr. Limmer, 
however, did not believe Jacobs had the expertise to prepare the scorecard.  Ultimately, Mr. 
Limmer signed a sole source memo that is appropriately documented in the procurement file.  
(CF-HART0002440-2446).    

14. INFRASTRATEGIES ORGANIZATIONAL DESIGN ENGAGEMENT 
 
 A. Allegation.  Along with TransPro’s Organizational Design and Staff Augmentation 
proposal (Section 11 above), HART received a proposal from InfraStrategies in the amount of 
$154,900 for additional organizational design services as well as sales tax advisory services.  This 
engagement was included in  the same “one-time” deviation discussed in Section 11. During this 
engagement, InfraStrategies submitted several invoices on which meal receipts itemized dinners 
that included Mr. Limmer. Per Employee and Procurement policies, employees should not receive 
gifts from vendors. Complainant felt this was particularly inappropriate where the vendor bills 
HART directly for those expenses. 

 B. Finding – 14.    The investigation did not substantiate a violation of HART 
policies. 

 C. Basis of Finding – 14.16  The approved Scope of Work for the InfraStrategies 
engagement outlined various incidentals that HART agreed to pay over and above the contracted 
amount, including travel expenses and meals.  (CF-HART0002677-2679).  Board Chair 
authorized the proposal.17  Manual § 7-109, precludes expense reimbursement for vendors for 
“entertainment,” which includes meals. Over the course of this engagement, InfraStrategies 
submitted at least one invoice in which it billed HART for a dinner that included Mr. Limmer. (CF-
HART0003101-3118). HART paid the invoice.  (CF-HART0002939).   

 HART’s policies prohibit employees from accepting “gifts, gratuities, favors, or anything of 
monetary value” from vendors.  (Manual §12-102; Policy Manual § 410.02).  None of the policies 
includes “meals” in the definition of gifts.  Chapter 410 expressly excludes “the value of a function 
which the employee…attends in his or her capacity with HART” from its “gift” definition. (Policy 
Manual § 410.02(e)(iii)).  It is unclear, however, whether such “functions” encompass “business 
meals” with vendors. 

 The Manual does not address whether vendors can charge HART for meals that include 
HART employees and might otherwise be considered “business meals.”  Without further 
clarification within Agency policies as to the scope of a “business meal,” the investigators cannot 
conclude that any policy has been violated in this instance.   

                                                
16 Additional documents supporting the findings in this Section can be found at CF-HART0002574-3118. 
17 For a discussion of the propriety of the use of the “one-time deviation,” see Section 11 above. 
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15. WORKFORCE AND TECHNOLOGY CONSULTANTS   
  

A. Allegation.  In May 2019, Mr. Limmer began talking directly with two firms, HNTB 
and Lumenor Consulting Group (Lumenor), for work he wanted for his 100-day plan.  Former CFO 
advised Mr. Limmer to disengage, as the contracts proposed would likely need Board approval 
and could not be unilaterally sourced.  Two weeks later, Former CFO was fired.  Complainant 
suggests that Former CFO’s objection to Mr. Limmer’s consultant request led to Former CFO’s 
termination. 

 B. Finding – 15.  Mr. Limmer (or others at his direction) engaged with vendors 
in discussing work scopes for future consulting engagements, potentially providing the 
vendors with a competitive advantage in the procurement process.  However, procurement 
staff stepped in and prepared solicitations that were compliant with procedures. The 
solicitation was cancelled before proposals were received from competing vendors, and 
the work commenced in house. The investigators could not substantiate that this incident 
resulted in Former CFO’s termination. 

 C. Basis of Finding – 15.18  As part of Mr. Limmer’s 100-Day plan, he wanted to 
create a Workforce Taskforce and a Technology Taskforce.  Mr. Limmer directed Former CAO to 
contact two vendors, HNTB and Lumenor, directly about this project.   Mr. Limmer sent Former 
CAO bullet points for this project.  Former CAO made the initial contact with HNTB and Lumenor 
regarding the proposed scope of work as directed. (CF-HART0003150-3153). 
 
 After the initial contact with HNTB and Lumenor, Former CAO forwarded the task force 
bullet points to the Former CFO. (CF-HART0003144-3149, 3154-3156). Former CFO asked Mr. 
Limmer about the proposed engagements and Mr. Limmer told Former CFO that he had not made 
any agreements with the two vendors.  However, Former CAO advised Former CFO that Lumenor 
believed it had already secured a contract with HART for the work. 

 Former CFO then notified procurement staff that “Mr. Limmer has already engaged with 
two firms, one HNTB and the other Lumenor [C]onsulting for the attached task orders.  I was 
unaware of any conversations and they are planning kick-off meetings within the week… Need 
some help here.”  (CF-HART0003143-3149). Procurement staff objected to solicitation of the 
engagements.  (See, e.g. CF-HART0003134-3135, 3138-3141). Former CFO emailed Mr. 
Limmer and recommended that he not engage in any more dialogue with the vendors until a 
proper contract vehicle could be solicited.  Mr. Limmer agreed.  (CF-HART0003136-3137).   
 

Former CFO then asked Mr. Limmer and Former CAO to modify the work scopes before 
bidding the engagements, as “[HNTB and Lumenor] will have an unfair advantage in an open 
procurement.”  (CF-HART0003129-3133). Former CFO was terminated shortly after procurement 
completed the solicitations.   

The solicitation was ultimately cancelled for budgetary reasons (see CF-HART0003119), 
and the work commenced with HART staff.  (CF-HART0003157).  The investigation did not 

                                                
18 Additional documents supporting the findings in this Section can be found at CF-HART0003119-3157. 
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uncover any evidence that Former CFO’s push-back on this requested engagement had anything 
to do with his termination.   

16. DORRIER UNDERWOOD CONSULTING 
 
 A. Allegation.  Mr. Limmer engaged directly with a consultant for “executive 
coaching” twice a month, at $2,000 per month for six (6) months ($12,000 total). Former Director 
of Board Relations submitted the engagement letter to procurement and was advised that in order 
to get the engagement through without competition, it would need to be reduced to $10,000.  The 
consultant revised the invoice to comply and provided the coaching services to Mr. Limmer.  

B. Finding – 16.  A violation of the procurement policies could not be 
substantiated.   

 C. Basis of Finding – 16.19  It is within the prerogative of the CEO to make 
procurements  of less than $10,000 that he deems in the best interest of the Agency. (Manual § 
3-204.03).  When the solicitation was presented, the invoice was reduced to exactly $10,000 
based on the procurement department’s instruction that at $10,000 the engagement did not have 
to be competitively bid.    

17. REMOVING THE PROCUREMENT MANUAL FROM BOARD POLICIES 
 
 A. Allegation.  Complainant contends that Mr. Limmer directed staff to recommend 
changes to the Manual to remove it from Board oversight, remove some of procurement’s 
responsibilities, and remove legal and legislative services from Board control. 

 B. Finding – 17.    The investigators were unable to substantiate alleged 
violations stemming from Mr. Limmer’s request to remove the Manual from Board Policies. 

 C. Basis of Finding – 17.  The Manual is a board-level document—any revisions to 
the Manual, much of which is process-based, require Board review and approval.  (Board Policy 
Manual, § 510.01). 

 Mr. Limmer explained that his intent to remove the Manual from Board Policies was to 
gain flexibility to amend procedural matters in a more prompt manner. He also hoped to modify 
certain Manual provisions to streamline the procurement process itself.  By simplifying these 
processes, Mr. Limmer hoped to create a more business-friendly procurement process to handle 
the Agency’s increasing contracting activities and drive innovative partnerships. 

 On August 6, 2019, Director of Procurement notified HART General Counsel that he would 
begin proposing changes to the Manual to manage the increased workload required to support 
upcoming service expansions.  (CF-HART0003635-3639).  In October 2019, HART staff 
contacted the Federal Transit Administration (“FTA”) questioning whether any FTA circular or 
regulation required board approval for a transportation agency’s procurement manual.  FTA 

                                                
19 Additional documents supporting the findings in this Section can be found at CF-HART0003158-3655. 
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responded that it only required written procurement policies and procedures but did not set the 
organizational level that must approve the written document. (CF-HART0003632-3634).  No 
changes to the Manual have been presented to the Board to date.  

18. ALLEGED VIOLATIONS OF HART HIRING AND PROMOTION PRACTICES 
 
 A. Allegation.  Concerns were expressed regarding the hiring of candidates into 
newly created Chief positions without posting or otherwise competing the positions (Chief of 
Communications and Marketing and Chief of Policy and Performance).  In addition, the Complaint 
raised concerns about salary increases granted to two employees promoted into the newly 
created Chief of Policy and Performance position and Director of Community and Business 
Engagement position that exceeded HART Employee Handbook Policy 2-3. Finally, the 
Complaint questioned the salary levels set for two newly hired Chiefs (Chief of Communications 
and Marketing and Chief Customer Experience Officer). 

 B. Finding – 18.   Although the salary increases for the Chief of Policy and 
Performance and Director of Community and Business Engagement, exceeded the 
guidelines established by HART Employee Handbook Policy 2-3, there is precedent for 
deviations from this policy if supported by the department’s budget.  With respect to the 
remaining allegations, there is no requirement that executive positions be posted, and it 
is generally within the prerogative of the CEO to hire Chiefs of his choosing.  Although the 
salary levels set for the new Chief positions created during Mr. Limmer’s reorganization 
were the second and third highest in the Agency, both salaries were within the range set 
forth in established C-suite pay bands.    

 C. Basis of Finding – 18.  The salary increases provided for the Chief of Policy and 
Performance and Director of Community and Business Engagement promotions exceeded the 
guidelines established by HART Employee Handbook Policy 2-3.  This section provides that 
employees who are promoted may receive a pay increase “not to exceed 10 percent or adjustment 
to the minimum of the new paygrade, whichever is greater.”  In both cases, the salary increases 
exceeded the minimum of the salary grade and were greater than 10% of the previous salary.   

 However, deviations to this policy were authorized in the past if the increase could be 
supported by the department budget and were necessary to avoid disparities between those 
promoted and incumbents in the same position.  The salary levels in these cases were discussed 
and approved by Human Resources as part of the promotion process and constitute business 
decisions of the CEO.   

 The salary levels of the newly created Chief of Communications and Marketing and Chief 
Customer Experience Officer positions were established within the current pay bands for C-suite 
positions, albeit at higher ends of the bands.  These were business decisions that received the 
approval of Human Resources.  The concern expressed is one of optics.  The salaries approved 
for Chief of Communications and Marketing and Chief Customer Experience Officer, both of 
whom were previously associated with TransPro, were higher than the salaries of any other 
existing C-suite executive of the Agency other than the CEO. 
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19. TRANSPRO’S CONTRIBUTION TO CEO WELCOME RECEPTION 
 
 A. Allegation: HART received a $1,000 check from TransPro in support of Mr. 
Limmer’s May 2019 welcome reception.  This check was received the same day HART received 
the CEO 100-Day Onboarding Plan invoice from TransPro discussed in Section 10. Complainant 
raises concerns over the appearance of a quid pro quo stemming from TransPro’s sole-source 
engagement and the vendor’s sponsorship of the reception. The Complaint further alleges that 
this sponsorship violates HART Employment Policies and the Manual regarding gifts and 
donations. 
 
 B. Finding – 19: HART’s acceptance of TransPro’s donation to support Mr. 
Limmer’s welcome reception appears to violate HART Employment Policy § 410.02(e), 
Manual § 12-102, the Florida Code of Ethics for Public Officer and Employees, and FTA 
Circular C 4220.1F.  However, there is no evidence that Mr. Limmer solicited the funds, or 
that there was any quid pro quo stemming from the donation.   
 
 C. Basis of Finding – 19.   HART hosted a CEO Welcome Reception on May 8, 2019 
to welcome Mr. Limmer to the Agency and introduce him to the Tampa community.  Former CFO 
confirmed that there was Agency precedent for the reception established by the farewell reception 
for the Agency’s Former CEO.  Former CFO also confirmed that HART has historically solicited 
vendors for other sponsorships, but only those vendors currently under contract with the Agency. 
 
 Employment Policy § 410.02(e), referencing the Florida Code of Ethics for Public Officer 
and Employees (Fla. Stat. § 112.313) and FTA Circular C 4220.1F, prohibits employees from 
soliciting or accepting gifts from vendors, contractors, potential contractors, or parties to 
subcontracts.  The policy defines “vendor” as a “business entity doing business directly with an 
agency,” adopting the definition found in the Florida Code of Ethics for Public Officers or 
Employees (Chapter 112, Florida Statutes).  Similarly, Manual § 12-102 prohibits employees, 
officers, Board Members and agents “involved in with financial or procurement recommendations” 
from soliciting and accepting “gifts, gratuities, favors, or anything of monetary value from . . . 
vendors, contractors, potential contractors, or parties to subcontracts.” 
 
 The solicitation and acceptance of vendor donations appears inconsistent with HART’s 
employment and procurement policies, the Florida Code of Ethics for Public Officer and 
Employees, and FTA Circular C 4220.1F.  However, there is no evidence that Mr. Limmer 
personally solicited vendor donations.  Our investigation also did not substantiate a quid pro quo 
between TransPro’s donation and the procurement awards addressed in the investigation.  
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SECTION III:  RECOMMENDATIONS 
 

 1. HART staff has already commenced a review of the existing Manual and will be 
recommending changes to help the procurement department navigate increasing contracting 
activities.  As the subject matter experts, HART staff is in the best position to drive that discussion.  
We highlight for consideration whether the Manual should provide more clarity as to what should 
be permitted for a “one-time” deviation under § 2-301, as well as whether contract modifications 
to “one-time” deviations should also be approved by the Board Chair even if the modification does 
not exceed the 5% threshold. 

 2. The investigators also recommend consideration of a more transparent 
mechanism for advising the Board of sole-source deviations under Manual § 3-205. Currently, 
reported sole source deviations are listed as line-item entries at the end of voluminous Board 
packets. We believe a narrative description delivered in a more public manner would be helpful 
to the Board and provide more transparency regarding the Agency’s procurement process.   

 3. The Agency may also wish to consider revising its Employee Handbook to provide 
for more flexibility for pay increases associated with promotions than currently set forth in Section 
2-3 of the Employee Handbook.  Consideration to providing more clarity around the standards 
that guide deviations from those thresholds currently handled on an ad hoc basis may also be 
warranted as part of that analysis. 

 4. HART may want to consider a more robust review of whether it can legally solicit 
and accept vendor donations for business events.  Our understanding is that this practice has 
occurred in the past for such events such as the Bus Driver Rodeo, but an analysis of the propriety 
of these solicitations is beyond the scope of the investigation. 
 
 5. The investigation also revealed that the concerns expressed in Complainant’s 
written complaint were not isolated.  Other employees of HART expressed similar concerns about 
many of the issues that were the subject of the investigation. There are Human Resources and 
whistleblower policies that not only encourage reporting, but in some instances make it an 
employee’s duty to report (e.g. Employee Handbook 4-1, Duty to Report section). HART 
employees either did not know how to elevate their concerns or feared retaliation if they did so, 
with employees expressing a lack of confidence in HART’s current ethics reporting system.  An 
evaluation by HART of how to address these concerns may be in order.  
 
 6. Finally, the investigators determined that Complainant brought the issues that were 
the subject of the Complaint in good faith under HART Board Policy Manual § 410.06, Employee 
Whistleblower Policy, and the Florida Whistleblower Act, Fla. Stat. § 112.3187 et seq.  Other 
HART employees were also interviewed and provided information relevant to the investigation.  
Board policy and Florida law prohibit retaliation against anyone providing information or otherwise 
participating in the investigation.   
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Witnesses Interviewed 
 

The investigation included 22 formal and informal interviews, including several follow-up 
interviews of certain witnesses, whose current or former titles are below: 
 

• Mark Aesch, President of TransPro Consulting 
• Ron Cristaldi, Esq., Shumaker, Loop & Kendrick 
• Brad deBeaubien, Esq., Shumaker, Loop & Kendrick 
• John Edmondson, Director of Procurement 
• Laura Jean Flowers, Financial Support Specialist 
• Jacquie Halldow, Chief of Communications and Marketing; former Interim Strategic 

Assistant. 
• Crystal Hundley, Interim Chief People Officer/Director of Human Resources 
• Yolanda Jennings, Executive Assistant #2 to CEO 
• Commissioner Pat Kemp 
• Laura Lawson, Senior Legislative Aide to Commissioner Pat Kemp 
• Kenyatta Lee, former Chief Administrative Officer 
• Benjamin Limmer, Chief Executive Officer 
• Darlene Lollie, Grants Management and Financial Analyst 
• Commissioner Les Miller 
• Rose-Merline Noel, Accountant II - Revenue 
• Lena Petit, Chief of Policy and Performance  
• Lillybeth Salas, former Executive Assistant #1 to CEO 
• Jeff Seward, former Chief Financial Officer 
• David Smith, Esq., HART General Counsel 
• Commissioner Mariella Smith 
• Cyndy Stiglich, Interim Chief Financial Officer 
• Carla Williams, Director of Community and Business Engagement 

 
 

Document Collection and Review 
 

The investigation included the collection and review of documents from the Agency, formal 
and informal witness interviews, review of information from public sources, and research into 
various legal and factual matters related to the Agency and the Complaint.   

 
A. Document Collection 

 
During the investigation, Carlton Fields obtained and reviewed or searched within 

approximately 105,600 documents, not counting the custodial e-mail collection and review 
described below in subsection B. 

 
These documents included, but were not limited to: 
 
• November 1, 2019 whistleblower Complaint document received by HART Board of 

Directors. 



 

• Documents received from Complainant, organized by topic outlined in the November 
1, 2019 complaint, and comprising approximately 2,100 pages. 

• Electronic Procurement Department files (including solicitations, bid awards, 
purchase orders, invoices and payment files) relating to a number of engagements 
with vendors providing consulting services, including but not limited to TransPro 
Consulting, InfraStratgies, Dorrier Consulting, HNTB, Krauthamer & Associates, 
CliftonLarsenAllen, and Transit Safety and Security Solutions 

• Personnel files of certain HART employees and witnesses 
• Minutes of various Board of Directors meetings, Ad Hoc Committee on Executive 

Search and Audit and Finance Committee 
• HART’s Procurement Policy Manual 
• HART’s Employment Manual 
• Various policies and procedures relating to Travel Reimbursement, P-Card billing 

statements and usage  
 
Documents reviewed also include those received on an ad hoc basis from Complainant 

and witnesses upon request of Counsel. 
 
B. Collection of E-mail and Attachments 

 
In addition to reviewing the above documents, counsel collected the custodial e-mail and 

attachments from certain key employees.  This collection comprised approximately 428,600 
documents, consisting of e-mails and attachments.  Carlton Fields conducted a reasonable, 
targeted review of these documents. 
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1.0 PURPOSE 

To establish those procedures under which departments will control the use of Purchasing 
Cards assigned to and utilized by HART employees for purchasing materials and services, 
on behalf of the Agency. These procedures are intended to accomplish the following:

• To enhance productivity, significantly reduce paperwork, improve controls, and
reduce the overall cost associated with small purchases.

• To ensure appropriate internal controls are established within each department
procuring with Purchasing Cards so that they are used only for authorized purposes.

• To provide a convenient method for small purchases, improve customer service -
reduce transaction cost - streamline processes - capture spending information

2.0 SCOPE 

This SOP applies to all Cardholders participating in the HART Purchasing Card (P-Card) 
program. This procedure will be applicable to those departments that have selected 
employees to use Purchasing Cards to purchase goods, services, or for specific 
expenditures incurred under conditions approved by this procedure. The decision of when 
a Purchasing Card is issued, and to whom, will be made by Sr. Manager or Director of 
the requesting department. 

3.0 ABBREVIATIONS / DEFINITIONS 

4.0  REFERENCES 
HART Travel Policy and Procedures 
HART Procurement Policy and Procedures 

5.0 REQUIRED SAFETY EQUIPMENT / SPECIAL TOOLS 

None 

6.0 PROCEDURE 

A. Policy 

ABBREVIATIONS DEFINITIONS 
SOP Standard Operating Procedure 
P-Card Purchasing Card 
STL Single Transaction Limit 
CL Card Limit 
MCC Merchant Category Codes 



B. Introduction 
C. Benefits 
D. How It Works 
E. Responsibilities 
F. Travel and/or Meal/Refreshment Expenses 
G. Telephone and Internet Purchases 
H. Limitations, Prohibited Uses& Unacceptable Actions 

1. Limitations
2. Prohibited Uses
3. Unacceptable Actions

I. Documentation Submittal 
J. Dispute Procedures 
K. Lost or Stolen P-Card 
L. Termination or Transfer of Cardholder 
M. Disciplinary Action 
N. Forms 

PURCHASING CARD POLICY AND PROCEDURES 

Primary Responsibility:  Jeffrey C. Seward, Chief Financial Officer 

Program Administrator: Procurement Analyst 

Procurement Contact:  Al Burns, Director of Procurement & Contracts Administration 

Effective Date:  April 4, 2016 

A.  POLICY 

The Purchasing Department will establish a Purchasing Card (P-Card) program with the authority 
to ensure that the purchasing of goods and services with a P-Card is accomplished as defined 
within this document.  

Administer the P-Card Program, to include the following responsibilities: 

• Serve as primary contact with the Bank for P-Cards.



• Serve as primary contact with the Departmental P-Card holders.
• Approve/process applications for the issuance of P-Cards for users in compliance with the

requirements as stated in the policy.
• Establish guidelines and criteria for transactions and cumulative dollar limits for P-Cards.
• Approve/process changes to Cardholder limits and restrictions as authorized by HART

Director of Procurement and Contracts Administration and/or the Chief Financial Officer.
• Keep a current list of Cardholders, card numbers and card limits.
• Coordinate training on P-Card usage.
• Review departmental compliance/submission of approved expense reports with receipt

reconciliations.
• Cancel and suspend cards as requested by Management.

Selected staff will be authorized to use the P-Card for one or several of the categories listed below: 

• Travel-related expenses in compliance with HART Travel Policy & Procedures;
• Micro-purchases at the departmental level in compliance with HART Procurement Policy

and Procedures; and/or
• Purchases by the Procurement Department in compliance with HART Procurement Policy

and Procedures.

The Division Chief and/or Department Head will review the purchases monthly to ensure 
purchases were made in accordance with HART policies and procedures. The Director of 
Procurement & Contracts Administration or his/her designee will review p-card payments monthly 
to ensure HART Procurement Policy and Procedures are followed. 

B.  INTRODUCTION 

[DL2]The procedures provided herein are minimum standards for departments. Departments may 
establish additional controls if necessary, but cannot alter the authorized procedures herein 

C.  BENEFITS 

HART benefits: 
• Simplify the purchasing process for the large number of low dollar purchases, freeing up

time for large dollar purchases 
• Expand the list of merchants from whom purchases can be made
• Lower the overall transaction processing cost per purchase
• Reduce the time spent by Accounts Payable processing transaction payments
• Receive Rebates from Bank (Increase Revenue based on yearly spend)

Multiple uses (paying reoccurring utility transactions increase spend and for rebate)

• Expedited payment
• Reduced paperwork
• Lower risk of non-payment

•

Merchant benefits



D.  HOW IT WORKS 

The P-Card program is intended to simplify the procurement and disbursement processes.  The 
responsibility is delegated to the ordering department enabling an authorized Cardholder to place 
an order directly with the merchant. The authorization process occurs through the electronic 
system called “Works” under the HART agreement with Bank of America.  All transactions are 
approved or declined electronically based on the pre-authorized limits set for each card. 

Pre-authorized limits per Cardholder will be as follows: 
• Maximum single transaction limit (STL)
• Maximum card limit per month (CL)
• Allowable merchant category codes (MCC)

The cardholder’s pre-authorized limits may be reviewed and adjusted as needed by completing the 
Purchasing Card Maintenance Form. 

The Works program has preset purchase categories that contain individual merchant category 
codes (MCC).  MCC codes are set globally by the credit card industry and are used to restrict and 
limit card purchases.   

The allowable purchase categories are:  
• Travel & Entertainment
• General Purchase
• Vehicle/Fleet (e.g. parts, repairs, fuel for vehicles)
• Unusual (Out of the ordinary purchases.)
• 11901Travl (Contains HART-specific MCC codes pertaining to travel and entertainment

that are not covered in the Works Travel & Entertainment category, e.g. APTA)
• Other (Specific MCC codes chosen by a department which limit the use of the p-card to

certain types of purchases)

The Cardholder’s pre-authorized limits may be reviewed and adjusted as needed by completing 
the Purchasing Card Maintenance Form. 

E.  RESPONSIBILITIES 

The following is a summary of the responsibilities involved in the P-Card process. 

CARDHOLDER 
• Attends training class.
• Signs Purchasing Card Employee Agreement and the back of P-Card when received.
• Directly orders supplies/materials. Does not loan or give out P-Card to anyone else.
• Ensures funds are available within the departmental budget before charging.
• Ensures sales tax is not charged – provides sales tax exempt form.



• Provides the appropriate delivery information to the vendor–name, department and
address.

• Signs, collects and saves sales receipts.
• Attaches a detailed description of each P-Card transaction if the sales receipt does not

include one.
• Manages any returns/exchanges and ensures credit is received.
• Immediately reports lost or stolen card to PROGRAM ADMINISTRATOR
• Reports disputed charges to Program Administrator.
• Provides copies of payment documentation as required by Program Administrator and

Finance.

DIVISION CHIEF AND/OR DEPARTMENT HEAD 
• Prepares P-Card Maintenance Form and requests spending limits and purchase categories.
• Signs the P-Card Statement Approval Form after reviewing each expenditure (item

purchased, amount and merchant) to ensure the goods were necessary and for official use.
• Requires the Cardholder to reimburse HART for any purchases deemed not for official

HART uses. Assists Cardholder in resolving disputed transactions; forwards the dispute
memo to the Program Administrator.

• Notifies Program Administrator immediately of any Cardholders whose employment is
terminated.  Forwards collected card to Program Administrator.

PROGRAM ADMINISTRATOR 
• Develop and update the Purchasing Card Policy and Procedures.
• Provides training and on-going support to Cardholders on use of P-Cards.
• Maintains cards and purchasing limits in the BOA Works program.
• Participates in resolving billing disputes if necessary.
• Grant funded purchases will be coordinated through Purchasing and Grants Accounting
• E-mails monthly statement to Cardholders and reconciles monthly invoice from Bank of

America.

ACCOUNTING 
• Maintains payment files for auditing purposes.
• Advises Program Administrator of any nonconformance with P-Card procedures.
• Administers 1099 reporting (if needed).

F.  TRAVEL AND/OR MEAL/REFRESHMENT EXPENSES 

• Cardholders must follow the guidelines as outlined in HART Travel Policy and Procedures.
• Cardholders using the P-Card for travel arrangements must have the applicable Travel

Authorization Form completed and approved before using P-Card.
• The P-Card shall not be used for Per Diem meals while traveling.  Per Diem will be

advanced or reimbursed on an Accounts Payable check as directed in HART Travel Policy
and Procedures document.

• When using the P-Card as form of payment for meals for a pre-approved HART function,



an itemized receipt detailing what was purchased along with a copy of the credit card slip 
that shows any tip must be submitted.  The receipt must be clearly marked with the business 
purpose of the meal. 

• Meal/refreshment purchases should only be made when there is a HART business reason
to work through a meal period. 

• When purchasing meals/refreshments for a Board meeting, specify the date of the Board
meeting. 

G.  TELEPHONE AND INTERNET PURCHASES 

• The merchant must include any shipping or delivery fees with the invoice.
• The Cardholder must provide documentation on all telephone and internet orders. The

documentation should identify the cost of the items along with any shipping charges quoted
and the date the order was placed. This documentation should be retained until the goods
are received and will be included with the documents provided to Accounting.

H.  LIMITATIONS, PROHIBITED USES & UNACCEPTABLE ACTIONS 

(1)  LIMITATIONS 
• PAYMENT FOR PURCHASES WILL NOT BE SPLIT TO STAY WITHIN THE

SINGLE PURCHASE LIMIT.  
• I/T and/or computer purchases by departments other than I/T will be limited to under

$250.  Any departmental requests above $250 will be purchased by the I/T Manager or 
his/her designee.[DL5]  

• The maximum purchase limit will be under $3,000 in order to comply with HART
Purchasing Policy and Procedures.  Items over $3,000 require three quotes and will be 
performed by the Procurement Department. 

(2)  PROHIBITED USES 
The following types of items and/or transactions MAY NOT be purchased with a P-Card, no 
matter the dollar amount:   

• Cash advances.
• Alcoholic beverages and tobacco products.
• Food or meals not required for official HART business – (See Travel and/or

Meal/Refreshment Expenses).
• Consultant’s fees.
• Gas, fuel, or oil for staff vehicles.
• Repairs to HART vehicles unless prior approval is obtained from Fleet Maintenance

(Procurement excluded).
• Charging to budget accounts when funds are not available.

(3)  UNACCEPTABLE ACTIONS 
• USE OF THE P-CARD OR P-CARD NUMBER BY ANYONE OTHER THAN THE

CARDHOLDER IS EXPRESSLY PROHIBITED. 
• P-Card cannot be used on purchases from an established vendor where HART has an



established billing account. 
• Failure to follow “Procurement Policies and Procedures”, “Purchasing Card Policy and

Procedures”  and/or “Travel Policies and Procedures” 
• Use of the P-Card to circumvent established Purchasing Policies and Procedures.

I.  DOCUMENTATION SUBMITTAL 

The Cardholder is required to provide the following documentation to the P-Card Administrator 
to substantiate all charges made. (Administrator will send out monthly statement to cardholder) 

• The Cardholder will complete a Purchasing Card Statement Approval Form which
summarizes all charges for the month and obtain the required supervisory approvals.

• The Approval Form, along with the supporting documentation (invoices, packing slips,
etc.), must be forwarded to the P-Card Administrator within 10 business days of receipt
of the BOA statement from the administrator.

J.  DISPUTE PROCEDURES 

A dispute occurs when a Cardholder questions a transaction that has been charged to his/her 
account. 

• If the item(s) purchased with a P-Card is defective or not what was ordered, the Cardholder
must return the item(s) to the merchant for replacement or credit.  

• If the goods paid for with a P-Card are faulty, the merchant must be notified and asked to
correct the situation or provide a credit. 

• If the merchant refuses to replace or correct the faulty item(s), the purchase will be
considered in dispute.  

• If the quantity of items received is less than the invoice and the charged billing, then the
transaction must be put into dispute.  

• It is essential the time frame for dispute and documentation requirements be followed to
protect the Cardholder’s rights in disputes.  

• A disputed item(s) must be identified by memo to the Program Administrator with a copy
of the statement. 

• If the problem is resolved between the merchant and the cardholder, the cardholder should
write the resolution agreed upon on the bottom of the dispute memo. A copy will be sent 
to the Program Administrator.   

• If the charges on the invoice do not match with the sales receipt or quote given to the
Cardholder, the transaction will be in question. The Cardholder will make the first contact 
with the person who gave the quoted amount to attempt to settle the problem. If this can’t 
be settled at that level, the Department Head will intervene. If these methods do not solve 
the problem of incorrect billing, written information is to be sent to the Program 
Administrator for further action.   

• After the item has been entered as a dispute, Bank of America must determine who is
responsible by researching the transaction including requesting a copy of the sales receipt 
when necessary. 

• When an account is in dispute status, the disputed amount is still included in calculating



the availability of money for authorizations (dollar and monthly pre-set limits). At the time 
the item is placed in dispute, it is removed from all finance charge, late charge, over limit 
fee, past due amount and calculations. Finance charges that accrue from posting until the 
item is placed in dispute must be handled according to the Policies and Procedures. Any 
monthly statements generated while the account is in dispute will display the following 
message:  

YOUR ACCOUNT IS IN DISPUTE FOR $xxx.xxx. THIS AMOUNT HAS NOT 
BEEN INCLUDED IN THE FINANCE CHARGE OR PAYMENT 

CALCULATIONS. 
• If the Cardholder is responsible for the transaction, the dispute is settled in favor of Bank

of America and no further actions are required. If the Cardholder is not responsible for the 
transactions, the dispute is settled for the Cardholder and the charge back process may be 
initiated against the merchant.   

• If there continues to be a problem with a particular merchant, the Cardholder will
discontinue doing business with the vendor. 

Any disregard of the above actions may result in removal of the cardholder from the program 
and/or disciplinary action. 

K.  LOST OR STOLEN P-CARD 

• If a P-Card is lost or stolen, the Cardholder must immediately notify the Program
Administrator in writing.

• If the report is made during regular business hours (Monday – Friday, 8am to 5pm), the
Program Administrator will notify Bank of America of the lost card.

• If the card is lost after hours, the Cardholder must immediately notify Bank of America by
calling (888) 449-2273, to report the card lost or stolen. On the next business day the
Cardholder must also notify the Program Administrator in writing. Cardholders may be
held personally liable if the lost card is not reported.

• The Cardholder will be responsible for reporting all information necessary to reduce the
liability to HART for a lost or stolen P-Card.

• Any actions contrary to the above may result in removal of the Cardholder from the
program and/or disciplinary actions.

L.  TERMINATION OR TRANSFER OF CARDHOLDER 

• When an employee ends his/her employment, the Department Head or Division Chief must
collect the P-Card and send it to the Program Administrator with the P-Card Maintenance
Form attached, sealed in an envelope addressed directly to the Program Administrator.

• If the department is unable to collect the P-Card when an employee terminates, the
Department Head/Chief must immediately notify the Program Administrator with the name
of the cardholder and the date of termination. As a follow up, the P-Card Maintenance
Form should be submitted to the Program Administrator.  The Program Administrator will
notify Bank of America to terminate the card immediately.

• A Cardholder who fraudulently uses the P-Card after separation from HART will be subject
to legal action.



• When an employee transfers to another department, the new Division Chief will complete
a P-Card Maintenance Form and submit it to the Program Administrator.

M.  DISCIPLINARY ACTION 

Improper or unauthorized use of the card as specified within this policy may subject the employee 
to appropriate disciplinary action, up to and including termination. 

N.  FORMS 

• Purchasing Card (P-Card) Maintenance Form
• Purchasing Card (P-Card) Employee Agreement
• Purchasing Card (P-Card) Statement Approval Form



HILLSBOROUGH TRANSIT AUTHORITY 
PURCHASING CARD (P-CARD) MAINTENANCE FORM 

Check one:   New ___________ Change _________ Delete ___________ 

Name of Cardholder:  _____________________________________________ 

Department Name:  _______________________________________________ 

Purchase Limit per Transaction:  $__________________ 

Purchase Limit per Month:  $___________________ 

Allowable Purchase Categories (Check all that apply):  

Travel & Entertainment ______ 

11901Travl (Special Travel)  ______ 

General Purchase ______ 

Vehicle/Fleet ______ 

Unusual (Justification Required) ______ 

Other ______ 
     (Provide specific stores and/or websites to be utilized) 

***APPROVALS*** 

Person Requesting Card: Date: 

Supervisor/Director: Date: 

Division Chief: Date: 

Chief Financial Officer: Date: 

P-Card Administrator: Date: 



HILLSBOROUGH TRANSIT AUTHORITY 
PURCHASING CARD (P-CARD) EMPLOYEE AGREEMENT 

I, ____________________________, do hereby agree to the following terms and conditions 
pertaining to the use of HART Purchasing Card (P-Card). I also understand the penalties that are 
set in place concerning the misuse of the P-card. I have received a copy of HART “Purchasing 
Card Policy and Procedures” and understand my responsibilities as listed therein. 

1. I will use the P-Card for authorized purchases only in accordance with the “Purchasing
Card Policy and Procedures” set forth by HART.

2. I will not purchase items/services over the amount that requires quotes per the
“Procurement Policies and Procedures”.

3. I will not purchase inventory items, items on Blanket Purchase Orders, computer
equipment over $250 or capital outlay items. (Note:  I/T and Procurement Departments are
exempt from the limitation on computer equipment, but held to the other limits as
assigned.)

4. Under no circumstances will I use the P-Card to make personal or unauthorized purchases,
either for myself or others.

5. I will not split orders to allow purchases over my authorized limit.
6. I will not allow my P-Card to be used by any other person, nor will I use anyone else’s P-

card.
7. I will not make any transactions without first obtaining proper departmental authorization.
8. I understand intentional misuse of the P-card is deemed to be theft, regardless of the amount

of money in question.
9. I understand the misuse or violating the “Purchasing Card Policy and Procedures” will be

subject to disciplinary action up to and including termination of employment and that I will
reimburse HART for all incurred charges, and any costs related to the collection of such
charges.  Such charges may be withheld from my check.

10. If my P-Card has been lost or stolen, I will report this to my Department Head and/or Chief
and Program Administrator immediately by telephone or in person by the morning of the
next business day.

11. I will provide all documentation to Accounting to substantiate my charges.
12. I will assist Accounting in reconciling any charges on the monthly statement and resolving

any discrepancies.
13. P-Card billings received by Accounting and not substantiated within 3-working-days of the

receipt of the monthly statement are deemed to be personal charges and may be the
responsibility of the employee to reimburse HART.

14. Upon my termination, whether with or without cause, I will turn in my P-Card to my Division Chief or the
Program Administrator, if the Division Chief is not available.

Signature: _____________________________________ Date: _______________________ 
(Cardholder) 

Signature: _____________________________________ Date: _______________________ 
(Witness to Signature) 

Single Transaction Limit: $___________ Card Limit Per Month: $_____________ 



Cardholder: __________________________     Department:  _________________________ 

***CHARGES*** 

Item # Payee Account Number Amount 

Total Statement Amount = $ 
*Please list charges in the order they appear on the statement.  Attach another page if needed.

***EXPLANATION*** 
(This space is provided for any charges requiring an explanation.) 

***APPROVALS*** 

Cardholder Signature: Date: 

Supervisor/Director: Date: 

Department Chief: Date: 

Finance / Accounting: Date: 

HILLSBOROUGH TRANSIT AUTHORITY 
PURCHASING CARD (P-CARD) STATEMENT APPROVAL FORM 



 
 

EXHIBIT C 



STANDARD OPERATING PROCEDURE 

HILLSBOROUGH TRANSIT AUTHORITY 
FINANCE DIVISION 

TRAVEL POLICY & PROCEDURES 
 

REV DATE DESCRIPTION RLSE NO. INIT 

1 1/01/2017 Convert existing manual to new format, reorganize 
information and include updates 1 LJF 

     
     
     
     
     
     
     
     

 
 
 

 
ORIGINATED BY:                                                                                   
                               Laura Jean Flowers, Finance Project Coordinator II 

DATE:  
                                    

 
REVIEWED BY:                                                                                       
                                   Joan Brown, Director of Financial Operations                             

DATE:  
                                 

 
APPROVED BY:                                                                                       
                                    Jeffrey C. Seward, Chief Financial Officer                             

DATE:  
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                                    Katharine Eagan, Chief Executive Officer   
 

 

DATE: 
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1.0  SCOPE AND PURPOSE 

This SOP establishes guidelines and step-by-step procedures for authorization and reimbursement of 
travel expenses for board members, the Chief Executive Officer (CEO) and other employees (hereinafter 
called “traveler”) in the performance of their official duties while traveling on Hillsborough Transit 
Authority business. 

2.0 DEFINITIONS / ABBREVIATIONS 

A/R Accounts Receivable in Finance Department 
A/P Accounts Payable in Finance Department 
Certification 
Training 
Sessions 

Employees requiring State, National or Professional certification to perform their job 
may attend sessions offered to maintain or improve certifications. 

CEO Chief Executive Officer 
CFO Chief Financial Officer 

Class “A” 
Travel 

Continuous travel of 24 hours or more away from the work site that involves an 
overnight absence.  Travel day is a calendar day, midnight to midnight; the day is 
divided into four six-hour quarters; credit for travel status is given for each quarter. 

Class “B” 
Travel 

Continuous travel of less than 24 hours away from the work site that involves an 
overnight absence. Travel day starts when trip starts and computation is based on 
each ensuing six-hour period; credit for travel status is given for each period. 

Class “C” 
Travel 

Travel for short or day trips where the traveler is not away from the work site 
overnight. The traveler does not receive per diem, but does receive a subsistence 
allowance and POV mileage reimbursements when traveling outside the MSA after 
original receipts are submitted. 

Class “C” 
Local Travel 

Travel for short or day trips where the traveler is not away from the work site 
overnight and is within the MSA. Any travel within MSA, for purpose of these 
procedures that would include Hillsborough, Pasco, Pinellas, Polk and Manatee 
Counties.  The traveler does not receive per diem or subsistence allowance. May 
receive a limit POV mileage reimbursement after documentation is submitted. 

Connect HART website for employees to have access to agency-wide information 
CONUS Continental United States 

Educational 
Seminars 

Employees may attend seminars offering training which improves job skills needed 
to perform their job responsibilities.  When practical, seminars of a general nature 
providing improved skills for a group of employees will be offered “in house.” 

Economy or 
Tourist Class 
Air Fair 

The least expensive seats on an airplane. 

Finance PC II Finance Project Coordinator II 
For-hire 
Conveyance 

This includes: Airlines, shuttles, Uber, Lyft or taxis. 

GSA U.S. General Services Administration 
HART Hillsborough Transit Authority a.k.a. Hillsborough Area Regional Transit Authority 
MSA Metropolitan Statistical Area 

Note to file A memo used to describe any supplementary information required for further 
clarification  

OCONUS Outside Continental United States to include Alaska, Hawaii, Puerto Rico, the 
Northern Mariana Islands, U.S. possessions, and all foreign localities. 
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Packet All the necessary travel forms, documentations, back-up information, receipts, etc. 
to be included for review and approval. 

P-Card Purchasing credit card assigned to employees for needed registrations, hotel 
reservations, and airfare expenses for an employee’s travel. 

POV Privately-owned vehicle 
SOP Standard Operating Procedure 

Travel 

For the purpose of these procedures, travel is a seminar or conference that does not 
exceed 10 consecutive days.  Other types of travel may include information or fact-
finding trips wherein staff may consult with another transit agency regarding a 
particular expertise or to perform a progress evaluation of a bus-build purchase. 

Travel 
Expense 
Report 

The report detailing all expenses/costs related to travel.  This report must be 
completed and submitted to the Finance department with original receipts and 
supporting documentation within five (5) working days after returning from travel in 
order to close the travel. 

Travel 
Coordinator 

Person assigned to make travel arrangements on behalf of the traveler.  This person 
is administrative staff person who has been assigned a HART purchasing card (p-
card) to use for travel purchases. 

 
3.0 AUTHORITY AND POLICY ADMINISTRATION  

A. Authority 
1. The procedures contained within this SOP are in compliance with HART board-approved 

Travel Policy (No. 120.05) that was updated on December 2, 2013.  

2. Authorization for travel will be guided by the travel rules for agencies established by State of 
Florida Statute §112.061. 

3. Travel procedures and expenditures are excluded from HART board-approved Procurement 
Manual (No. 510.01) approved on May 7, 2012. 

B. Policy Administration 
1. The office of the CFO is responsible for administration of the travel policy, development of 

procedures, and providing training to staff.  The CEO’s office will review and approve all 
modifications made to this SOP. 

4.0 INFORMATION FOR ALL TRAVEL  
A. All travel must be for the direct benefit of HART.  A direct benefit to HART will: 

• promote the economic and financial welfare of the agency, 
• provide continuing professional education for an employee, 
• provide technological or management training, or 
• represent the interests of HART at board or committee meetings of an organization in which 

the employee was authorized to participate. 
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B. Board members, appointed officials, employees, and other authorized officials traveling on official 

business for HART are expected to use reasonably priced lodging accommodations that are most 
advantageous to HART.  A traveler deviating from the most direct route will have to bear the extra 
cost and include a note to file with the explanation of the deviation.  Meals (per diem) must be 
reasonable in relation to the area visited; and advancement will be limited to the established per diem 
rates posted on the GSA website.  Subsistence allowance reimbursement for Class “C” travel is 
limited to the established rates as stated in Section 7.0 C. 

C. Travel Authorization 

1. Travel for Board members will be approved in advance by the Board, at either a regular or special 
meeting of the Board.  The travel plan, transportation, and purpose for the travel will be placed 
on the Consent Agenda for such meeting.  Emergency authorization for travel by a Board 
member will be approved by the Chairman of the Board. 

2. Travel authorization for the CEO will be approved in advance by the Chairman of the Board.  
Emergency authorization for travel by the CEO will be approved by the Vice-Chairman or 
Secretary in the absence of the Chairman. 

3. Travel for all other employees will be approved by the Division Chief (or designee). 

D. Registration - Preplanning by management to obtain advance registration discount rates and 
minimizing the number of staff who will attend the same training session will contribute toward cost 
control. Although travel costs have been included in the HART budget, HART officials and 
employees shall obtain the written approval (forms FA-11 & FA-15) from the appropriate personnel, 
as described in Section C above, to perform the travel before making any commitment to pay the 
registration fee, to purchase a transportation ticket, to make reservations for lodging or to incur any 
other cost.  In the event the registration fee discount will expire before all approval signatures have 
been obtained, a traveler may request an approval by the Division Chief, via email or some form of 
written request.  A copy of that email (or other) authorization must be included with the Request for 
Authorization packet. 

E. Ground Transportation - Travel, whether by public transportation, HART-owned vehicle, a for-hire 
conveyance, or privately-owned vehicle (POV), shall be over the most direct, practical route.  Any 
deviations from a direct route must be explained in a note to file accompanying the Travel Advance 
Request Form (FA-11) and Travel Expense Report Form (FA-14). 

1. HART-owned vehicle - When authorization to use a HART vehicle is requested travelers will 
familiarize themselves with the Vehicle SOP, be sure to understand how to fuel the vehicle and 
which fueling stations are approved. 

a. If a HART vehicle will be taken outside of Hillsborough County, a Special Use Permit for 
HART Vehicle Form (RM-32), located on Finance-CFO page on Connect, must be 
completed by the traveler. The form must be approved by the Risk Management Department 
before the vehicle is allowed to leave the County. A copy of the approved permit will be 
attached to the Travel Advance Request Form – Class A & B (FA-11). 

2. Privately-Owned Vehicle Use – The use of a POV for official travel in lieu of HART vehicles 
or for-hire conveyances may be authorized.  Whenever travel is by POV, the traveler shall be 
entitled to a mileage allowance at a fixed rate not to exceed GSA guidelines per mile or the air 
carrier rate for such travel, whichever is lower.  For Local Travel the rate will not exceed the 
current rate per mile when a HART vehicle is available and the employee choses to use POV.  A 
copy of the DOT map or MapQuest must be attached to support the written estimate on FA-11.  
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Where two (2) or more authorized persons travel in one POV, the person supplying the vehicle 
shall receive the transportation reimbursement. 

3. Reimbursement for public transportation, for-hire conveyances to and from airports, train 
stations, etc., will be made only when original receipts are provided.  For reimbursement, include 
a note to file explaining how it was more cost effective or necessary for the traveler to use a for-
hire conveyances, rather than free shuttles or public transportation.  Tips are not included in 
reimbursements. 

4. Car Rentals – Arrangements for a rental car will be coordinated with the Finance Project 
Coordinator II.  HART receives a substantial discount off normal rates.  Finance PC II will first 
provide an estimate for approval and, once travel is approved, will then make arrangements.  
HART will be invoiced based on the agreed upon arrangements for the rental car.   

F. Personal travel – Any travel that is extended before or beyond business travel is the sole 
responsibility of the traveler.   

1. Accommodations and arrangements for personal travel, in conjunction with official business 
travel, are to be made by the traveler.   For example, a traveler would like to take a spouse and 
extend the trip an extra week.  The traveler will make the travel and lodging arrangements for 
their spouse.  Traveler will also make any travel and lodging arrangements that extend beyond 
their official business travel for themselves.  If  HART pays for any arrangements, those expenses 
are expected to be reimbursed to HART by the traveler upon their return and noted on the 
expense report. A check made out to Hillsborough Transit Authority or cash will accompany the 
expense report submission. 

G. Travelers whose travel expense is to be reimbursed by an outside agency must indicate on the 
Travel Advance Request Form – Class A & B (FA-11) and Travel Expense Report Form (FA-
14).  Upon return to work from travel, the traveler is to make contact with the third-party agency and 
arrange to have the payment made payable to HART and mailed to the Accounts Receivable (A/R) 
department at the Ybor location.  A copy of the billing and documentation of the name of the third-
party agency must accompany the Travel Expense Report Form (FA-14) and submitted to the 
Finance department. 

H. Procedures and Forms – HART has a required progression of procedures that must be followed.  
Forms must be completed and approvals obtained before traveler or travel coordinators are 
authorized to commit funds for travel with the exception mentioned in Section D above. A printed 
copy of the authorization via email must be included in packet. 

5.0 CLASS “A” TRAVEL  
Continuous travel of 24 hours or more away from the work site involving overnight absence.  Travel day 
is a calendar day, midnight to midnight; the day is divided into four (4) six-hour quarters; credit for travel 
status is given for each quarter or fraction thereof. 

 
A. Travel Request & Authorization Memo Form – FA-15 & Travel Advance Request Form – Class “A 

& B” – FA-11. 

1. Travelers are required to complete and remit both the Travel Request & Authorization Memo 
Form (FA-15) that details the nature of the travel and its benefit to HART and the Travel 
Advance Request Form (FA-11) that details the costs associated with the travel.   

a. The traveler will complete form FA-15. This form provides justification for the requested 
travel.   
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b. The traveler will then complete form FA-11 starting with the information section at the top 

of the form, then the “Expense Estimate” column in the cost section of the form. The traveler 
will attach a fully detailed agenda and a copy of all backup information supporting the 
estimated expenses.  A note to file, which will itemize any special details for travel (i.e 
combining personal travel with HART travel, staying at accommodations where the cost is 
not most advantageous to HART, use of taxi vs. public transportation etc.) must also be 
attached. 

c. The traveler will initial the FA-15 form and sign the FA-11 form.  Then the traveler will 
forward the packet to their supervisor to sign, initial and forward to the Division Chief for 
approval signature on both forms.  After the Division Chief approval, any modification in 
plans resulting in an increase of more than $300 in already-approved costs must be sent back 
for additional approval by the Division Chief before changes are confirmed and the funds are 
committed.  

d. The Chief will forward the packet to the Finance department to confirm that budget dollars 
are available.  Should the Chief deny the travel, the packet will be returned to the traveler. 
The Finance department will review the approved documents, obligate the funds for the 
travel, update the travel budget summary spreadsheet and sign the FA-11 form.  The packet 
will then be forwarded to the CFO for signature as the final approval. 

e. Once full approval has been given, the Finance department will return the entire packet to 
the travel coordinator of the traveler’s department.  At this time, the travel coordinator will 
make all the necessary arrangements.  The travel coordinator will complete the columns on 
the FA-11 form titled Actual Expense, P-Card Payment and Request for Payment (per diem).  
Confirmations and other supporting documents will be attached to travel packet. The Request 
for Payment Form (AP-01) will be filled out and forwarded with the packet to department 
heads for approval.  Once full approval has been obtained, the entire travel packet with all 
original documentation is then forwarded to A/P.  The per diem check will be provided no 
earlier than seven (7) days before actual travel. 

Note to Travel Coordinators – The perfect time to scan the entire packet is before the packet 
is sent to A/P.  All original documents stay with A/P for their records. 

B. Air Transportation - Board members, appointed officials, employees, and other authorized officials 
traveling on official business for HART are expected to use economy or tourist class air travel fares 
unless no other alternative class is available and the traveler has prior written authorization to 
upgrade. A note to file and printed documentation of the authorization or the fact that no economy 
or tourist class air fares were available must accompany the travel packet as it goes through 
authorization. 

1. Estimated Airfare Costs - The traveler will go to any website for an approximate cost of the 
flights on the date & time required for travel, which are specified on the FA-11 and FA- 15 
forms. These are estimates only. Please choose flights that would be your first, second and third 
choices. Do not choose any flights that you wouldn’t reasonably want to use. The travel 
coordinator will book the flights as close to what was chosen as possible. Airfare will be booked 
using the HART P-card and such purchase will be governed by the established Purchasing Card 
Policies and Procedures, once all approval signatures are obtained. 

2. Airport Parking – HART will reimburse airport parking fees at the economy lot rate when 
original receipts are received with the Expense Report FA-14 form. 
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C. Lodging 

1. Expenses may vary with the area traveled, but all expenditures must be reasonable.  Primary 
responsibility for the reasonableness of amounts charged rests with the traveler.  Excessive 
charges will be questioned by the Finance department and must be fully explained in a note to 
file. 

2. When additional night(s) of lodging and per diem are charged to HART based on more 
economical airfares for weekend rates, a cost comparison in a note to file must be prepared and 
attached to the Travel Advance Request Form – Class A & B (FA-11).  Remember to include 
the added per diem, extra day stay and cost of discounted airfare in the cost comparison. 

3. As discussed in Section 4.0 F1, if a traveler chooses to stay for additional nights or arrive earlier 
as personal travel, all costs and arrangements associated with this time period will be the sole 
responsibility of the traveler.  A note to file with a detailed explanation separating business 
travel and personal travel must be included with the Travel Advance Request Form – Class A 
& B (FA-11). 

4. Hotels will be booked using a HART P-card and such purchase will be governed by the 
established Purchasing Card Policies and Procedures.  If a credit card third-party authorization 
form is required by the hotel, it will be completed and submitted to the hotel by the P-card 
holder.  Only the room rate, hotel fees and tax (if applicable) are permitted to be charged to the 
P-card.  Miscellaneous expenses are the responsibility of the traveler. 

5. When traveling in the State of Florida, the hotel should be notified in advance of HART sales 
tax exempt status by providing a copy of the Tax Exempt Certificate.  When lodging is not paid 
in advance, the traveler must seek exemption from payment of sales tax on rental of hotel rooms.  
All travelers can locate a HART Tax Exempt Certificate on Connect in the Finance-CFO 
Department.  If the hotel does not honor the tax exempt certificate, please indicate in a note to 
file with your travel expense report that the certificate was presented to the hotel and was denied.  

6. Hotel parking fees will be reimbursed for parking expenses incurred at the site of a business 
destination with an original receipt or invoice at the self-parking rate.  Valet parking will not be 
reimbursed, the traveler will receive the self-parking rate. 

7. Hotel internet charges will be reimbursed only if the traveler does not have a HART-issued 4G 
device.  An original receipt must be attached to the expense report for reimbursement. 

D. Per Diem - Meals and Tips 

1. HART utilizes the U.S. General Services Administration’s (GSA) per diem rate listing of major 
cities for meals, tips and incidental expense reimbursement.  The GSA rates are set by fiscal 
year and are effective October 1. 

2. Per GSA rules, tips and incidental expenses are included in the per diem rate.  Employees will 
not be reimbursed for these items in addition to the per diem amount. 

3. When the agenda of a function states, Breakfast, Reception, Luncheon, Lunch, Dinner or any 
other term that may indicate a meal may be served, it is the responsibility of the traveler to 
ascertain if there will be meals provided.  HART will not pay per diem for any meals provided 
by a conference, seminar, meeting or training.  Please indicate with a check mark on the Travel 
Advance Request Form – Class A & B (FA-11) that the traveler reviewed the agenda to 
determine if any meals are being provided or not. If any meals are provided place a check mark 
in the meal(s) provided box or if meals are not provided place a check mark in the meal(s) not 
provided box. 
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4. CONUS (within the continental US) Class “A” Travel shall be calculated at one-fourth of the 

authorized rate of per diem for each quarter.  The traveler will be advanced based on the date 
and time listed on the Travel Advance Request Form – Class A & B (FA-11).  Padding of time 
for travel is prohibited. 

a. Per Diem Clock  

First Quarter – from 12:00 a.m. (midnight) to 6:00 a.m. 
Second Quarter – from 6:00 a.m. to 12:00 p.m. (noon) 
Third Quarter – from 12:00 p.m. (noon) to 6:00 p.m. 
Fourth Quarter – from 6:00 p.m. to 12:00 a.m. (midnight) 

b. The travel starts when the traveler leaves HART or their home, and ends when they arrive 
home or HART, whichever is most advantageous.  The calculation for the per diem amount 
for the travel is determined by the destination.  For example, the GSA amount for per diem 
traveling to Monterey, CA is $74.  That $74 will be divided into four (4) quarters equaling 
$18 per quarter. 

5. OCONUS (outside the continental US) Class “A” Travel shall be calculated at one-fourth of the 
authorized rate of per diem for each quarter.  The traveler will be advanced based on the flight 
arrangements to and from the destination (documentation to be included with packet).  Padding 
of time for travel is prohibited. 

a. The travel starts when the traveler leaves HART or their home, and ends when they arrive 
home or HART, whichever is most advantageous.  While in CONUS the rate will be the 
local per diem amount.  While OCONUS the rate will be determined by the destination’s 
per diem amount. For example, the GSA amount for per diem traveling to Cambridge, UK 
is $138 and the per diem for Tampa, FL is $54. The $138 will be divided into four (4) 
quarters equaling $34.50 per quarter.  The $54 will be divided into four (4) quarters equaling 
$13.50 per quarter. 

b. Per Diem Clock  

First Quarter – from 12:00 a.m. (midnight) to 6:00 a.m. 
Second Quarter – from 6:00 a.m. to 12:00 p.m. (noon) 
Third Quarter – from 12:00 p.m. (noon) to 6:00 p.m. 
Fourth Quarter – from 6:00 p.m. to 12:00 a.m. (midnight) 

Example: Traveler leaves home at 2:30 pm for a flight to the UK on Monday, May 15, 2017.  
The flight departs the local airport 5:30 pm and arrives in the UK at 6:55 am on Tuesday, May 
16, 2017.  The return flight departs the UK at 11:30 am on Saturday, May 20, 2017 and arrives 
at the local airport same day at 3:30 pm and the traveler arrives home at 6:00 pm. See below: 

Date Day 1st Quarter 2nd Quarter 
Breakfast 

3rd Quarter 
Lunch 

4th Quarter 
Dinner 

Total 

5/15/17 Monday Home Home Local  13.50 Local  13.50 27.00 
5/16/17 Tuesday Local  13.50 UK    34.50 UK    34.50 UK    34.50 138.00 
5/17/17 Wednesday UK    34.50 UK    34.50 UK    34.50 UK    34.50 138.00 
5/18/17 Thursday UK    34.50 UK    34.50 UK    34.50 UK    34.50 138.00 
5/19/17 Friday UK    34.50 UK    34.50 UK    34.50 UK    34.50 138.00 
5/20/17 Saturday UK    34.50 Local  13.50 Local  13.50 Home 82.50 
     Total 640.50 
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6.0 CLASS “B” TRAVEL   

Continuous travel of less than 24 hours away from the work site that involves an overnight absence. Travel 
day starts when trip starts and computation is based on each ensuing six-hour period; credit for travel 
status is given for each period. For example, travel starts at 6:00 pm and the traveler returns home by 3:45 
pm the following day after one (1) overnight stay.   

A. Travel Request & Authorization Memo Form – FA-15 & Travel Advance Request Form – Class “A 
& B” – FA-11. 

1. Travelers are required to complete and remit both the Travel Request & Authorization Memo 
Form (FA-15) that details the nature of the travel and its benefit to HART and the Travel 
Advance Request Form (FA-11) that details the costs associated with the travel.   

a. The traveler will complete form FA-15.  This form provides justification for the requested 
travel.   

b. The traveler will then complete form FA-11 starting with the information section at the top 
of the form, then the “Expense Estimate” column in the cost section of the form. The traveler 
will attach a fully detailed agenda and a copy of all backup information supporting the 
estimated expenses.  A note to file, which will itemize any special details for travel (i.e. 
combining personal travel with HART travel, staying at accommodations where the cost is 
not most advantageous to HART, use of taxi vs public transportation, etc.) must also be 
attached. 

c. The traveler will initial the FA-15 form and sign the FA-11 form.  Then the traveler will 
forward the packet to their supervisor to sign, initial and forward to the Division Chief for 
approval signature on both forms.  After the Division Chief approval, any modification in 
plans resulting in an increase of more than $300 in already-approved costs must be sent back 
for additional approval by the Division Chief before changes are confirmed and the funds are 
committed. 

d. The Chief will forward the packet to the Finance department to confirm that budget dollars 
are available.  Should the Chief deny the travel, the packet will be returned to the traveler. 
The Finance department will review the approved documents, obligate the funds for the 
travel, update the travel budget summary spreadsheet and sign the FA-11 form.  The packet 
will then be forwarded to the CFO for signature as the final approval. 

e. Once full approval has been given, the Finance department will return the entire packet to 
the travel coordinator of the traveler’s department.  At this time, the travel coordinator will 
make all the necessary arrangements.  The travel coordinator will complete the columns on 
the FA-11 form titled Actual Expense, P-Card Payment and Request for Payment (per diem).  
Confirmations and other supporting documents will be attached to travel packet. The Request 
for Payment Form (AP-01) will be filled out and forwarded with the packet to department 
heads for approval.  Once full approval has been obtained, the entire travel packet with all 
original documentation is then forwarded to A/P.  The per diem check will be provided no 
earlier than seven days before actual travel. 

Note to Travel Coordinators – The perfect time to scan the entire packet with all original 
signatures is before the packet is sent to A/P.  All original documents stay with A/P for their 
records. 
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B. Air Transportation - Board members, appointed officials, employees, and other authorized officials 

traveling on official business for HART are expected to use economy or tourist class air travel fares 
unless no other alternative class is available and the traveler has prior written authorization to 
upgrade. A note to file and printed documentation of the authorization or the fact that no economy 
or tourist class air fares were available must accompany the travel packet as it goes through 
authorization. 

1. Estimated Airfare Costs - The traveler will go to any website for an approximate cost of the 
flights on the date & time required for travel, which are specified on the FA-11 and FA- 15 
forms. These are estimates only. Please choose flights that would be your first, second or third 
choices. Do not choose any flights that you wouldn’t reasonably want to use. The travel 
coordinator will book the flights as close to what was chosen as possible. Airfare will be booked 
using the HART P-card and such purchase will be governed by the established Purchasing Card 
Policies and Procedures, once all approval signatures are obtained. 

2. Airport Parking – HART will reimburse airport parking fees at the economy lot rate when 
original receipts are received with the Expense Report FA-14 form. 

C. Lodging 

1. Expenses may vary with the area traveled, but all expenditures must be reasonable.  Primary 
responsibility for the reasonableness of amounts charged rests with the traveler.  Excessive 
charges will be questioned by the Finance department and must be fully explained in a note to 
file. 

2. Hotels will be booked using a HART P-card and such purchase will be governed by the 
established Purchasing Card Policies and Procedures.  If a credit card third-party authorization 
form is required by the hotel, it will be completed and submitted to the hotel by the P-card 
holder.  Only the room rate, hotel fees and tax (if applicable) are permitted to be charged to the 
P-card.  Miscellaneous expenses are the responsibility of the traveler. 

3. When traveling in the State of Florida, the hotel should be notified in advance of HART sales 
tax exempt status by providing a copy of the Tax Exempt Certificate.  When lodging is not paid 
in advance, the traveler must seek exemption from payment of sales tax on rental of hotel rooms.  
All travelers can locate a HART Tax Exempt Certificate on Connect in the Finance-CFO 
Department.  If the hotel does not honor the tax exempt certificate, please indicate in a note to 
file with your travel expense report that the certificate was presented to the hotel and was denied. 

D. Per Diem - Meals and Tips 

1. Class “B” Travel shall be calculated at six (6) hour intervals from the start of travel. Traveler 
will be advanced based on the date and time listed on the Travel Advance Request Form – Class 
A & B (FA-11).  Padding of time for travel is prohibited. 

a. Per Diem Clock 

First six hours (example 6:15 pm – 12:15 am) 
Second six hours (example 12:15 am – 6:15 am) 
Third six hours (example 6:15 am – 12:15 pm) 
Fourth six hours (example 12:15 pm – 6:15 pm) 
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Example: Traveler leaves home at 6:15 pm for a flight to the Boston, MA on Monday, May 
15, 2017.  The flight departs the local airport 9:15 pm and arrives in the MA at 10:37 pm on 
the same day.  The return flight departs the MA at 10:20 am on Tuesday, May 20, 2017 and 
arrives at the local airport same day at 12:43 pm. The traveler arrives home at 3:45 pm. Daily 
rate for MA is $69, one 6-hour interval equals $17.25.  See below: 

Dates Days 1st 6 hours 2nd  6 hours 3rd 6 hours 4th 6 hours Total 
5/15 & 
5/16 

Monday & 
Tuesday 

17.25 17.25 17.25 Home 51.75 

2. HART utilizes the U.S. General Services Administration’s (GSA) per diem rate listing of major 
cities for meals, tips and incidental expense reimbursement.  The GSA rates are set by fiscal 
year and are effective October 1. 

3. Per GSA rules, tips and incidental expenses are included in the per diem rate.  Employees will 
not be reimbursed for these items in addition to the per diem amount. 

4. When the agenda of a function states, Breakfast, Reception, Luncheon, Lunch, Dinner or any 
other term that may indicate a meal may be served, it is the responsibility of the traveler to 
ascertain if there will be meals provided.  HART will not pay per diem for any meals provided 
by a conference, seminar, meeting or training.  Please indicate with a check mark on the Travel 
Advance Request Form – Class A & B (FA-11) that the traveler reviewed the agenda to 
determine if any meals are being provided or not. If any meals are provided place a check mark 
in the meal(s) provided box or if meals are not provided place a check mark in the meal(s) not 
provided box. 

7.0 CLASS “C” TRAVEL (Outside MSA) 
Travel for short or day trips where the traveler is not away from the work site overnight. Travel outside 
the MSA, for purpose of these procedures, would include all travel outside of Hillsborough, Pasco, 
Pinellas, Polk and Manatee Counties.  The traveler does not receive per diem, but does receive a 
subsistence allowance and POV mileage reimbursements after original receipts are submitted. 

A. Travel Request & Authorization Memo Form – FA-15 & Travel Advance Request Form – Class 
“C” – FA-12. 

1. Travelers are required to complete and remit both the Travel Request & Authorization Memo 
Form (FA-15) that details the nature of the travel and its benefit to HART and the Travel 
Advance Request Form (FA-12) that details the costs associated with the travel.   

a. The traveler will complete form FA-15. This form provides justification for the requested 
travel.   

b. The traveler will then complete form FA-12 starting with the information section at the top 
of the form, then the “Expense Estimate” column in the cost section of the form. The traveler 
will attach a fully detailed agenda and a copy of all backup information supporting the 
estimated expenses.  A note to file, which will itemize any special details for travel (i.e. 
combining personal travel with HART travel, use of POV vs. HART-owned vehicle etc.) 
must also be attached. 

c. The traveler will initial the FA-15 form and sign the FA-11 form.  Then the traveler will 
forward the packet to their supervisor to sign, initial and forward to the Division Chief for 
approval signature on both forms.  After the Division Chief approval, any modification in 
plans resulting in an increase of more than $300 in already-approved costs must be sent back 
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for additional approval by the Division Chief before changes are confirmed and the funds are 
committed. 

d. The Chief will forward the packet to the Finance department to confirm that budget dollars 
are available.  Should the Chief deny the travel, the packet will be returned to the traveler. 
The Finance department will review the approved documents, obligate the funds for the 
travel, update the travel budget summary spreadsheet and sign the FA-12 form.  The packet 
will then be forwarded to the CFO for signature as the final approval. 

e. Once full approval has been given, the Finance department will return the entire packet to 
the travel coordinator of the traveler’s department.  At this time, the travel coordinator will 
make all the necessary arrangements.  The travel coordinator will complete the columns on 
the FA-12 form titled Actual Expense P-Card Payment.  Confirmations and other supporting 
documents will be attached to travel packet.  

Note to Travel Coordinators – The perfect time to scan the entire packet with all original 
signatures is before you give the packet to the traveler. 

B. Ground Transportation – Please see Section 4.0 E.1.a. & 4.0 E.2. of this SOP. 

C. Subsistence Allowance  

The following amounts will be reimbursed to the traveler upon return from travel, entered into the 
expense report with original receipts attached.  An example, if the breakfast receipt is for $3.50, 
the reimbursement will be for $3.50.  If the breakfast receipt is for $9.75, the reimbursement will 
be for $6.00.  All allowances are “up to” the given amount listed below: 

 Breakfast – When travel begins before 6 a.m. and extends beyond 8 a.m. –  up to $6 

 Lunch – When travel begins before 12 noon and extends beyond 2 p.m. – up to $11 

 Dinner – When travel begins before 6 p.m. and extends beyond 8 p.m., or when travel 
occurs during nighttime hours due to special assignment – up to $19 

8.0 CLASS “C” TRAVEL – LOCAL (Within MSA)  
Travel for short or day trips where the traveler is not away from the worksite overnight and is within the 
MSA, for purpose of these procedures that would include Hillsborough, Pasco, Pinellas, Polk and Manatee 
Counties.  The traveler does not receive per diem or subsistence allowance for meals. The GSA rate of 
reimbursement for mileage will be the current rate per mile when a HART vehicle is available and 
employee choses to use a POV.  A copy of a MapQuest or DOT map showing miles traveled must 
accompany the expense report for reimbursement.  See Section 4.0 E.2 

 
A. Travel Request & Authorization Memo Form – FA-15 & Travel Advance Request Form – Class 

“C” – FA-12. 

1. Travelers are required to complete and remit both the Travel Request & Authorization Memo 
Form (FA-15) that details the nature of the travel and its benefit to HART and the Travel 
Advance Request Form (FA-12) that details the costs associated with the travel.   

a. The traveler will complete form FA-15.  This form provides justification for the requested 
travel.   

b. The traveler will then complete form FA-12 starting with the information section at the top 
of the form, then the “Expense Estimate” column in the cost section of the form. The traveler 
will attach a fully detailed agenda and a copy of all backup information supporting the 
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estimated expenses.  A note to file, which will itemize any special details for travel (i.e. use 
of POV vs. HART-owned vehicle etc.) must also be attached. 

c. The traveler will initial the FA-15 form and sign the FA-11 form.  Then the traveler will 
forward the packet to their supervisor to sign, initial and forward to the Division Chief for 
approval signature on both forms.  

d. The Chief will forward the packet to the Finance department to confirm that budget dollars 
are available.  Should the Chief deny the travel, the packet will be returned to the traveler. 
The Finance department will review the approved documents, obligate the funds for the 
travel, update the travel budget summary spreadsheet and sign the FA-12 form.  The packet 
will then be forwarded to the CFO for signature as the final approval. 

e. Once full approval has been given, the Finance department will return the entire packet to 
the travel coordinator of the traveler’s department.  At this time, the travel coordinator will 
make all the necessary arrangements.  The travel coordinator will complete the columns on 
the FA-12 form titled Actual Expense P-Card Payment.  Confirmations and other supporting 
documents will be attached to travel packet.  

Note to Travel Coordinators – The perfect time to scan the entire packet with all original 
signatures is before you give the packet to the traveler. 

B. Ground Transportation – Please see Section 4.0 E.1.a. & 4.0 E.2. of this SOP. 

9.0 TRAVEL EXPENSE REPORT – FA-14 
A. Travel Expense Report Form – FA-14 – For all travel, Class A, B and C. 

1. The traveler must record all expenses on the Travel Expense Report Form (FA-14) on the 
appropriate date they were incurred.  The Travel Expense Report Form (FA-14) and original 
receipts for expenses, where it is feasible or possible to obtain receipts, shall be attached.  The 
traveler must also attach a copy of the approved Travel Advance Request Form (FA-11 or FA-
12) and documentation to the Travel Expense Report Form (FA-14).  All items for which a 
receipt cannot or was not obtained must be itemized and explained in a note to file.  The traveler 
will sign the form and forward to their supervisor for signature. 

2. The traveler’s supervisor will review the forms before approving and shall obtain an explanation 
on any questionable item(s), keeping in mind they are certifying that the expenses were incurred 
on HART business and are a legitimate obligation of HART. If costs incurred exceed the 
amount of expense authorized, the supervisor will return the FA-14 to the traveler so that they 
can provide a complete explanation to the Finance department for the excess expenditure in a 
note to file.  FA-14 and documentation must be submitted to the Finance department within five 
(5) working days of the traveler returning from a trip. 

Note:  Detailed instructions for completing the Travel Expense Report Form (FA-14) are 
included on the form. 

B. Finance Department Approval of FA-14. 

1. The Finance department will review the expenses to make certain that all items of expense are 
properly charged and are not otherwise questionable.  If additional information is needed by the 
Finance department, the traveler will provide any documentation or explanation required.  If 
the charges are found to be correct and allowable, the Travel Expense Report Form (FA-14) 
packet will be forwarded to Accounts Payable for final disposition. 
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C. Miscellaneous Travel Expenses 

1. A traveler may be reimbursed for actual laundry, dry cleaning and pressing expenses when 
official HART travel extends beyond seven (7) consecutive days and such expenses are 
necessarily incurred to complete the official business. 

2. Unnecessary expenses such as parking fines/tickets, moving violations, late fees (i.e. late 
registration for an event attributed to the timing of the request), etc., are not reimbursable and 
are the sole responsibility of the traveler. 

10.0 MISCELLANEOUS INFORMATION 
A. Cancellation of Travel 

1. In the event that an approved and scheduled trip needs to be cancelled, notification must be given 
to the: 
a. Travel Coordinator to ensure cancellation of registration, hotel, airfare, etc. (P-card charges) 
b. Accounts Payable to ensure cancellation of per diem checks. 

2. If the trip cancellation is initiated by HART, then HART will bear the cost of any lost funds. 

3. If the trip cancellation is initiated by the traveler, the traveler will provide a note to file 
stating the reason for the cancellation and the cost and fees associated with the cancellation.  
The traveler may be responsible for reimbursing HART for costs and fees that were not 
refundable.  If the traveler is able to apply airfare credit from a cancelled flight toward future 
travel, that shall also be indicated on a note to file.  All instances will be reviewed on a case-by-
case basis.  A decision for reimbursement will be determined by the traveler’s Chief or the CEO. 

B. HART Job-related Travel – For Non-HART Employee 

1. When HART agrees to reimburse a job applicant for expenses to come to an interview (airfare, 
hotel and meals), the meal allowances applied will be consistent with the existing HART travel 
policy.  The Human Resources Department should be consulted regarding the level and/or type 
of position that would qualify for this reimbursement. 

2. In the instance where an out-of-town job applicant is offered a position with HART, the Human 
Resources Department will be responsible for negotiating relocation expenses. 

11.0 REFERENCES  

• Florida Statutes 2016, Section §112.061 
• IRS Publication 1542 – Per Diem Rates (CONUS Travel) 
• IRS Publication 463 – Travel, Entertainment, Gift, and Car Expenses 
• IRS Publication 535 – Business Expenses 
• IRS Publication 15-B – Employer’s Guide to Fringe Benefits for use in 2016 
• Hillsborough County, Florida, Administrative Directive #AD-09 
• HART Board Travel Policy (No. 120.05) 
• HART Procurement Manual 
• GSA Mileage Reimbursement 
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12.0 ASSOCIATED SOP 

A. The following SOP may provide further details that may be pertinent to travel activities. 

• FIN-0002 – Purchasing Card (P-Card) Policy & Procedures 

13.0 SAMPLE FORMS 

A. The following forms can be found on HART Connect Website on the Finance department page. 

• FA-15  Travel Request & Authorization Memo Form 
• FA-11  Travel Advance Request Form – Class A & B  
• FA-12  Travel Advance Request Form – Class C 
• FA-14  Travel Expense Report Form  
• AP-01 Request for Payment Form 
• RM-32 Special Use Permit for Transit Authority Form 
• Sales Tax Exempt Certificate Form 
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FA-15  TRAVEL REQUEST & AUTHORIZATION MEMO FORM 
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FA-11  TRAVEL ADVANCE REQUEST FORM – CLASS A & B
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FA-12  TRAVEL ADVANCE REQUEST FORM – CLASS C
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RM – 32  SPECIAL USE PERMIT FOR TRANSIT AUTHORITY (HART) VEHICLE FORM 
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FA-14  TRAVEL EXPENSE REPORT FORM 
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AP-01  REQUEST FOR PAYMENT FORM 
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SALES TAX EXEMPT 2015-2020 FORM 

 

 



 
 

EXHIBIT D 





 
 

EXHIBIT E 



Selected Examples of P-Card Meal Expenses

1

NAME PURCHASE DATE POST DATE COMP SUPP NAME AMOUNT Merchant Category Codes DESCRIPTION ITEM DESCRIPTION BATES #

LILLYBETH SALAS 3/6/2019 3/7/2019 Fresh Kitchen - Kennedy $31.00 EATING PLACES, RESTAURANTS lunch for CEO for business meeting (2 meals) CF-HART0001299, 1318-19
LILLYBETH SALAS 3/21/2019 3/21/2019 The Bricks $54.50 EATING PLACES, RESTAURANTS lunch for chiefs and CEO meeting (5 meals?) CF-HART0001299, 1331
LILLYBETH SALAS 3/25/2019 3/27/2019 Yeomans Cask Lion $67.45 EATING PLACES, RESTAURANTS CEO lunch w/ Chiefs and town halls staff CF-HART0001299, 1333
LILLYBETH SALAS 3/25/2019 3/27/2019 Yeomans Cask Lion $66.40 EATING PLACES, RESTAURANTS CEO lunch w/ Chiefs and town halls staff CF-HART0001299, 1332
LILLYBETH SALAS 4/19/2019 4/19/2019 The Bricks $39.33 EATING PLACES, RESTAURANTS Chiefs/lunch meeting w/ Kenyatta Lee (3 meals) CF-HART0001352, 1392
BENJAMIN T. LIMMER 05/10/2019 05/13/2019 First Watch Restaurant $54.00 EATING PLACES, RESTAURANTS business meeting with All For Transportation (Barker, Hudson; 3 meals) CF-HART0000835, 840
BENJAMIN T. LIMMER 05/10/2019 05/13/2019 Chicken Salad Chick $20.79 EATING PLACES, RESTAURANTS Junior League Achievement award lunch (2 meals) CF-HART0000835, 842

LILLYBETH SALAS
05/16/2019 05/16/2019

Tampa Weekly LLC
$30.00 EATING PLACES, RESTAURANTS

Creative Loafing coupon for business meeting lunch
CF-HART0001409, 1417-
1419

LILLYBETH SALAS
05/16/2019 05/16/2019

The Bricks
$23.33 EATING PLACES, RESTAURANTS

lunch business meeting (take out; 3-4 meals?)
CF-HART0001409, 1420-
1421

BENJAMIN T. LIMMER 05/16/2019 05/20/2019 Steelbach $65.00 EATING PLACES, RESTAURANTS lunch w/ Comm. Overman CF-HART0000835, 838-39
BENJAMIN T. LIMMER 05/16/2019 05/20/2019  Goody Goody $14.52 EATING PLACES, RESTAURANTS business meeting; airport travel CF-HART0000835
BENJAMIN T. LIMMER 05/22/2019 05/24/2019 Carne Chop House $110.00 EATING PLACES, RESTAURANTS lunch w/ press about employee incident CF-HART0000858-859

BENJAMIN T. LIMMER
05/28/2019 05/29/2019

SQ Foundation Coffee
$3.26 MISC FOOD STORES-

SPECIALITY,CONVENIENCE; Eating coffee w/ Comm. Melendez/board meeting CF-HART0000860-861
BENJAMIN T. LIMMER 05/29/2019 05/31/2019 Butcher & BBQ $26.89 EATING PLACES, RESTAURANTS Before employee's briefing dinner (1 meal) CF-HART0000862-863

LILLYBETH SALAS
06/04/2019 06/04/2019

New York New York
$32.45 EATING PLACES, RESTAURANTS

business meeting lunch for chiefs after the Board meeting (tip included)
CF-HART0001409, 1445-
1446

BENJAMIN T. LIMMER
06/05/2019 06/06/2019

SQ 1 The Blind TIGER Café - Ybor
$6.97 EATING PLACES, RESTAURANTS

coffee w/ Topher Morrison CF-HART0000864, 871-872

BENJAMIN T. LIMMER
06/06/2019 06/07/2019

SQ 1 The Blind TIGER Café - Ybor
$6.26 EATING PLACES, RESTAURANTS

Tampa Bay Buisness Journal Meeting, coffee CF-HART0000864, 874-875

BENJAMIN T. LIMMER
06/06/2019 06/10/2019

Carne Chop House
$6.41 EATING PLACES, RESTAURANTS

business meeting with Director Marvin Knight (2 iced teas) CF-HART0000864, 876-877

BENJAMIN T. LIMMER
06/10/2019 06/11/2019

Cooper's Hawk Tampa
$41.00 EATING PLACES, RESTAURANTS

Bandes Construction business meeting, 1 meal CF-HART0000864, 878-879
BENJAMIN T. LIMMER 06/12/2019 06/12/2019 BASCOM'S CHOP HOUSE $126.75 EATING PLACES, RESTAURANTS Gillic CEO meeting w/ Chiefs (Ruthie, Greg, Scott, Jeff) and CEO CF-HART0000864, 880

BENJAMIN T. LIMMER
06/12/2019 06/14/2019

Burger 21 - Westchase
$15.12 EATING PLACES, RESTAURANTS

FPTA Board meeting lunch (to go order) CF-HART0000864, 882-883

BENJAMIN T. LIMMER
06/15/2019 06/17/2019

PF Changs T3 TPA
$13.82 EATING PLACES, RESTAURANTS

Business myg w/ at airprot interview w/ Deb Prato (1 meal) CF-HART0000864, 886-887

LILLYBETH SALAS
06/15/2019 06/17/2019

The Bricks
$59.89 EATING PLACES, RESTAURANTS business meeting regarding HR strategies (Limmer, J. Halldow and C. Span) (tip 

included)
CF-HART0001447, 1457-
1458

LILLYBETH SALAS
06/18/2019 06/18/2019

The Bricks
$45.23 EATING PLACES, RESTAURANTS business meeting w/ HR to dsicuss HR-related strategies (Limmer, J. Halldow, C. 

Span) (tip included)
CF-HART0001447, 1461-
1462

BENJAMIN T. LIMMER
06/18/2019 06/20/2019

Glory Days Grill
$19.00 EATING PLACES, RESTAURANTS busines mtg, meet and greet w/ sunshine line new director Timothy Dudley Jr. (1 

meal) CF-HART0000864, 888-889
BENJAMIN T. LIMMER 06/21/2019 06/21/2019 The Bricks $13.00 EATING PLACES, RESTAURANTS business meeting with Sheriff Chronister CF-HART0000864
BENJAMIN T. LIMMER 06/21/2019 06/24/2019 Nature's Table Bistro $17.26 FAST FOOD RESTAURANTS perdiem for Toronto APTA Conference CF-HART0000866, 893
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BENJAMIN T. LIMMER

06/21/2019 06/24/2019

Sheraton Centre Toronto

$48.03 EATING PLACES, RESTAURANTS
perdiem dinner in Toronto; @ 9:28 pm, ordered dinner from BnB; order includes 1 
kids apple juice, 1 kids cheeseburger, 1 chicken poutine, 1 BnB wings, total $47.00, 
plus $6.11 tax;  Per diem amount on P-card billing statement is $48.03 (entry #17). CF-HART0000866, 894

BENJAMIN T. LIMMER 06/22/2019 06/24/2019 Assembly Chef's Hall $2.80 EATING PLACES, RESTAURANTS perdiem Toronto APTA Conference CF-HART0000866, 895
BENJAMIN T. LIMMER 06/22/2019 06/24/2019 Sheraton Centre Toronto $56.26 EATING PLACES, RESTAURANTS perdiem Toronto APTA Conference, 2 breakfast buffet CF-HART0000866, 896
BENJAMIN T. LIMMER 06/22/2019 06/24/2019 Assembly Chef's Hall $17.72 EATING PLACES, RESTAURANTS perdiem Toronto APTA Conference CF-HART0000866, 897
BENJAMIN T. LIMMER 06/22/2019 06/24/2019 Assembly Chef's Hall $13.82 EATING PLACES, RESTAURANTS perdiem Toronto APTA Conference CF-HART0000866, 898
BENJAMIN T. LIMMER 06/22/2019 06/24/2019 Sheraton Centre Toronto $11.52 EATING PLACES, RESTAURANTS perdiem Toronto APTA Conference (1 meal) CF-HART0000866, 899
BENJAMIN T. LIMMER 06/22/2019 06/24/2019 Assembly Chef's Hall $21.73 EATING PLACES, RESTAURANTS perdiem for Toronto dinner CF-HART0000866, 900
BENJAMIN T. LIMMER 06/22/2019 06/24/2019 Assembly Chef's Hall $2.80 EATING PLACES, RESTAURANTS perdiem Toronto APTA Conference (cupcake) CF-HART0000866, 905
BENJAMIN T. LIMMER 06/22/2019 06/24/2019 Assembly Chef's Hall $14.07 EATING PLACES, RESTAURANTS perdiem Toronto (1 meal) CF-HART0000866, 906
BENJAMIN T. LIMMER 06/23/2019 06/24/2019 Sheraton Centre Toronto $54.31 EATING PLACES, RESTAURANTS perdiem Toronto APTA Conference (2 meals) CF-HART0000866, 907
BENJAMIN T. LIMMER 06/23/2019 06/25/2019 CN Tower Food beverage $5.97 EATING PLACES, RESTAURANTS perdiem Toronto APTA Conference CF-HART0000866, 908
BENJAMIN T. LIMMER 06/23/2019 06/25/2019 Wah Sing Seafood restaurant $141.59 EATING PLACES, RESTAURANTS business meeting dinner in Toronto (5 people) CF-HART0000985
BENJAMIN T. LIMMER 06/24/2019 06/25/2019 Sheraton Centre Toronto $34.12 EATING PLACES, RESTAURANTS perdiem lunch Toronto APTA; kids cheeseburger and apple juice, nachos CF-HART0000867, 912
BENJAMIN T. LIMMER 06/24/2019 06/25/2019 Sheraton Centre Toronto $7.91 EATING PLACES, RESTAURANTS perdiem Toronto APTA Conference CF-HART0000867, 913
BENJAMIN T. LIMMER 06/25/2019 06/27/2019 Assembly Chef's Hall $20.83 EATING PLACES, RESTAURANTS perdiem Toronto APTA Conference (1 meal) CF-HART0000867, 920

BENJAMIN T. LIMMER
06/26/2019 06/27/2019

Earls King Street
$43.79 EATING PLACES, RESTAURANTS perdiem dinner in Toronto APTA Conference; paid cash for 2 lcoholic beverages; (1 

meal) CF-HART0000868, 921
BENJAMIN T. LIMMER 06/26/2019 06/28/2019 YYZ Cluny Grille $1.99 FAST FOOD RESTAURANTS perdiem Toronto APTA Conference (coffee) CF-HART0000868, 930
BENJAMIN T. LIMMER 06/26/2019 06/28/2019 YYZ Cluny Grille $9.07 FAST FOOD RESTAURANTS perdiem Toronto APTA Conference (1 meal) CF-HART0000868, 931
BENJAMIN T. LIMMER 06/28/2019 07/01/2019 HILTON TAMPA DWTN STARBUCKS $4.29 EATING PLACES, RESTAURANTS committee meeting about street car (1 iced tea) CF-HART0000868, 937
BENJAMIN T. LIMMER 07/09/2019 07/10/2019 SQ  1. THE BLIND TIGER CAFÉ - Ybor $3.26 EATING PLACES, RESTAURANTS business mtg w/ Justin Day (Tampa Bay office of Capital Consulting); 1 coffee CF-HART0001016, 1025
BENJAMIN T. LIMMER 07/09/2019 07/11/2019 Malio's Prime $47.00 EATING PLACES, RESTAURANTS business meeting w/ Director Richard McClain (2 meals) CF-HART0001016, 1024
BENJAMIN T. LIMMER 07/11/2019 07/11/2019 TST  THE BRICKS $54.90 EATING PLACES, RESTAURANTS TransPro and HART staff, business meeting CF-HART0001016, 1043
BENJAMIN T. LIMMER 07/11/2019 07/12/2019 SQ  1. THE BLIND TIGER CAFÉ - Ybor $3.26 EATING PLACES, RESTAURANTS business meeting with Samantha, TBBJ; 1 coffee CF-HART0001016, 1018
BENJAMIN T. LIMMER 07/12/2019 07/12/2019 TST  THE BRICKS $30.75 EATING PLACES, RESTAURANTS business meeting with TransPro CF-HART0001016, 1042

BENJAMIN T. LIMMER
07/12/2019 07/15/2019 TST  NEW YORK NEW YORK YB $17.72 EATING PLACES, RESTAURANTS Conference call w/ TransPro staff and HART staff, organizational structure talking 

points CF-HART0001016, 1041
BENJAMIN T. LIMMER 07/13/2019 07/15/2019 TST  GENX TAVERN $29.00 EATING PLACES, RESTAURANTS HART Agenda board meeting with Director David Mechanik CF-HART0001016, 1026
BENJAMIN T. LIMMER 07/16/2019 07/22/2019 TPA MARRIOTT Water St/Starbucks $9.44 EATING PLACES, RESTAURANTS business meeting at COMTO conference; 2 beverages purchased CF-HART0001017, 1031
BENJAMIN T. LIMMER 07/17/2019 07/17/2019 TST  THE BRICKS $13.00 EATING PLACES, RESTAURANTS business meeting with Jeff Boothe from InfraStrategies (1 meal purchased) CF-HART0001016, 1040
BENJAMIN T. LIMMER 07/18/2019 07/18/2019 TST  THE BRICKS $67.29 EATING PLACES, RESTAURANTS InfraStrategies & TransPro 2nd meeting org structure CF-HART0001016, 1039
BENJAMIN T. LIMMER 07/25/2019 07/26/2019 DAILY EATS $34.00 EATING PLACES, RESTAURANTS business breakfast w/ Cassandra Burchers (2 meals) CF-HART0001017, 1032
BENJAMIN T. LIMMER 07/30/2019 07/31/2019 OXFORD EXCHANGE RESTAURAN $42.00 EATING PLACES, RESTAURANTS Meeting with Board Director Adam Harden (2 meals) CF-HART0001017, 1035
BENJAMIN T. LIMMER 08/01/2019 08/02/2019 TST  THE BRICKS $36.00 EATING PLACES, RESTAURANTS business lunch w/ Butler, C. (2 meals) CF-HART0001017, 1038
BENJAMIN T. LIMMER 08/03/2019 08/05/2019 BASCOM'S CHOP HOUSE $41.00 EATING PLACES, RESTAURANTS Lunch w/ Commissioner Janet Long (2 meals) CF-HART0001044, 1047
BENJAMIN T. LIMMER 08/07/2019 08/09/2019 Buffalo Wild Wings $67.00 EATING PLACES, RESTAURANTS business lunch (3 meals) CF-HART0001044, 1049

BENJAMIN T. LIMMER
08/08/2019 08/12/2019 MARRIOTT ORLANDO DOWNT; Shade 

Bar/Restaurant
$44.00 EATING PLACES, RESTAURANTS

FPTA lunch board meeting (2 meals) CF-HART0001044, 1050
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BENJAMIN T. LIMMER
08/08/2019 08/12/2019 MARRIOTT ORLANDO DOWNT; Shade 

Restaurant
$4.01 EATING PLACES, RESTAURANTS

FPTA board meeting (2 drinks) CF-HART0001044, 1051
BENJAMIN T. LIMMER 08/09/2019 08/09/2019 TST  THE BRICKS $15.02 EATING PLACES, RESTAURANTS Dinner meeting w/ Ed Turanchek (1 meal) CF-HART0001044, 1052
BENJAMIN T. LIMMER 08/14/2019 08/15/2019 SQ  1. THE BLIND TIGER CAFÉ - Ybor $3.26 EATING PLACES, RESTAURANTS Meeting with Joanna Cheshire; coffee CF-HART0001044, 1057

BENJAMIN T. LIMMER
08/16/2019 08/19/2019 SHERATON TAMPA RIVERWALK; 

River's Edge
$50.00 EATING PLACES, RESTAURANTS

Lunch w/ Jean Duncan (2 meals) CF-HART0001044, 1058
BENJAMIN T. LIMMER 08/21/2019 08/22/2019 SQ  1. THE BLIND TIGER CAFÉ - Ybor $3.26 EATING PLACES, RESTAURANTS Meeting with Mark Aesch (TransPro); lost receipt CF-HART0001045
BENJAMIN T. LIMMER 08/23/2019 08/26/2019 HALL ON FRANKLIN $44.97 EATING PLACES, RESTAURANTS Meeting w/ Isabel Dewey (2 meals) CF-HART0001045, 1060

Yolanda Jennings
08/26/2019 08/27/2019 New York New York $27.08 EATING PLACES, RESTAURANTS

Working lunch w/ TransPro (4 meals, take out)
CF-HART0001513-1515, 
1586

BENJAMIN T. LIMMER 08/29/2019 09/02/2019 CAPITAL GRILLE $70.00 EATING PLACES, RESTAURANTS Meeting w/ Brad Miller PSTA (2 meals) CF-HART0001045, 1061
BENJAMIN T. LIMMER 09/05/2019 09/06/2019 WISDOM OF NATURE MARKET $1.90 EATING PLACES, RESTAURANTS BOCC meeting - coffee (receipt missing) CF-HART0001062-63

Yolanda Jennings
09/06/2019 09/06/2019 Chipotle $60.49

EATING PLACES, RESTAURANTS
Working lunch w/ TransPro (6meals, take out, for Limmer, J. Halldow, CC (Chris 
Cochran) Ehren Bingaman, Lena Petit, and one other person)

CF-HART0001607-09, 1615-
1617

BENJAMIN T. LIMMER 09/15/2019 09/17/2019 OMNI ORLANDO RESORT, TREVI'S $100.00 EATING PLACES, RESTAURANTS FPTA breakfast meeting w/ CCDO Candidates(2 meals) CF-HART0001064
BENJAMIN T. LIMMER 09/25/2019 09/27/2019 GRAZE1910 AT ARMATURE WOR $7.68 EATING PLACES, RESTAURANTS Creative Outdoor business meeting w/ Tyler Rowland (2 coffee) CF-HART0001067

BENJAMIN T. LIMMER
10/02/2019 10/04/2019 STARBUCKS $5.81 FAST FOOD RESTAURANTS TIA for meeting w/Joe Lopano and David Gwynn, FDOT Dist. 7 Secretary (2 drinks; 

airport discount applied) CF-HART0001068
BENJAMIN T. LIMMER 10/04/2019 10/07/2019 TST  THE BRICKS $50.00 EATING PLACES, RESTAURANTS Working lunch for Holland & Knight seminar (est. 3 guests) CF-HART0001069, 1072

BENJAMIN T. LIMMER
10/14/2019 10/16/2019 YUM YUM TOO. $39.00 EATING PLACES, RESTAURANTS Business lunch w/ Gregg Moser of Krautheimer & Associates in New York - current 

vendor of HART at the time, recruiter for Chief position  (2 meals) CF-HART0001069, 1076
BENJAMIN T. LIMMER 10/23/2019 10/25/2019 THE TAMPA CLUB $54.00 EATING PLACES, RESTAURANTS breakfast meeting with Integral Energy (receipt unavailable) CF-HART0001069, 1071
BENJAMIN T. LIMMER 10/30/2019 11/01/2019 GRAZE1910 AT ARMATURE WOR $3.25 EATING PLACES, RESTAURANTS Coffee at Leadership Tampa Bay (receipt unavailable) CF-HART0001069, 1071
BENJAMIN T. LIMMER 11/01/2019 11/04/2019 IN  CAFE CON TAMPA $12.00 EATING PLACES, RESTAURANTS breakfast meeting at Café Con Tampa (receipt unavailable) CF-HART0001069, 1071

$2,613.60


