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EXECUTIVE SUMMARY 
 

RESTORE Act  
In 2012, Congress enacted  

The Resources and Ecosystems Sustainability, Tourist Opportunities, and Revived Economies of 
the Gulf Coast States Act what is known as the RESTORE Act (Act) in response to the April 2010 
Deep Horizon Oil Spill in the Gulf of Mexico, the largest offshore oil spill in the United States.  
The Act identified the injured parties as the five Gulf Coast States (Florida, Georgia, Alabama, 
Louisiana and Texas) as well as the allocation methodology for settlements to be paid to each 
injured party.  In Florida the 23 Gulf Coast counties, Escambia County to Monroe County, are 
considered injured parties and separated into two categories, the:    

 
8 disproportionately affected counties, that includes Escambia, Santa Rosa, Okaloosa, 
Walton, Bay, Gulf, Franklin and Wakulla counties; and the  

 
15 non-disproportionately affected counties that includes the Gulf Coast counties from 
Jefferson to Monroe, including Manatee.    

 
The Act further named the US Treasury as the federal agency responsible for developing 
rules and managing the settlement funds paid from the liable parties:  BP, Transocean and 
Anadarko, with BP paying the largest settlement of the three.   The final settlement resulted 
in BP paying out fines levied over a 15- year period.   Fines from the liable parties are paid to 
the US Treasury where they are held in trust and awarded to the injured parties (aka 
Components) as federal grants pursuant to 31 CFR §34 and 2 CFR §200.   
 
Each of the injured parties fall under one of the following five Components as defined by 
the Act:       
 

1. Direct Component, which requires a Multi-Year Implementation Plan (MYIP) 
2. Comprehensive Plan Component 
3. Spill Impact Component, which requires a State Expenditure Plan (SEP) 
4. NOAA RESTORE Act Science Program Component 
5. Centers for Excellence Research Grants Program Component 

 
Manatee County will receive its RESTORE Act funding as a Direct Component from the 
Treasury for MYIP projects; and, as a sub-grantee under the Spill Impact Component from 
the Gulf Consortium for SEP projects as discussed below: 
 

MYIP  

Manatee County as a Direct Component, receives a direct allocation from the proceeds of 
the settlement from the liable parties.  Manatee’s total allocation is $6.3 million to be paid 
out over 15 -years, beginning in 2016 and ending in 2031.   The County is mandated to 
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develop a MYIP; explaining and justifying how it plans to spend its direct allocation of 
RESTORE Act funds. The MYIP must meet all requirements as set forth in 31 CFR 34 and 
Treasury guidance documents, which includes identifying projects to be paid for from 
Manatee County’s direct allocation of RESTORE Act settlement funds.   
 
The Board must approve the MYIP before it is submitted to the Treasury for acceptance.  
Once the Treasury accepts the MYIP the County may submit Applications to the Treasury 
for projects included in the accepted MYIP.    (The Treasury will not accept a grant 
application for any project or an element of a project not in an accepted MYIP.)  The 
County’s accepted MYIP, supporting documents and links to other important information 
can be found on the County’s RESTORE Act webpage:    
https://www.mymanatee.org/departments/parks___natural_resources/special_initiatives/r_e_s_t_
o_r_e_act 

 
The Treasury is the Awarding Agency for MYIP projects. 
  

SEP 

Florida is defined in the RESTORE Act as a Spill Impact Component, which means that 
Florida receives a direct allocation from the proceeds of the settlement with the liable 
parties.  The Act created the Gulf Coast Ecosystem Restoration Council (Council) as the 
entity designated to receive and manage Spill Impact Component allocations from the 
Treasury on behalf of the Gulf Coast States.   Each of the Gulf States must designate the 
legal entity to receive and expend their allocation of the RESTORE Act Spill Impact 
Component funds.  
 
The Gulf Consortium is Florida’s designated legal entity to receive Florida’s share of 
RESTORE Act Spill Impact Component funds from the Council.   The Gulf Consortium created 
in 2012-13, is comprised of a 23-member Board of Directors, with each Director 
representing one of the 23 Gulf Coast counties.  A County Commissioner serves as 
Manatee’s Director with the Director of Parks and Natural Resources serving as the 
Alternate.  The Governor may also appoint non-voting members to the Board.  
 
The total allocation to the Gulf Consortium is $73.9 million to be paid out over 15 -years, 
beginning in 2016 and ending in 2031.   The $73.9 million is split evenly between the 23-
counties, which results in each county receiving $12.6 million from the State’s Spill Impact 
Component funds.  
 
The Gulf Consortium is mandated to develop the SEP explaining how the 23-Gulf Coast 
counties plan to spend their allocation of RESTORE Act Spill Component funds. The SEP 
must meet all requirements as set forth in 31 CFR 34 and Council guidance documents, and 
includes projects from each of the 23-Gulf Coast counties.  The Gulf Consortium must 
approve the SEP, before it is submitted to the Governor for approval.   Once the Governor 
has approved the SEP, the Gulf Consortium submits it to the Council for acceptance.   
 

https://www.mymanatee.org/departments/parks___natural_resources/special_initiatives/r_e_s_t_o_r_e_act
https://www.mymanatee.org/departments/parks___natural_resources/special_initiatives/r_e_s_t_o_r_e_act
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Once the Council accepts the SEP the Gulf Consortium works with each of the 23-Counties 
to develop Applications for submittal to the Council.    (The Council will not accept a grant 
application for any project or an element of a project not in an accepted SEP.) The Gulf 
Consortiums SEP, includes Manatee County’s projects and can be found on the Gulf 
Consortiums RESTORE Act webpage (https://www.gulfconsortium.org/) along with links to 
the Council and referenced documents.  
 
The Gulf Consortium is the Awarding Agency for Florida’s SEP projects. 

 

Purpose and Scope 

The purpose of the Manatee County Restore Act Grants Administration Handbook 
(Handbook) is to provide guidance to County employees in making application for RESTORE 
Act funds to either the US Treasury or the Florida Gulf Consortium; the acceptance of 
awards; and the administrative, programmatic and financial management of Awards.   The 
Handbook makes every attempt to provide information for compliance and success of an 
Award. 

 

Laws 

The premise of the Handbook is based on Federal, State and Local Laws, regulations, 
policies and procedures (collectively known as “Laws”).   This Handbook is not intended to 
replace or substitute any existing Law listed below, which are identified as being germane 
to all RESTORE Act awards as of the effective date of this Handbook.  The list of Laws below 
is not intended to provide an exhaustive list of all Laws and does not relieve any employee 
of his or her responsibility for identifying and complying with the Award and Laws.    
 
Federal Laws  

• Single Audit Act of 1984, as amended in 1996. 
• OMB Uniform Administration Requirements, Cost Principles and Audit Requirements for 

Federal Awards 2 CFR §200, Subparts A-F, and any Treasury regulations incorporating 
these regulations. https://www.ecfr.gov/cgi-bin/text-

dx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl 

• Treasury RESTORE Act regulations 31 CFR §34 -  https://ecfr.io/Title-31/pt31.1.34 

• Government Auditing Standards issued by the Comptroller General of the US 
Government Accountability Office. 

• Award Standard Terms and Conditions or Special Conditions. 
 

State Laws - http://www.leg.state.fl.us/STATUTES/ 

• Chapter 125, Florida Statutes 

• Chapter 215, Florida Statutes 

• Chapter 216, Florida Statutes 

• Chapter 287, Florida Statutes 

• Section 218.32 and 218.33, Florida Statutes 
• Florida Administrative Code- https://www.flrules.org/default.asp 

https://www.gulfconsortium.org/
https://www.ecfr.gov/cgi-bin/text-dx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl
https://www.ecfr.gov/cgi-bin/text-dx?tpl=/ecfrbrowse/Title02/2cfr200_main_02.tpl
https://ecfr.io/Title-31/pt31.1.34
http://www.leg.state.fl.us/STATUTES/
https://www.flrules.org/default.asp
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• Chapter 10.550, Rules of the Auditor General, Audits of State Grants and Aid 
Appropriations 

• Uniform Chart of Accounts for Local Governments, State Chief Financial Officer - 
https://www.myfloridacfo.com/Division/AA/Manuals/LocalGovernment/2011UASManualCount
y122910.pdf 

• Specific laws referenced and applicable to an Award. 
 
 

Local Laws 

• Manatee County Procurement Ordinance, and any amendments. 

• Manatee County Personnel Policy and Procedures Manual 

• Non-Discrimination Policy and Plan for Programs Receiving Federal Financial Assistance 
(Manatee County Procurement Ordinance) 

• Purchasing Card Guidelines - (Manatee County Procurement Ordinance) 

• EEO/Affirmative Action Plan – (Manatee County Personnel Policy and Procedures 
Manual) 

• Manatee County Budget and Financial Policies 

• Fixed Assets – (Manatee County Clerk of Circuit Court & Comptroller)  

• Accounts Receivable Write-Off – (Manatee Code of Ordinances & Florida Statutes 
68.065) 

• Fraud, Waste and Abuse Policy – (Manatee County Policies and Procedures) 

• Public Records Request Procedures – (Manatee County Policies and Procedures) 

• Records Management – (Manatee County Policies and Procedures)  

• Manatee County Clerk’s Finance and Administration Policy and Procedures (in 
development) 

 

Terms, Definitions and Acronyms 
For the purpose of the Handbook the following shall be defined as: 
 
Grant Application (Application) is the document and all supporting documents submitted 
to either the Treasury or Gulf Consortium seeking funds for a project in an accepted MYIP or 
SEP.   The Application identifies the project name and explanation of why the County needs 
the funds and how it intends to spend the funds (Work), and a detailed and total Budget.   
 
Grant Award (Award) is a notification from the Treasury (Awarding Agency) to the County 
that an Application for a MYIP project is approved for funding, the amount of Award, 
standards terms and conditions and any special provisions.   In this situation the County is 
considered a Direct Recipient (aka Direct Component) and the relationship is between the 
County and the Treasury.  
 
Sub-Award is a notification from the Gulf Consortium (Awarding Agency) to the County that 
an Application for an SEP project is approved for funding, the amount of the Award, 
standard terms and conditions and any special provisions.  In this situation the County is 

https://www.myfloridacfo.com/Division/AA/Manuals/LocalGovernment/2011UASManualCounty122910.pdf
https://www.myfloridacfo.com/Division/AA/Manuals/LocalGovernment/2011UASManualCounty122910.pdf
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considered a Sub-Grantee and the relationship is between the County and the Gulf 
Consortium (Awarding Agency).  
 
Grant Agreement (Agreement) is a legally binding document that includes at a minimum 
the Award, Application, standard terms and conditions, and any special provisions placed on 
the County.    
 
Subrecipient is a non-Federal entity that receives a subaward from a pass-through entity to 
carry out part of a Federal program; but does not include an individual that is a beneficiary 
of such program.  A subrecipient may also be a recipient of other Federal awards directly 
from a Federal awarding agency. 
 
All other definitions, terms and acronyms not otherwise defined in the Handbook are 
provided in 2 CFR §200 and the Laws. 
 

Updates and Revisions 
The Handbook was developed by and shall be maintained by the Department of Parks and 
Natural Resources, with the premise and authority for the Handbook found in the Laws.  
Over time new laws may be adopted and current Laws amended or abolished.   As such, a 
review of the Laws shall be done no less than annually and this Handbook and County Laws 
will be updated to reflect such changes.     
 

 
APPROVED BY  
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ORGANIZATIONAL STRUCTURE 
 

The County 
Manatee County (the “County”) is a political subdivision of the State of Florida, pursuant to 
Chapter 125 of the Florida Constitution.  The Board is the legislative branch and governing 
body of Manatee County Government. The Board legislates policy to protect the health, 
welfare, safety and quality of life of Manatee County residents. The Board of County 
Commissioners is comprised of seven members. Five members are elected from single-
member districts, and two are elected county-wide. Each district commissioner must reside 
in the district for which he or she seeks election. 
 

Constitutional Officers 
There are five (5) County Elected Constitutional Officers:  Clerk of Circuit Court and 
Comptroller, Property Appraiser, Sheriff, Supervisor of Elections, and the Tax Collector.  The 
powers and duties for each of these Officers is established in the Florida Constitution and 
Florida law. 

 

Policy and Legal 

The Board is the legal entity and the official recipient of all Awards to the County.  The 
Board must approve acceptance of an Award and authorize the Chairman to sign 
documents as applicable, unless otherwise delegated by policy or a specific Board action. 
 
The County Attorney is appointed by the Board and handles all legal matters for the 
County, including preparing and/or reviewing legal documents prior to Board approval.  
 

Management, Programmatic Operations and Administration 
County Administrator is appointed by the Board and is responsible for administrative, 
programmatic and financial operations of the County.  
 
RESTORE Act Coordinator (RAC) - the individual responsible for the RESTORE Act program 
and the associated MYIP or SEP, Applications and Awards.  
 
Grant Manager (GM) - if different from the RAC, is the individual(s) designated by the 
County Departments responsible for administering and managing an assigned Award.   
 
Project Manager (PM) - if different from the GM, is the individual designated by the RAC 
responsible for ensuring that the Work is implemented and carried out in accordance with 
the Award.   
 
Procurement and Contracts Coordinator (PCC) - if different from the PM, is the individual 
responsible for Award procurements as well as assigned contract and grant management 
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functions. This position is responsible for records management of procurement, contract 
and Award documents.  
 
 

Budget and Financial Management 
Fiscal Services Manager - is the individual responsible for budget management activities 
which includes establishing accounting codes in cooperation with the Manatee County 
Financial Management Department (FMD) for the proper tracking of Award expenditures 
and the review of cost to ensure appropriateness and compliance with County Laws.   
 
Manatee Clerk’s Office - serves as the ex officio clerk of the Board, auditor, recorder and 
custodian of all County funds and records.  The Clerk’s Finance Department (the “Finance 
Department”) is responsible for and provides all systems and services for the proper and 
timely management of all financial matters and records, including but not limited to audits, 
accounting, cash management and property management services to ensure compliance 
with Laws and Awards.  The Clerk’s Office prepares the Manatee County Comprehensive 
Annual Financial Report (CAFR) and Schedule of Expenditures of Federal Awards and State 
Financial Assistance (SEFA) and delivers notification of same to the Board of County 
Commissioners and the Audit Clearinghouse. 

 

Segregation of Duties 
County Administrator - is responsible for ensuring that proper segregation of duties is in 
place among County employees involved with Award activities.  
 
The Clerk’s Finance Department, a separate legal entity from the County - is responsible for 
ensuring proper segregation of duties is in place among its employees involved in 
accounting and financial transactions, cash management, financial reporting and other 
required financial management activities of County funds, including Awards.  
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APPLICATION PREPARATION AND SUBMITTAL  
 

This section of the Handbook addresses what is commonly referred to as “Pre-Award” 
activities, which are the checks and balances in preparing and submitting an Application to 
either the Treasury or the Gulf Consortium (collectively the “Awarding Agencies”) for a project 
in an accepted MYIP or SEP.   
 

Grant Systems 
Manatee County must register and maintain registration in Federal systems required by 
each Awarding Agency.   The RAC is the delegated “Entity Administrator” (also known as 
the Point of Contact or POC) for each system and establishes and/or renews each system 
account as well as coordinating establishment of individual accounts, access rights and roles 
as appropriate. The RAC will ensure updates are made in each system as changes occur in 
staff, rolls, or other information.  
   

Application Preparation and Planning 
This step is basically drafting the appropriate Application (i.e., planning, construction or land 
acquisition) and making sure that all information and documentation are available before 
completing and submitting the Application to the appropriate Awarding Agency. The 
following recommended pre-application steps will help to ensure acceptance of an 
Application upon submittal. 
 
Administrative Steps 

1. Determine the appropriate Application, forms and supporting documentation needed 
for a specific MYIP or SEP project, i.e., planning, construction or land acquisition.   

2. Identify the project team and role of each member. 

3. Hold a pre-application meeting to review the Work, budget, milestones and timelines of 
the Work as presented in the approved MYIP or SEP.   

4. The project team will gather relevant documents and assist with drafting/review of 
applications.  

5. Ensure registration is current in all electronic grant systems for the County and staff as 
appropriate.  

If a MYIP Project: 

6. Project must be in the MYIP accepted by the Treasury, or the Application will not be 
considered. 
 

7. Treasury staff should be consulted during the pre-application process to ensure that 
Work activities, cost, etc. are allowable, allocable, reasonable and necessary; and that 
Treasury questions or request for information are addressed prior to finalizing an 
Application. 
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If a SEP Project: 

8. Project must be in the SEP accepted by the Gulf Consortium/Council, or the Application 
will not be considered.  
 

9. Gulf Consortium will issue directives and work with the County in the pre-application 
process to ensure that Work activities, cost, etc. are allowable, allocable reasonable, 
and necessary; and that questions or request for information are addressed prior to 
finalizing an Application. 

Programmatic Steps 

1. Identify staffing needs for the Work.  

2. Determine if consulting services are needed for pre-award (i.e., Application 
development) or post-Award grant management activities, and any procurement needs. 

3. Identify procurement needs and methods to be used.    

4. Determine permitting requirements, if applicable. 

5. Determine milestones. 

6. Determine performance outcomes per 2 CFR §200.301.  

7. Determine any potential mitigation needs due to disturbance of wetlands, endangered 
species, archeological sites, etc. in the project area. 

8. Determine if ownership documents are needed, i.e., deeds, boundary maps, etc. 

9. Determine if access to private property is needed; and, if yes, what specifics are to be 
included in an access agreement with the property owner. 

10. If land acquisition, determine what documents will be needed. 

11. Determine if insurance or bonds are needed beyond what is normally required for either 
the County and/or potential contractors.  

Financial Steps 

1. Ensure that a current Notice of Funds Availability (NOFA) is open (2 CFR §200.203).  

2. Determine if the County is contributing cash or non-cash match.  If yes, identify the 
amount and source of cash match and the type of non-cash match. Make sure that team 
members are aware of tracking and reporting requirements to ensure that match is 
tracked, allowable, allocable, reasonable and necessary.   

3. Determine if another state, local or private entity is contributing cash or non-cash 
match. If yes, identify the amount of cash match and type of non-cash match.  Make 
sure that all team members are aware of all tracking and reporting requirements to 
ensure that match is tracked, allowable, allocable, reasonable and necessary.  Identify 
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documentation necessary to validate such commitment, i.e., grant agreements, letters 
of commitment, etc.   

4. Determine if the County will be seeking any Pre-award Cost. If yes, determine if there is 
sufficient justification; determine if the pre-award costs are allowable, allocable, 
reasonable and necessary; and, that all documentation is available or identified to 
substantiate pre-award cost.  Pre-award cost not specifically included for a project in 
an accepted MYIP or SEP, should be discussed with the Treasury or Gulf Consortium as 
soon as possible.   (2 CFR §200.209 and §200.458) 

5. Consider a contingency plan in the event funding is revoked, reduced or the Work is 
overbudget.  

6. Review the Award budget and determine direct cost and indirect cost. 

7. Project cash flow needs, usually quarterly.  

8. Determine if any program income will result when the project is completed (i.e. 
Closeout), e.g., construction of a boat ramp would result in the collection of boat ramp 
fees, which must be accounted for and used only for the repairs/maintenance of the 
constructed boat ramp.   

9. Determine long-term resources needed for maintenance and repair. 

Final Application Development 
1. The RAC shall complete the appropriate Application and required forms and collect all 

required supporting documentation.   Normally the Application and required forms are 
fillable forms provided in the grant system used by the Awarding Agency.   Documents 
are printed out and attached to the Agenda Item (see example Appendix 1).  

2. The Department Director and/or County Administrator will determine if legal review of 
the Application is necessary. 

3. Submittal of MYIP and SEP original Applications require Board approval by Resolution 
(see example Appendix 1).  Exceptions should be noted and actions ratified by the Board 
as appropriate.  

4. The RAC will prepare the agenda item in accordance with Board policy seeking approval 
to submit the Application to the appropriate Awarding Agency.  

Application Submittal  
1. Once the Board approves submitting the Application, the RAC is provided with a copy of 

the Board Resolution signed by the Chairman.  
2. The RAC shall officially submit the Application to the appropriate Awarding Agency, 

including a copy of the Board Resolution of approval in the designated grant system. 
3. The RAC is the point of contact with the Awarding Agencies to resolve any concerns, 

respond to questions or request for additional information, and to make non-material 
edits as needed to the Application for acceptance, so long as such edits do not change 
the scope of the project or materially increase the cost as presented to the Board.  
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AWARD AND ACCEPTANCE 
 

This section of the Handbook provides information on how the County is notified that an 
Application is approved for funding, known as the Award.   The Board must accept the Award 
and approve the Agreement if a written Agreement is required; or approve staff to accept the 
Award in the grant system designated by the Awarding Agency.  Guidance is provided in this 
section on seeking Board approval of the Award and Agreement, if applicable. 
 

Award 
The County is responsible for complying with all requirements of an Award. Therefore, the 
Award should be carefully reviewed to make sure that requirements are understood and 
that concerns are addressed and documented early on.  The County will receive notice that 
an Application is approved for funding as follows: 

 
1. The Awarding Agency issues a Notice of Award (Notice) that normally includes an 

Award number, project name, total amount, period of performance, standard terms and 
conditions and any special conditions, and incorporates the approved Application.  
Collectively these documents are referred to as the Award (aka Agreement). 

2. Notices are normally sent to and coordinated for Board approval by the RAC. 
3. The RAC upon receiving a Notice will advise the Department Director and schedule a 

grant team meeting.  
4. The Award upon Board acceptance is a legally binding document.  The Award consists 

of at a minimum the Notice with any special conditions, Standard Terms and Conditions 
and the approved Application. 

5. The Department Director or County Administrator shall determine if Legal review of an 
Award is necessary. 

 

Acceptance 
1. The RAC will prepare an agenda item seeking Board approval of the Award and it must 

include any special conditions, concerns and if the Award is cost reimbursement or 
advance payment.  The agenda item may also identify the next steps, grant team, roles 
and responsibilities as well as any authority necessary for processing amendments.    

2. Most Awards are approved in the grant system designed by the Awarding Agency vs. 
the signing of a paper Agreement.  In such cases a Resolution for the Chairman’s 
signature should be prepared and included with the agenda item validating Board 
approval of the Award and approval for the applicable Department to accept the Award 
in the designated grant system.   (See Appendix 1 for a sample agenda item and 
attachments.) 

3. The Fiscal Services Manager and FMD works collaboratively with the Finance 
Department to establish accounting codes to capture, track and report all cost, 
payments, revenues, etc.  The Fiscal Services Manager and FMD will prepare budget 
amendments as needed for compliance with County budget policy.  
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4. The Agenda Item will include the documents that constitute the Award (aka 
Agreement) including the Resolution for the Chairman’s signature as discussed above. 

5. Upon Board approval and receipt of the Resolution signed by the Chairman, the RAC will 
accept the Award in the designated grant system and include a copy of the Resolution 
signed by the Chairman.  If a paper Agreement is required the RAC will distribute as 
appropriate among the parties.  

6. A copy of the Award is submitted to the Finance Department, Clerk’s Internal Audit 
Division, and any other staff as instructed on the approved Agenda Memorandum.  
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GRANT MANAGEMENT AND MONITORING  
 

Post-award activities begin immediately after Board acceptance of an Award which consist of 
Grant Management and Monitoring.   Discussed below and the remaining Sections of the 
Handbook addresses core grant management and monitor activities to help ensure 
administrative, programmatic and financial compliance with an Award throughout the Period of 
Performance (i.e., the effective date of the Award through the defined end date).  
 

Closeout 

Grant closeout is a critical piece of the Award cycle.  It is the process by which the County 
performs and documents all necessary administrative, programmatic and financial actions 
to complete the Award requirements.   The Awarding agency closes out the award as they 
determine that all applicable administrative actions and required Work was performed.   
 
The County’s pre-closeout activities usually begin 60-90 days prior to the end date of the 
Period of Performance to accurately forecast expenses and cash flow needs and any 
necessary adjustments to accounting entries.   If an extension to the closeout is needed the 
Awarding agency should be notified immediately.   
 
Closeout activities should be completed by the County no less than 90 calendar days after 
the end of the Period of Performance pursuant to 2 CFR §200.343, unless otherwise 
specified in an Award.  The Award should be reviewed to determine all closeout timeframes 
and activities.  

 
The GM is responsible for timely Closeout and will work closely with the RAC, Fiscal 
Services Manager, FMD and Finance Department for successful Closeout of an Award.  
 

Grant File 
An official Grant File will be established by the RAC for the application and award phases.  
The GM will assume and maintain the file for all post-award activities upon Board 
acceptance of the Award.   Files shall be kept current and available for inspections by 
Federal, State and Local auditors; management; and for public access requirements.    
 
The Grant File should document all decisions and actions taken through the life of the 
Award. The following documents should be maintained in the Grant File:   
 
1. Agreement and Modifications 
2. Agenda Items 
3. Meeting Notes and E-mails 
4. Reconciliation notes or documents of Costs charged to the Award and Payments 

received from the Awarding Agency. 
5. Notes identifying documents maintained by other County Offices and Agencies. 
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It is recommended that the following be maintained as well: 
5. Printouts from the grant system documenting submittal of the application, supporting 

documents, on-line forms, etc. 
6. Procurement documents and vendor contracts. 
7. Financial Documents documenting and supporting all costs and payments processed by 

the GM. 
 

Electronic File Naming Conventions:  It is recommended that GM create a directory or 
folder for each Award and develop appropriate naming conventions for all electronic 
documents created or received from others.  This will make it easier to manage, locate and 
copy documents.   Documents maintained electronically shall meet all requirements for 
record retention and access.  

 

Grant Team 
Individuals ranging from County staff to Consultants make up the Grant Team (Team) who 
is ultimately responsible for successful completion of the Work, compliance and closeout of 
the Award.  The Department Director and RAC shall determine the (Team) and 
responsibilities of each member based on the size and complexity of the Work.   
 
The RAC will ensure all Team members are provided with a copy of the Award documents; 
Conflict of Interest Policy and form; and Fraud, Waste and Abuse Policy and form; and, that 
an initial meeting is held.  The GM will ensure that Project meetings are scheduled to 
address questions, resolve issues, address any potential revisions to the Award, and to 
ensure that performance and financial information is collected and reported properly and 
timely. 
 
Appendix 2 provides recommended roles and responsibilities of Team members.   

 

Monitoring  
Monitoring activities extend beyond the day-to-day administrative grant management 
activities.    Monitoring is a good method for evaluating success and identify non-
compliance Issues early on to avoid or minimize future audit findings.   Monitoring may 
include the physical inspection of the Work performed by Subrecipients and contractors; 
GM’s paper and electronic files; procurement records; financial transactions; and, other 
pertinent records to determine compliance with the Award and Laws.    
 
1. May be done as often as determined necessary based on several risk factors such as, 

budget, history of Subrecipients and contractors, prior audit/monitoring findings, 
complexity of grant scope, etc.  

2. Should include reviewing a sample of the GM’s files, procurement records, contracts, 
and financial transactions. 

3. Includes a physical inspection of a Subrecipient or contractor’s work to ensure 
compliance with any contract or work order.  It may include a physical review of a 
Subrecipient or contractor’s records if determined necessary by the Grant Monitoring 



Manatee County RESTORE Act Grants Administration Handbook 

 

 19 | P a g e    V 1 . 0  

 

Team based on unsatisfactory or poor work performance of the Subrecipient or 
contractor.  

 
Monitoring and the appointment of a Monitoring Team is at the discretion of the GM when 
it is deemed necessary to review Awards and determine risk and monitoring requirements 
for an Award, especially those exceeding 2 CFR §200.88 Simplified Acquisition Threshold.  If 
so, the Monitoring Team may: 
 
1.   Develop risk assessment tools and monitoring tools. 
2. Issue findings, develop corrective actions plans and follow up to ensure corrective 

actions were made timely and properly. 
3.   Provide all pre- and post monitoring documents to the Grant Team. 

 
SUBRECIPIENT MONITORING:    Shall comply with 2 CFR §200 and more specifically 2 CFR 
§200.328. 

 

Agency Performance 
Agencies are monitored on their efforts to meet the target performance goals detailed in 
Exhibit A of the Subrecipient Agreement.  Performance is reported by the agency both on a 
monthly and quarterly basis.   
 
Programmatic and Fiscal Monitoring 
 
Programmatic and fiscal monitoring is conducted through site visits, review of monthly and 
quarterly performance reports, review of reimbursement requests, and review of any other 
supplemental information submitted to the County.  The RAC, GM and/or PM along with other 
applicable County representatives will meet with the Subrecipient’s program and fiscal staff to 
discuss and review all areas of the Agreement.  The review will focus primarily on agency goals 
and objectives, financial operations, accomplishments, program outcomes, technical assistance 
needs, overall program compliance, and results based initiatives. 
 
An official monitoring letter will be sent to the Subrecipient within 7 days of the site visit that 
identifies any findings and/or concerns discovered during the monitoring visit.  The agency will 
be given a deadline (usually 30 days) to identify corrective action or provide a response.  Any 
outstanding findings or concerns not rectified during the fiscal year could result in suspension 
of funding and/or the Agreement. 
 
Monitoring Results  
 
There are essentially three outcomes from a monitoring visit.  The Subrecipient could be 
handling the RESTORE Act funds in a compliant, fair and consistent manner.  County staff will 
highlight positive procedures and results.   
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The agency could be handling the program within the laws and regulations, but the current 
procedures could lead to programmatic issues and/or violations of regulations/laws.  This will 
be cited as a “concern” and County staff will suggest remedial actions. 
 
Lastly, the agency could be violating regulations or law related to administration of RESTORE 
Act funding.  This will be cited as a “finding” and will require immediate corrective action.  
County staff will provide necessary guidance to the agency to mitigate the violation(s). 
 

Noncompliance Reporting 
Noncompliance activities or behavior observed should be reported immediately to the 
County Administrator and/or Manatee County Clerk of the Circuit Court, Internal Audit 
Division in person or in writing.  Reports should not be general in nature but specific to the 
noncompliance activity or behavior observed.    

The County Administrator and/or Manatee County Clerk of the Circuit Court, Internal Audit 
Division shall be responsible for investigating reports and for taking appropriate corrective 
actions.    

Reporting of suspected Fraud, Waste and Abuse per 2 CFR §200.113 requires the non-
Federal entity or applicant for a Federal award must disclose, in a timely manner, in writing 
to the Federal awarding agency or pass-through entity all violations of Federal criminal law 
involving fraud, bribery, or gratuity violations potentially affecting the Federal award. 
Failure to make required disclosures can result in any of the remedies described in §200.338 
Remedies for noncompliance, including suspension or debarment. (See also 2 CFR §180 and 
31 U.S.C. 3321). Procedures for reporting such activities may be found in Manatee County’s 
Procedures for Reporting Fraud, Waste and Abuse. 

Period of Performance  
This is the defined, legally binding term of the Award and provides for the effective date 
and the ending date, and is addressed throughout the Handbook. 

 

Reconciliation of Costs and Payments  
It is recommended that Award Costs and Payments be reconciled by the GM no less than 
quarterly.  Financial reports generated by the Fiscal Services Manager and Finance 
Department should be requested and used to compare cost and payment records of the 
GM during a defined period. Any variances or inaccuracies should be noted and reported to 
the Fiscal Services Manager and Finance Department as soon as possible for any needed 
corrective actions and to minimize year-end adjustments.  
 
Another aspect of reconciliation is reviewing all cost charged to an Award to ensure that: 
 
1. Cost are correctly charged and within the Period of Performance, and any adjustments 

are made timely.  
2. Cost are supported with adequate documentation. 
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3. Actual costs are not exceeding or projected to exceed the total Award budget or any 
budget category. 

4. Cash flow projections are updated. 
5. Cost are allowable, allocable, necessary and reasonable based on the Award.  
 
Frequent reconciliations will contribute to accurate and timely financial reporting, as well as 
a smooth closeout.  (2 CFR §200 (E)) 

 

Records Retention and Access 

The County will follow the most restrictive of the requirement of 2 CFR §200.333-337, the 
Award standard terms and conditions, and the County’s policies and procedures regarding 
records retention and access.  In the event of a conflict 2 CFR §200 and the Award will have 
precedence over County policy.   

 

Revisions of Budget and Program Plans (aka Amendments or Modifications)  
An Award may need to be revised from time to time.  Often an Award will allow minor 
revisions to the budget, milestones or performance measures that do not require pre- or 
post Board approval, which includes reallocating the budget between categories or reducing 
the budget and/or adjusting milestones or performance measures.    
 
The County Administrator may approve staff to submit the Revision to the Awarding 
Agency, and then seek Board ratification so long as the Revision does not change the Work 
such that it requires a MYIP or SEP update or increase the total budget.     Revisions to the: 
 

1. Award budget, milestones or performance measures is the responsibility of the GM 

and will be done pursuant to this Handbook, the Award and 2 CFR §200; and/or  

 

2. County budget is the responsibility of FMD and shall be in accordance with County 

budget policy. 
             (2 CFR §200.308) 
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COSTS CHARGED TO AN AWARD   
 

This section is not meant to replace or interpret 2 CFR §200 or other Laws.  It is recommended 
that 2 CFR §200 be reviewed and if necessary the Awarding agency contacted regarding any 
concerns or questions concerning a cost.  
 
Reimbursement is the preferred method when the requirements for advance payments cannot 
be met, when the Federal awarding agency sets a specific condition, or when the non-Federal 
entity requests payment by reimbursement. This method may be used on any Federal award. 
When the reimbursement method is used, the Federal awarding agency or pass-through entity 
must make payment within 30 calendar days after receipt of the billing, unless the Federal 
awarding agency or pass-through entity reasonably believes the request to be improper.  
Manatee County operates on the reimbursement method. 
 

General 
1. No post-Award costs shall be incurred until the Board has approved the Award and 

accounting codes established.  
2. Each cost charged to an Award must be allowable, allocable, necessary and 

reasonable.   
3. Each cost must be processed, approved and sufficiently documented to support being 

charged to the Award.    
4. Reallocation of the Award budget that alters the total amount of any budget category or 

total Award amount must be done in accordance with the Award and County policy. 
5. Award funds shall not be used to supplant an existing expense so that current County 

funds can be diverted to another use, unless such use of Award funds is explicitly 
identified as allowable in writing by the Awarding agency and/or the Award. 

6. All procurement shall follow the County Procurement policy. 
 

Allowable  
All Costs shall be reviewed to ensure they are allowable based on the Award and in 
accordance with 2 CFR §200.403-474.   A review of each planned Cost should be done to 
determine: 
 
1. If it is Reasonable and Necessary to carryout out the Work of the Award.  
2. If any special conditions are in the Award that might impact the allowability. 
3. If it conforms to any limitations or exclusions in 2 CFR §200 and the Award; or as to the 

type or amount of the cost for an item.  
4. If it is consistent with policies and procedures that apply uniformly to both the Award 

and other activities of the County. 
5. If it is in accordance with generally accepted accounting principles. 
6. If it is included as a cost sharing or matching requirement of any other state or federal 

award in either the current or prior fiscal year. 
7. If it is adequately documented and justified.  
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8. If prior written approval is needed from the Awarding agency. 
9. If it is considered Direct or Indirect, and consistent with the Award budget 

categorization. 
 

Reasonable and Necessary- Costs are not allowable if they are not Reasonable and 
Necessary, which mean that the nature and amount does not exceed that which would be 
incurred by a prudent person under the circumstances prevailing at the time of the decision 
to incur the cost.   Factors for determining if a cost is Reasonable and Necessary is provided 
in 2 CFR §§200.404. 
 
Allocable- Only Costs that can be allocated to a specific Award and cost objective are 
allowable.  All cost incurred against an Award must be accounted for in the financial system 
for proper and timely financial reporting and Closeout.   Factors to be considered on the 
allocability of an expenditure to an Award is provided in 2 CFR §200.405. 

 
Unallowable Costs - are costs that cannot be considered Allowable and will NOT be charged to 
the Award as a “reimbursable cost” and will be charged to the appropriate department based 
on the project type and tracked as Unallowable cost to the applicable Award.  

  

Direct and Indirect Costs 
Both Direct and Indirect Costs are defined and discussed in 2 CFR §200.412-414.  The Award 
will also identify Direct and Indirect Costs as approved by the Awarding agency.  All charges 
to an Award will be recorded and reported as either Direct or Indirect.  Each item of cost 
incurred for the same purpose shall be treated consistently, in like circumstances, as either 
Direct or Indirect in order to avoid possible double-charging. 
  
Direct Costs are normally directly related and necessary for performing the Work and within 
the approved budget of an Award.  Indirect Costs may be assessed to the appropriate 
department responsible for cost NOT considered or charged as a Direct cost.  
 
Once a cost has been determined to be Direct or Indirect for a program (i.e. RESTORE) it 
cannot be changed without approval of the awarding agency, e.g., position X is a direct 
charge in the grant application and approved in the award.  Later it is decided that 
position X should be an indirect charge.    
 
NOTE:  The County capitalizes all costs associated with a capital outlay project, therefore 
Indirect Costs are UNALLOWABLE.  
 

Prior Written Approval Requirements 
It may be difficult from time-to-time to ascertain the allowability of all Costs. To avoid 
subsequent disallowances or disputes with the Awarding Agency, it is recommended and 
allowable pursuant to 2 CFR §200.407 to seek written opinions from the Awarding Agency. 
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Pre- and Post Audit Documentation 
All Cost and Payments shall be in accordance with the Award and Laws.  Pre- and post-audit 
documentation may include: procurement decisions, vendor invoices, disbursement 
requests, Board approvals, procurement documents, written pre-approvals from the 
Awarding agency, revisions, employee timesheets, and any other documents or information 
that could substantiate that an Award cost is allowable, allocable, necessary, reasonable 
and within the Award Period of Performance. 

 

Salary and Benefits (Personnel) Cost 

All Personnel Cost charged to an Award must be based on payroll records and employee 
timesheets documenting how time was spent.  Timesheets must be signed by the employee 
and his or her supervisor certifying that the time allocation is correct.  Payroll data for all 
employees is available from County’s time system and should be printed out and attached 
to the timesheet for that same pay period.    

The consequences of noncompliance with employee Personnel Cost may cause the 
disallowance of such charges to an Award. (2 CFR §200.430) 
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FINANCIAL AND PROGRAMMATIC ACCOUNTABILITY 
 

The County is responsible and accountable for complying with all requirements of the Award 

once it is accepted.  This accountability includes financial and program accountability, as well as 

other Grant Management activities as previously discussed.   

Per 2 CFR §§200, Manatee County is considered a non-federal entity for the financial 

management of Awards.   The Finance Department is responsible for the accounting, cash 

management, disbursement, auditing and other activities considered financial management, 

including the appropriate policies and procedures for such activities.   All costs and payments 

from the Awarding entity in the form of reimbursement or advance payments must strictly 

adhere to Award requirements and specifically those mandated by 2 CFR §200.300-309, which 

are discussed below.    

 

Bonds and Insurance 

As discussed under the Awards and Acceptance section, a special condition may include 

additional bonding or insurance if the County’s current coverage is not deemed adequate by 

the Awarding Agency pursuant to 2 CFR §200.304.  It is the responsibility of the RAC to 

advise the County Administrator and Team of any special provisions of an Award.  Refer to 

the County’s Procurement Administrative Standards & Procedures Manual regarding Bond 

requirements of contractors.   However, all original bonds received in response to a 

procurement shall be copied and the copy placed in the Contract file. The original bonds are 

to be forwarded to the Clerk’s Office as soon as possible for safe keeping until the Work is 

completed.   

 

Chart of Accounts 
The Chart of Accounts provides a uniform and consistent method for accounting for all 
costs, payments, income and revenues.  The County’s Chart of Accounts is based on the 
State of Florida’s Uniform Accounting System Manual for Local Governments, issued by the 
Florida Department of Financial Services. The Finance Department establishes the 
accounting codes to be used for each Award, either in the County’s approved Fiscal Year 
Budget or through the Budget Amendment process.    

 

Cost Sharing or Matching   
As stated earlier, the Application must indicate cost sharing or matching as defined in 2 CFR 

§200.306.  Should the Award be approved with cost sharing or match, the GM will work 

closely with the Fiscal Services Manager, FMD and Finance Department to ensure the 

proper allocation of the allowable Cost.  The Fiscal Services Manager, FMD and Finance 

Department is responsible for the policies and procedures for tracking and reporting cost 

sharing and match.   The GM works closely with the Fiscal Services Manager, FMD and 

Finance Department to ensure accurate accounting and timely reporting.  
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Cost Transfers 

Incorrectly posted Costs to an Award must be corrected as soon as possible within the 
County’s Fiscal Year and before the end of the Award Period of Performance. Failure to 
timely correct accounting entries may result in a Cost being disallowed for reimbursement by 
the Awarding agency, which further justifies the critical need for routine reconciliation as 
discussed under Grant Management.   Cost transfer is the moving of a Cost from one Award 
to another Award, or to a non-Award account within the Financial System pursuant to 
Finance Department policies and procedures.   

 

Excess Funds (cash) 
The Fiscal Services Manager, FMD and Finance Department will return such funds as 
expeditiously as possible in the manner required on the notification of excess funds as may 
be issued by the Awarding agency. (2 CFR §200.345) 

 

Internal Controls 
A system of internal controls is necessary to provide reasonable assurances that the County 

is managing the Award in compliance with the Laws and Award.   The internal controls 

should comply with guidance provided for 2 CFR §200.303.   The County is responsible for 

the policies, procedures and activities ensuring compliance with 2 CFR §200.302.   The 

County shall work closely with the Finance Department to assist in compliance efforts.   

 

Payments to the County 
Awards are made as either Cost Reimbursement (Reimbursement) or Cash Advances 
(Advance), and are considered Payments to the County from the Awarding Agency.   
RESTORE Act funds are normally awarded on a Reimbursement basis.   Either method 
requires documentation to support that expenditures are allowable, allocable, necessary 
and reasonable.    
 
Regardless of the payment method, the GM will prepare the payment request package in 
accordance with requirements of the Award, the Awarding Agency and the County, which 
will include at a minimum the appropriate payment forms, supporting pre- and post audit 
cost documentation, cash flow analysis, etc.  The GM will work closely with the Fiscal 
Services Manager to reconcile the pay request and Finance Department will drawdown the 
monies from the Awarding Agency.  It is important that the GM and Fiscal Services 
Manager, FMD and Finance Department records are reconciled and agree as referenced 
throughout the Handbook.   (2 CFR §200.305) 

 
Cost Reimbursement- Under this method the County incurs the cost and then seeks 
reimbursement from the Awarding Agency.   
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Cash Advances- Is a payment method where Award funds are advanced to the County to 
cover projected cost.  To be eligible for Advance Payments the County must comply with 2 
CFR §200.305 and the Award Standard Terms and Conditions.  The Fiscal Services Manager, 
FMD and Finance Department is responsible for Advance Payment policies and procedures 
and compliance. The County shall work closely with the Finance Department to assist in 
compliance efforts and coordination of any Advance Payment drawdowns, if any.   

 

Performance Measures and Milestones 

Applications will normally include performance measures and milestones that provide a 

means of evaluating success of the Award and if objectives are achieved.   Performance 

measures in some cases may be tied to financial accountability as well.  

 

Each Performance Measure and Milestone should have a methodology that is applied 

consistently throughout the life of the project as well as used with other similar award to 

ensure the validity and reliability of performance data for analysis, reporting and future 

funding requests. However, all Performance Measures and Milestones must be directly 

related to the Work, goals and objectives.   

 

Reporting on performance and milestones shall be done timely in accordance with the 

Award.  ( 2 CFR §200.210 and §200.301)   

 

Period of Performance 
As mentioned earlier the Period of Performance defines when an Award is effective and 

when it ends.   The GM, PM, and Fiscal Services Manager are responsible for reviewing 

expenditures to ensure they fall within the Period of Performance. (2 CFR §200.309) 

 

Program Income 
Non-federal entities such as Manatee County are encouraged to earn income to defray the 
cost of program costs where appropriate.   All Program Income is to be recorded to the 
applicable Award and utilized in accordance with the Award terms and conditions and 2 
CFR §200.307. The Fiscal Services Manager, FMD and Finance Department is responsible 
for the policies and procedures for accounting and reporting of Program Income.  The 
County is responsible for the Programmatic side of Program Income and works closely with 
FMD and Finance Department to ensure compliance.   

 

Procurement and Property Accountability 
County policies shall be followed for all procurements and property accountability pursuant 
to an Award.  Included as Appendix 3 is a checklist that can be used as an aide to evaluate 
compliance with 2 CFR §200.   
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Repayment of Grant Funds   
Funds will be remitted as soon as practical in the event it is determined either by the 
County or an Awarding Agency that the County owes funds back to the Awarding agency.   
(2 CFR §200.345) 

 

PERFORMANCE AND FINANCIAL REPORTING 
 

All Awards come with reporting requirements for performance and financial activities.  It is 
important that the Award is effectively managed in accordance with this Handbook at a 
minimum to ensure accurate, complete and timely reporting.    
 

Performance and Milestone Reporting  

Performance and Milestone reports shall be prepared by the GM with input from the Team.  
The RAC will have final approval of Performance and Milestone Reports. The RAC will 
review and submit Performance and Milestone Reports in accordance with the Award 
requirements and 2 CFR §200.328. 

 
Interim Reporting of Significant Developments- shall be done if an event occurs between 
reporting periods having a significant negative or positive impact on the activity, project, or 
program.  The RAC is responsible for such reports based on input from the GM and PM. The 
RAC will review and submit Interim Reports in the accordance with the Award requirements 
and 2 CFR §200.328. 

 
It is recommended that a copy of milestone and performance reports be printed and 

provided to the Fiscal Services Manager, FMD and Finance Department with financial 

reports.  

 

Financial Reporting  
Financial reports shall be prepared cooperatively between the GM and Fiscal Services 
Manager. The Finance Department will review the reports for submission.   Award 
revenues, payments, income and cost will be managed and recorded in compliance with the 
Laws and the Award.  The RAC will review and submit reports in accordance with the 
requirements of the Award and 2 CFR §200.327. 

 

Real Property Reporting 
Real Property reports shall be prepared cooperatively between the RAC and Fiscal Services 
Manager.   The RAC will review and submit reports in accordance with the requirements of 
the Award and 2 CFR §200.329. 
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INFORMATION TECHNOLOGY  
 

User Access 

Financial System- The Clerk’s Office authorizes user access to its financial system based on 

job duties and need.  All charges and adjustments made to financial information within the 

accounting system is performed by the authorized personnel in the Finance Department.  

 
Personnel System-  The County’s Human Resources Department coordinates with the 
Finance Department to establish employees in the Personnel System and authorize access 
to the personnel system for employees based on job duties and needs.   

 
Office Systems (i.e., e-mail, web access, office documents, etc.)- The County’s Human 
Resources Department and Information Technology Department coordinates and controls 
access to the County’s Office system based on employee job duties and need. 
  

Safeguards Against System Destruction 

Financial Systems-  The Clerk’s Finance Department is responsible for safeguarding all 

financial records and the applicable policies and procedures.   

 

Office Systems-  The County provides all its IT activities through the Manatee County 

Information Technology Department.  Information Technology (IT) provides all safeguards 

against destruction, internal and external threats as well as all back-up and recovery 

activities.  

 

Safeguards Against External System Threats  
To the extent possible, external threats have been alleviated by the installation of antivirus 
software and firewalls on all servers, desk top computers, laptops and offsite-storage of all 
IT systems.  

Data Backup and Recovery to Continue Business Operations  
Financial Systems 
The Clerk’s Finance Department is responsible for backup and recovery of all financial 
records and the applicable policies and procedures. 
 
Office Systems 
The County has ensured data backup and recovery through the use of both onsite and 
offsite backup systems.  In the event of an emergency, accounting functions can be 
processed remotely and/or manually.     
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RISK MANAGEMENT AND AUDITS  
 

Assessing and Protecting Against Fraud, Abuse and Waste 
The County recognizes the GOA Green Book, Principle 8 for the prevention, detection, reporting 

and responding to fraudulent activities.  As such the County has instituted the Policy & 

Procedures - Fraud, Waste, and Abuse for Federal Grants, and ensures segregation of duties 

and other checks and balances to prevent and reduce fraud, waste and abuse defined as:   

Fraud 

Fraudulent Financial Reporting:  The intentional misstatements or omissions of amounts of 

disclosures in financial statements to deceive financial statement users.  This could include 

intentional alteration of accounting records, misrepresentation of transactions, or 

intentional misapplication of accounting procedures.  

Misappropriation of Assets:  The theft of an entity’s assets.  This could include theft of 

property, embezzlement of receipts, or fraudulent payments. 

Corruption:  Bribery and other illegal acts.  

Waste 

Using or expending resources carelessly, extravagantly, or to no purpose.  

Abuse 

Involves behavior that is deficient or improper when compared with behavior that a 

prudent person would consider reasonable and necessary operational practice given the 

facts and circumstances, i.e., the misuse of authority or position for personal gain or the 

benefit of another.    

County management shall take and document one of the following actions regarding risks or 

deficiencies identified by the Annual Financial Audit (discussed below), or any violation 

reported to the County by the Clerk’s Internal Audit Department.   County management will 

ensure that proper and appropriate measures are put in place to determine success of the 

action taken or if further actions are needed.   

Acceptance:   No action is necessary if the risk is deemed insignificant.  

Avoidance:  Actions are taken and documented to stop the existing operational process 

of a part of the process causing the risk.  

 

Reduction:  Actions are taken and documented to reduce the likelihood or magnitude of 

the risk.  
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Sharing:  Action is taken to transfer or share risks, i.e., across other County offices or 

with Constitutional Offices or external parties, to ensure against losses.  

 

Risk Analysis of Internal Controls 
 

The Manatee County Clerk of Circuit Court and Comptroller, Internal Audit Department selects 

individual entities for audit based on a one-year plan called the Annual Audit Work Schedule. 

This document is prepared with solicitation of input from individual County Commissioners, the 

County Administrator, the Director of the Financial Management Department, and the Clerk of 

the Circuit Court. 

 

Audits, Responses and Corrective Action Plans 
 

Audits performed by the Internal Audit Department generally include the following phases, 

regardless of the type of audit performed: 

1. PRELIMINARY WORK: The preliminary phase includes, but is not limited to: 

Notification of an upcoming audit by the Clerk of the Circuit Court to the manager of the entity 
being audited, the County Administrator, and the Board of County Commissioners.  
 
Preparation of a general planning memorandum and assignment of staff. 
 
A preliminary meeting with management of the audited entity. 
 
Flowcharting of processes, risk analysis based on flowcharts, review of laws, regulations, and 
financial information and organization of the audited entity. 
 
Development of the Audit Program. 
 
2. FIELD WORK:  Fieldwork consists of auditor tests, analysis, review, and documentation of 
work performed.  
 
Audit findings are discussed with management as they are found to allow immediate correction 

when applicable.  

All work papers are reviewed for compliance with auditing standards during this phase. 

3. EXIT CONFERENCE: An exit conference is held with management in which all findings are 
discussed with management to obtain input and clarification. 
 
4. AUDIT REPORT ISSUED: The draft Audit Report is written and forwarded to management for 
review.  
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The Audit Report is distributed to management of the audited entity, the County Administrator 

and the Board of County Commissioners. Audit Reports are made available to the public on the 

website or upon request. 

5. FOLLOW-UP AUDIT: The Internal Audit Department performs a follow-up audit after the 
implementation due dates included in the Management Action Plans have passed.  
 
This follow-up audit reviews the status of implementation of the Management Action Plans 
from the Audit Report and any other significant issues which come to Internal Audit's attention 
since release of the Audit Report. 

 
The Clerk’s Office performs a pre-audit review on all costs to ensure proper coding and 
compliance with General Accepted Accounting Principles (GAAP), relative contracts, budgetary 
compliance and Awards in an effort to reduce errors and prevent audit findings and follows the 
Standards for Internal Control in the Federal Government, issued by the US Comptroller 
General of the United States, Government Accountability Office.  
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NATIONAL POLICY REQUIREMENTS  
 
The following provides a summary of some of the requirements that must be adhered to for the 
receipt and administration of RESTORE Act or other federal funds.     These requirements may 
also be addressed in other sections of the Handbook.   Always review the Award for an 
exhaustive list of national policy requirements and applicability to the Award. 

    

Code of Federal Regulations - 2 CFR §200  
This Code of Federal Regulations  (CFR) is also known as the Super Circular or Uniform 
Guidance.   Effective December 26, 2014, this CFR establishes uniform guidance for all 
entities receiving and administering federal Awards, as well as for auditors responsible for 
auditing entities receiving federal Awards.  All County employee involved with an Award 
including administration, management or the work should be familiar with this CFR to 
ensure compliance.   This CFR as with all others are updated periodically and all County 
employees should check to make sure they are using the most recent version, which is 
available at www.ecfr.gov by searching under Title 2. 
 

Addressing Criminal and Fraud Violations 
A. County staff or citizens with knowledge or evidence of any County employee or 

contractor committing any criminal or fraudulent activities may report the information 
or incident anonymously to the Manatee County Citizens Action Center by leaving a 
voice mail at (941) 742-5800 or at: 

 
https://www.mymanatee.org/departments/county_administration/citizens_action_center 
 

B. Any form of RESTORE Act grant misconduct or potential misconduct shall be reported 
to the RESTORE Act/Grants Coordinator, Parks & Natural Resources Department, 
Manatee County Government 5502 33rd Avenue Drive West, Bradenton, FL  34209, 
(941) 742-5923 within 24 hours of contacting the County’s Citizens Action Center. 
Waste, fraud, abuse, misconduct or any other serious deviation from acceptable grant 
practices when proposing, carrying out, or reporting activities or results that involve a 
grant is considered grant misconduct. 

 

All calls or verbal reports will be documented and reviewed RAC to determine if there is 
sufficient evidence to pursue the matter further.    Should the matter be further 
investigated due to sufficient cause and there are findings to substantiate criminal or 
fraudulent activities, the Clerk’s Office Internal Audit Department shall pursue the 
appropriate action based on the incident and findings.  
 
 
C. Contact the Manatee County Clerk of Circuit Court Internal Audit Division - Fraud, 

Waste, Abuse, Employee or Vendor Misconduct. 
 

http://www.ecfr.gov/
https://www.mymanatee.org/departments/county_administration/citizens_action_center
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To report an incident of fraud, waste, abuse or County Employee misconduct, contact 
Internal Audit in one of five ways. Complaints can be anonymous or you can leave your 
name, if you wish. Please remember, however, that if you send an email or use online form, 
your Internet address will be contained in the email. 
 
1. Complete our online Fraud, Waste, Abuse & Misconduct Form (Remember, your email 

address will be sent with this form).  
2. Call the 24-hour hotline at 941-742-5938.  
3. Send a letter to:  

Manatee County Clerk of the Circuit Court  
ATTN: Internal Audit  
P.O. Box 25400  
Bradenton, FL 34206-5400  

4. Send a fax at 941-741-4072  
5. Send an email  https://www.manateeclerk.com/departments/internal-audit/ 

(Remember, the email address will be sent with this email). 
 
The Internal Audit Department provides the telephone numbers and Email Address to 
employees of Manatee County government and to the general public to allow ease of 
reporting suspected wrong doing. 
 
The Internal Audit Department is staffed with Certified Fraud Examiners (CFE) who can 
professionally investigate allegations of fraud, irregularities, abuse, other illegal acts, and 
employee misconduct. Employees reporting suspected wrongdoing are protected by the 
Whistle Blower's Act from retaliation by management and other employees. Reporting 
anonymously is also encouraged for reporting of sufficient details of wrongdoing to allow 
investigation. 
 
Preliminary review of allegations is made to determine probability that the alleged acts 
could have occurred. Approval by the Director of Internal Audit and the Clerk of the Circuit 
Court is needed to begin an investigation and these approvals are documented. Allegations 
are investigated and reported to the County Administrator, the Board of County 
Commissioners, and the public. Referrals are made to the proper law enforcement agency 
when evidence suggests that a criminal activity may have occurred or is occurring that 
warrants a criminal investigation. 
 
Anti-Fraud Awareness -  The RAC will provide each employee involved with an Award a copy 
of the Policy and Procedures for Fraud, Waste, and Abuse for Federal Grants.  

 
 

Code of Conduct and/or Code of Ethics 
Refer to the County’s Personnel Policy, Section X, Code of Ethics for Officers and Employees.  
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Conflict of Interest 
Refer to the County’s Personnel Policy, Section X, Code of Ethics for Officers and Employees 
and Section XVII Outside Employment, Enterprise, Business; and, County’s Procurement 
Policy E-1 and Procurement Administrative Standards and Procedures, Section 501.03. 

 

Davis-Bacon Act 

With each Award the Grant Manager will determine if the Davis-Bacon Act is applicable.  If it 
is not applicable the grant file will be documented as to why.   If it is applicable, the Grant 
Manager and/or Procurement Coordinator will ensure that such provisions are included in 
associated vendor contracts.  

 

Drug Free Workplace Act of 1988 
Refer to the County’s Personnel Policy and Procedures, Section XX, Drug Free Workplace 
Program and the County’s Policy B-1 Section 201.007. 

 

Lobby Provisions 
Grants funds may not be used for the purposes of lobbying.  Employees cannot use their 
position for lobby activities, refer to the County’s Personnel Policy Manual, Section X and 
section XVIII.  Furthermore, each procurement and contract issued as a result of a grant 
award shall include a section regarding lobbying provisions and prohibitions, per Section 
501.03 of the County’s Procurement Administrative Standards and Procedures. 

 

Environmental Standards 
The County will review the Award environmental requirements and determine applicability 
and compliance prior to designing a project, issuing procurement documents or entering 
into vendor contractors and/or construction activities commence.  

 

Reporting Suspected Fraud, Waste or Abuse 
Refer to the Manatee County Policy and Procedure for reporting any suspected fraud, waste 
and abuse.   

 

Non-Discrimination Requirements 
The County and its sub-grantees and contractors must comply with all non-discrimination 
requirements required by 2 CFR §200 and the Award, which includes but is not limited to 
the following and any subsequent amendments, regulations, or policies: 
 
1. Title VI of the Civil Rights Act of 1964 
2. Section 504 of the Rehabilitation Act of 1973 
3. Age Discrimination Act of 1975 
4. Americans with Disabilities Act of 1990. 
5. Improving Access to Services with Limited English Proficiency. EO 13166 
6. Protection for Whistleblowers, 41 USC s. 4712. 
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Refer to the County’s Personnel Policy Section XIII and Procurement Standards Section 
501.01 Non-Discrimination Policy and Procedures for programs receiving Federal financial 
assistance. 

 

Suspension and Debarment 
Refer to the County’s Procurement Standards Section 501.14.    

 

Single Audit Act 

The County is subject to the Florida Single Audit Act.  The Finance Department compiles the 
Schedule of Expenditures of Federal Awards (SEFA) and contracts with an independent 
accounting firm to do an annual financial audit of the County. 

 

Period Review of Laws 

All employees involved with grant management activities shall periodically check for 
updates to laws, regulations and policies; and update County policies, procedures and 
manuals as applicable.  
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Appendix 1:  Sample Agenda Item 
Manatee County Government Administrative Center Patricia M. Glass Commission 

Chambers, First Floor 9:00 a.m. - March 12, 2019 

March 12, 2019 - Regular Meeting 

Agenda Item #38 

Subject 

RESTORE Act Direct Component Notices of Award 

Briefings 

None 

Contact and/or Presenter Information 

Charlie Hunsicker, Parks and Natural Resources Director, ext. 6001 

Nan Summers, Grants Coordinator, ext. 6052 

Action Requested 

Adopt Resolution R-19-031 to accept Notices of Award for the following RESTORE Act projects:   

Gulf Shellfish Institute Sea Farm to Table; Florida Maritime Museum Facility Enhancement; Coastal 

Watershed Program 

Enabling/Regulating Authority 

F. S. 125-County Commissioners, Powers and Duties 

Background Discussion 

Manatee County has been allocated $6.3 million for Direct Component funds over fifteen years. 

A slate of projects proposed for the first portion of funding was presented to the Board during a public 

work session held January 31, 2017. Direction to staff at the work session was to proceed developing 

public engagement presentations for those projects. 

The Board authorized the Chairman to sign the transmittal letter conveying the Manatee County Direct 

Component Multi Year Implementation Plan for local expenditures under the RESTORE Act during its 

meeting of July 25, 2017 (Agenda item #58). The three Award-Noticed projects are included within that 

plan. 

Each project underwent a thorough individual application review process, resulting in the Treasury 

granting Notices of Award in late 2018 to commence funding and implementation of: 

Attached Exhibit (1)-Gulf Shellfish Institute Sea Farm to Table ($100,000.00) 
Attached Exhibit (2)-Florida Maritime Museum Facility Enhancement ($225,000.00) 
Attached Exhibit (3)- Coastal Watershed Program ($620,390.00) 
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The Board authorized two approved representatives to review, certify, and submit RESTORE Act grant-

related funding applications and Direct Component Funding Certifications during the meeting of 

December 18, 2018 (Agenda item #59). 

Attached AOR Letter 

Once the Awards have been accepted by the County on the Grantsolutions.gov website, the RESTORE 

Authorizing Official will put the grant award money into their ASAP account for release to the County 

under the terms of each specific project award. 

 

County Attorney Review 

Formal Written Review (Opinion memo must be attached) 

Explanation of Other 

 

Reviewing Attorney 

Nicodemi 

Instructions to Board Records 

Send Board adoption of R-19-031 and authorization to accept the Notices of Award on Manatee 

County's behalf to Nan Summers: nan.summers@mymanatee.org. 

Cost and Funds Source Account Number and Name 

TBD upon Treasury's Authorized Official Acceptance 

Amount and Frequency of Recurring Costs 

N/A 

Attachment:  RESTORE AOR.pdf 
Attachment:  RLS Response Memorandum with Exhs. 1 - 3.pdf 
Attachment:  Resolution R-19-031.pdf 
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RESOLUTION R-19-031 

A RESOLUTION OF THE BOARD OF COUNTY 

COMMISSIONERS OF MANATEE COUNTY, FLORIDA, 

APPROVING AND ACCEPTING THE NOTICES OF 

AWARD FROM THE UNITED STATES DEPARTMENT OF 

THE TREASURY UNDER THE RESTORE ACT; AND 

PROVIDING AN EFFECTIVE DATE. 

WHEREAS, pursuant to Subtitle F of Public Law 112-141, the Resources and 

Ecosystems Sustainability, Tourist Opportunities, and Revived Economies of the Gulf Coast 

States of Act 2012 ("RESTORE Act") established a trust fund in the United States Department 

of the Treasury known as the Gulf Coast Restoration Trust Fund; and 

 

WHEREAS, such funds are made available through reimbursement grants for programs, 

activities, and projects that restore and protect the environment and economy of Gulf Coast 

region; and 

 

WHEREAS, on October 22, 2013, the Board of County Commissioners adopted 

Resolution R-13-201 making the protection and restoration of Manatee County's valuable 

natural resources a critical priority in Manatee County's use of RESTORE Act funds; and 

 

WHEREAS, on July 25, 2017, the Board of County Commissioners approved a Multi-Year 

Implementation Plan for local expenditures under the RESTORE Act; and 

 

WHEREAS, following the United States Department of the Treasury's acceptance of 

Manatee County's Multi-Year Implementation Plan, each proposed project underwent an 

individual detailed application; and 

 

WHEREAS, on December 21, 2018, the United States Department of the Treasury 

issued Manatee County Notices of Award for three projects; and 

 

WHEREAS, the Board of County Commissioners (the "Board") has determined that it is 

necessary and in the best interest of Manatee County and that there is a valid public purpose to 

accept the Notices of Award from the United States Department of the Treasury. 

 

NOW, THEREFORE, BE IT RESOLVED BY THE MANATEE COUNTY BOARD 

OF COUNTY COMMISSIONERS AS FOLLOWS: 
 

1. The Board hereby approves and accepts the RESTORE Act Awards for the following 

Manatee County Projects: 

Attached Exhibit (1)- Gulf Shellfish Institute Sea Farm to Table ($100,000.00) 

Attached Exhibit (2) -Florida Maritime Museum Facility Enhancement 

($225,000.00) 

Attached Exhibit (3)- the Coastal Watershed Program ($620,390.00) 
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Manatee County RESTORE Act Grants Administration Handbook 

 

 42 | P a g e    V 1 . 0  

 

Appendix 2:  Roles and Responsibilities 
 
The roles and responsibilities recommended below is not inclusive of all activities that may be 
necessary and required for an Award.    
 

County Administrator  

The County Administrator is appointed by the Board of County Commissioners, and is 
responsible for carrying out the policies and directives of the Commission and for the 
development and management of the County's annual operating and capital improvement 
budgets.  

County Administration includes the Citizens Action Center, Information Outreach and Impact 
Fees. The County Administrator's Office also houses the Board of County Commissioners and 
their support staff, including three executive assistants and the agenda coordinator. 

RESTORE Act Coordinator (RAC) 
1. MYIP and SEP activities and application development, Board approval, and submittal to 

Awarding agency.  
2. Coordinating Award acceptance and Revisions to an Award and reporting requirements.  
3. Coordinating inquiries and monitoring visits of the Awarding agencies.  
4. Periodically review Laws for updates or new laws and subsequent revisions to the 

Handbook.   
5. Establishing and maintaining County accounts, access and users accounts in required 

federal grant systems. 
6.   Reviews the Award and establishes a calendar to ensure compliance with all milestones, 

reporting requirements and due dates, procurements, etc. 
 

Grant Manager (GM) if different than the RAC 
1. Provides each Grant Team member with the Fraud, Waste and Abuse and Conflict of 

Interest Policies and Procedures documents and signature page for each to sign.  This 
document is retained in the grant file. 

2. Establishes and maintains the Award file and all records in sufficient detail for all pre- 
and post-auditing activities, including records retention requirements. 

3.  Compliance with grant award, Laws and Handbook.  
4.   Provides proper forms to Program Managers and staff for tracking and recording of 

County staff hours being used as in-kind or match, if applicable.  
5.  Processing of vendor invoices and tracking all costs in accordance with the Award and 

any assigned County budget.   
6.   Reconciles Award cost to Fiscal Services Manager who records and advises the Finance 

Department needed corrections.  
7.   Prepares performance reports for review by the Team and for submittal by the RAC to 

the Treasury. 
8.  Grant Closeout Activities.  

https://www.mymanatee.org/departments/county_administration/manatee_county_administrator
https://www.mymanatee.org/bcc
https://www.mymanatee.org/departments/county_administration/citizens_action_center
https://www.mymanatee.org/departments/county_administration/information_outreach
https://www.mymanatee.org/departments/county_administration/impact_fees
https://www.mymanatee.org/departments/county_administration/impact_fees
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Project Manager (PM) if different than the GM 
1. Overall success in meeting the Award milestones, objectives and performance 

indicators. 
2. Project Management duties maybe be assigned to a Consultant if allowable under the 

Award and with the Awarding Agencies approval.  
3. Approval of contractor invoices and submitting to GM for processing. 
4. Assisting the GM with preparing performance and financial reports.  
5. Act as the Liaison with the GM and Awarding Agency regarding program performance, 

operational requirements and monitoring.    

 
Procurement and Contract Coordinator if different than the PM 

1. Performs purchasing in accordance with the County’s Purchasing Policy and the 
retention and access of Purchasing records in accordance with Award and County 
Record Retention policies.  

2. Recommends updates to the County’s Purchasing Policy. 
3. Manages contracts and grants as assigned.  

 

Fiscal Services Manager 
1. Establishes Award expenditures and revenue codes in cooperation with the Finance 

Department in accordance with the Chart of Accounts. 

2. Prepares budget amendments. 

3. Reviews disbursement request to ensure proper coding of expenditures. 

4. Responsible for all County budget policies. 

5. Prepares financial reports and reimbursement packages to submit to RAC and Finance 

Department. 

 

Finance Department 
1. Responsible for providing the policies, financial system and staff for the recording, 

management and reporting of all County costs, revenues, income, property, equipment 
etc. in accordance with Federal, State and Local laws, regulations and policies. 

2. Works closely with the RAC and GM in reviewing and determining the allowability of 
costs. 

3. Works closely with the RAC and GM in financial reconciliation, reporting and 
reimbursement of County costs or advancement of Award funds.  

4. Through Internal Audit Department, reports noncompliance issues or failure to take 
corrective actions as deemed necessary.  

5. Oversees the County’s contracted Auditor and annual financial audit and statements. 
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Appendix 3:  Procurement with RESTORE Act Federal Funding 
 
The purpose of this Appendix 3 to the RESTORE Act Grants Administration Handbook 
(Handbook) is to address gaps between County Procurement Ordinances and 2 CFR 200, 
specifically Sections 310-326; Appendix II to Part 200, Contract Provisions for Non-Federal 
Entity Contracts Under Federal Award, the Grant Agreement.   In purchasing and contract 
matters the County will follow the most restrictive of 2 CFR §200, the Grant Agreement (which 
includes any special conditions and the US Treasury Standard Terms and Conditions), and 
County policies.     

 
County Code of Ordinances Chapter 2-26 addresses County procurements with local and/or 
state funds for the most part.  Sections 2-26-3, 2-26-20, 2-26-40, and 2-26-70 address 
procurements in general but defers to compliance with the Grant Agreement and Awarding 
Agency requirements.  
 
County 2019 Procurement Administrative Standards and Procedures Manual Ordinance 
addresses County procurements for compliance with grant funded projects.     
 
Conflicts Between Laws and Policies:  Any discrepancies or conflicts between the 
aforementioned documents or deficiencies of County policies shall be noted and a 
determination made regarding updating or creating County Policies, practices, the Handbook, 
etc.  2 CFR §200 and a Federal Grant Agreement shall have precedence over County Policies in 
procurement and contracting matters involving federal funds.    
 
GENERAL PROCUREMENT STANDARDS 

Contract Award 
Contracts shall only be awarded to responsible contractors possessing the ability to perform 
successfully under the terms and conditions of a procurement solicitation.  Consideration will 
be given to such matters as contractor integrity, compliance with public policy, record of past 
performance, and financial and technical resources.  The County will not award a contract to an 
entity that is currently suspended or debarred from working with the county, state or federal 
government.   The County Procurement Official and the RESTORE Act Coordinator will ensure 
that competitive procurement solicitations address all such matters and that due diligence of 

potential contractors is conducted and documented in the contractor selection process to 

ensure compliance. (2 CFR §200.318 (h)); (County Procurement Code of Ordinances 2-26). 
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Procurement Manager 
The County Procurement Official shall assign a Procurement Manager to all contracts or 
purchase order for oversight to ensure at a minimum that all terms and conditions are met;  
deliverables and performance requirements are in accordance with the scope of work; that any 
and all sanctions for non-performance are applied;  that all invoices are reviewed and payed 
promptly; and, that all changes to the original contract or purchase order is in writing and 
complies with the Grant Agreement and other applicable federal, state or local laws, policies, 
etc. (2 CFR §200.318 (b)) 

 

Cooperative Procurement  

The County Code of Ordinances Section 2-26-46 addresses Cooperative Procurement, which is a 
practice where local governments may purchase goods and services from other existing, 
current federal, state or local government contracts rather than issuing its own competitive 
procurement.   Additionally, 2 CFR §200.318 (3) allows and encourages cooperative purchasing 
as long as the procurement was conducted in accordance with 2 CFR §200 and any other 
applicable laws and policies for the goods, services or work being purchased.    
 
Should the County desire to use cooperative purchasing the County’s Procurement Manager 
and the RESTORE Act Coordinator will ensure that the goods or services were purchased in 
accordance with 2 CFR §200 and, if appropriate, seek approval from the Awarding Agency. (2 

CFR §200.318 (e)). 

 

Suspension and Debarment 
The County Code of Ordinances Article VII Section 2-26-70 covers this requirement in 
procurement and contractual matters.  The County Ordinance allows some exceptions to 
suspended or debarred vendors, however, pursuant to 2 CFR §200, Appendix II (H), the County 
may not award a purchase/contract to any parties listed on the governmentwide exclusions 
listed in System for Award Management (SAM).   
 
The County’s Procurement Manager and the RESTORE Act Coordinator will check federal and 
state websites to confirm that a potential contractor/vendor is not listed as being suspended or 
debarred prior to an award being made or a contract executed.  The page from the applicable 
website shall be printed and included in the procurement/contract file to support the 
procurement decision.  
 

Lease Vs. Purchase 
All purchases where appropriate shall include an analysis of lease vs. purchase alternates.   The 
County’s Procurement Manager and the RESTORE Act Coordinator shall conduct and document 
the analysis to ensure the most economical approach.  All leases shall be subject to competitive 
procurement based on the dollar amount. (2 CFR §200.318 (d)).  
 

Procurement Records 
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Procurement records must be sufficient to detail the history of all decisions and actions 
regarding the procurement.  Appendix 3A provides procurement checklist for procurements 
involving federal funds. (2 CFR §200.318 (i)). 
 
Simplified Acquisition Threshold (SAT) 
This is the dollar amount established by the Federal government for procurements not 
requiring formal competitive solicitations.   SAT thresholds were revised June 20, 2018, per M-
18-18, US Office of Management and Budget.  The current micro-purchase threshold is under 
$10,000; and the simplified acquisition (or small purchase) is up to $250,000.   The County’s 
Ordinance establishes County dollar thresholds.   See the section below on Methods of 
Procurement for a discussion on each threshold.  
 

Surplus Property 
Use of federal, state and local surplus property is encouraged in lieu of purchasing new 
equipment and property whenever feasible to reduce costs.  The County Property Management 
Department, Acquisition Division, and other County staff as appropriate, will review surplus 
property of other governmental entities when feasible to determine if surplus property or 
equipment is available that fits the time and needs of the new property or equipment.   (2 CFR 

§200.318 (f)); County Ordinance Section 13). 

 

Unnecessary or Duplicative Items 
The County should avoid acquisition of unnecessary or duplicative items.  Purchases should be 
evaluated and documented to determine if breaking out or consolidating purchases will obtain 
a more economical purchase.  (2 CFR §200.318 (d)).  

 

Value Engineering 
This is a systematic and creative analysis of each contract item or task to ensure that its 
essential function is provided at the overall lower costs.  The County Procurement Manager and 
the project manager/engineer of record will ensure that value engineering clauses are 
considered for construction projects of sufficient to size to offer reasonable opportunities for 
costs reductions. (2 CFR §200.318 (g)). 

 

Time and Materials Contract  
These are contracts with payments based upon the time spent by the contractor's employees 
and subcontractor’s employees to perform the work, and for materials used in the construction 
or services (plus the contractor's mark up on the materials used), no matter how much work is 
required to complete the work. Time and Materials contracts are generally used in projects in 
which it is not possible to accurately estimate the size of the project, or when it is expected that 
the project requirements would most likely change.    

 
If the County considers using a Time and Materials based pay contract it shall make a 
determination and document in writing that no other type of contract is suitable.  The contract 
shall also include a ceiling price and a clause that the contractor exceeds the ceiling price at its 
own risk.  The RESTORE Act Coordinator will seek approval of the granting agency if necessary.    
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The Agenda Item seeking Board approval of the Contract shall include a justification for using 
Time and Materials   based pay.   (2 CFR §200.318 (i)). 

 
Written Standards of Conduct 
Article III, Ethics in Public Contracting addresses standards of conduct with all County purchases 
and contracts.  However, to ensure full compliance with 2 CFR §200, each County employee 
involved with a procurement or contract award shall sign a statement certifying that there is no 
conflict of interest (see Appendix 3B:  Conflict of Interest for Federally Funded Procurements).  
All bidders/proposers are also required to sign and submit a conflict of interest form as part of 
the procurement process.  (2 CFR §200.318 (c)(1)). 

 

COMPETITION IN PROCUREMENT  

Open Competition 
All procurement transactions shall ensure fair and open competition as required by the County 

Procurement Ordinances and 2 CFR §200.319.    Competitive procurements shall not place 

unreasonable or restrictive requirements on firms in order for them to qualify to do business.  
(2 CFR 200.19(a)).   

 
Following are situations to be considered as restrictive of competition but are not limited to: 

Bonding – requiring excessive bonding on firms.  Minimum bonding requirements for 

facilities and construction improvements is addressed in 2 CFR §200.325, 304 et al.  The 

County Code of Ordinances 2-26, Section III addresses Bid Bonds and the County’s 

Construction contract (which is included with all formal construction solicitations) 

addresses all bonds.    

Brand Names – restricting purchases to brand names (unless justified and pre-approved 

as a sole or single source purchase by the Awarding Agency).  It is acceptable to allow for 

an equal product to be offered and describing the performance and other relevant 

requirements of the product. (2 CFR §200.319 (c)(1)). 

Experience – requiring excessive experience of firms, employees of the firm or sub-

contractors of the firm.  

Preferences – geographical preferences are prohibited, unless specifically allowed by 

Federal statutes.   However, when contracting for architectural and engineering services, 

geographical location may be a selection criterion provided its application leaves an 

appropriate number of qualified firms, given the nature and size of the project, to 

complete the contract. (2 CFR §200.319 (b)). 

Pricing Practices – allowing noncompetitive pricing practices between firms. 
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Requirements – placing unreasonable requirements on firms in order for them to qualify 

to do business.  

Retainer Contracts – allowing noncompetitive contracts to consultants that are on 

retainer contracts.  

Evaluation Criteria 
The County’s Procurement Manager and the RESTORE Act Coordinator will ensure that all 

criteria and scoring that will be used to evaluate all proposals is clearly presented in the 

competitive solicitation. (2 CFR §200.19(C)(2); County Procurement Administrative Standards & Procedures 

Section 501.10) 

 

Pre-qualified Lists of Vendors 
The County’s Procurement Manager will ensure that if any prequalified lists of vendors are used 

(e.g., FDOT certified vendors) it is current and includes sufficient sources to ensure maximum 

open and free competition.  The County must not preclude potential bidders from qualifying 

during the solicitation period.  (2 CFR §200.19(d)).  

Scope of Work, specifications, design, special certifications, etc.  
All competitive solicitations shall incorporate a clear and accurate description of the technical 

requirements for the material, product or service to be procured.  The Scope of Work shall 

identify all requirements the bidders/proposers must fulfill as well as include supporting 

documentation for specifications, design, special certifications, etc.   However, the scope may 

not be written so that it restricts competition as discussed above. (2 CFR §200.319(c)(1); County 

Procurement Administrative Standards & Procedures Section 501.07).   

 

METHODS OF PROCUREMENT 

Micro Purchases 
These are non-competitively purchased supplies or services using the simplified acquisition 

threshold for purchases under $10,000 (or the most current threshold established by the 

Federal government).  However, the County’s purchasing threshold for non-competitive (i.e., 

County Sole Source/Single Source is established by County Procurement Administrative 

Standards & Procedures Section 501.08, unless otherwise approved by the Board on a case- by- 

case basis and, if applicable, the granting agency. (2 CFR §200.320 (a)).  

Small Purchases 
These are informal, relatively simple competitive methods for the acquisition of supplies, 

services or other property that do not cost more than the Simplified Acquisition Threshold of 

$250,000 (or the most current threshold established by the Federal government).    However, 

the County’s purchasing threshold for small-purchases County Procurement Administrative 

Standards & Procedures Section 501.08, Section I A. and B., unless otherwise approved by the 
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Board on a case- by- case basis and, if applicable, the granting agency.  (2 CFR §200.88 and §200.320 

(b)). 

 

Sealed Bids (Invitation for Bid or IFB) 
These are formal, competitive, firm fixed-price solicitations in excess of the Federal Simplified 

Acquisition Threshold for small purchase.  However, the County’s purchasing threshold for IFB’s 

must follow the County Procurement Administrative Standards & Procedures Section 501.08, 

Section I C., unless otherwise approved by the Board on a case- by- case basis and, if applicable, 

the awarding agency.  

 

Additionally, IFBs for services or goods procured with federal funds shall ensure the following 

conditions are present:   

• A complete, adequate, and realistic specification of the purchase is described, including 

any specifications and pertinent attachments for bidders to properly respond.  A copy of 

the Grant Award and the County’s proposed contract for the work will be included with 

the solicitation;   

• Two or more responsible bidders who are willing and able to compete effectively for the 

business; and 

• The procurement lends itself to a firm fixed price contract and the selection of the 

successful bidder can be made principally on the basis of price.  

IFBs must be publicly advertised and bids solicited from an adequate number of known 

suppliers, providing them sufficient response time prior to the date set for opening of the 

bids.   The solicitation must include the Federal Award Identification Number (FAIN) number 

and fully disclose that the bidder and any subcontractors must fully comply with all federal 

requirements.   Bids must be opened publicly at the time and place prescribed in the IFB. 

Awards must be made in writing to the lowest responsive and responsible bidder.  Factors 

such as discounts, transportation cost, and life cycle costs must be considered in 

determining which bid is lowest.  Payment discounts will only be used to determine the low 

bid when prior experience indicates that such discounts are usually taken advantage of. 

Any and all bids may be rejected if there is a sound documented reason.  

(2 CFR §200.320 (c)); (County Procurement Administrative Standards & Procedures Section 501.16) 

Competitive Proposals (Request for Proposals or RFP) 
These are formal, competitive solicitations in excess of $250,000. However, the County’s 

purchasing threshold for RFP’s must follow the County Procurement Administrative Standards 

& Procedures Section 501.08 Section I C., unless otherwise approved by the Board on a case- by 

-case basis and, if applicable, the Awarding Agency.  
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RFPs for services or goods procured with federal funds shall ensure the following conditions are 

present: 

• Must be publicized and identify all evaluation factors and their relative importance.  The 

solicitation must include the FAIN number and fully disclose that the proposer and any 

subcontractors must fully comply with all federal requirements. Any responses to 

publicized RFPs must be considered to the maximum extent practical.  

• The Scope of Work (services) must be clear and include any documents referenced.  The 

RFP will also include a copy of the grant award and the County’s proposed professional 

services contract.  

• Proposals must be solicited from an adequate number of qualified sources.  

• Written method for conducting technical evaluations of the proposals received and for 

selecting recipients/contractors.  

• Contracts must be awarded to the responsible firm whose proposal is most 

advantageous to the program, with price and other factors considered.  

(2 CFR §200.320(d)); (County Procurement Administrative Standards & Procedures Section 501.16). 

Requests for Qualifications (RFQ) 
This is a competitive, qualifications-based procurement most commonly utilized for 

procurement of architect, engineering, landscape architect, mapping and surveying services 

under Florida Statute 287.055 (Consultants Competitive Negotiation Act). The (County 

Procurement Administrative Standards & Procedures Section 501.08 addresses the use of 

RFQ’s for these professional services. The RFQ solicitation shall meet all requirements of 2 CFR 

§200 and shall include a copy of the grant agreement and the County’s Professional Services 

Contract.  (2 CFR §200.320 (d) (5)) 

Noncompetitive Proposals 
This is a solicitation of a proposal from only one source and may be used only when one or 

more the following circumstances apply:  

Single Source – is defined by (2 CFR §200.320 (f)(1)) as an item available only from a 

“single source.”  The County Procurement Administrative Standards & Procedures 

Section 501.08, Section II defines this as a Sole Source/Single Source procurement, 

defined as:   

Single-source purchases are the acquisition of commodities or services from a specific 
source or provider based upon standardization, warranty, compatibility, safety 
considerations and other similar factors where other competitive sources (suppliers) 
may be available. This procurement method may also be used upon a determination 
that the likely, non-speculative cost of competitive solicitation process would exceed 
any potential savings and benefit to the County. Single Source approvals shall be 
effective and valid for up to sixty (60) months from date of approval as authorized by 
the Procurement Official. 
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Sole Source purchases are the acquisition of commodities or services where there is 
only one available source (example: exclusive territorial rights, proprietary technology, 
copyrighted or patented items, or a supplier’s unique capability). In this instance the 
County will negotiate with the supplier to reach an acceptable agreement. Sole Source 
approvals shall be effective and valid for twelve (12) months from date of approval. 
Single Source and Sole Source purchases up to $2,500 do not require approval.  

Regardless of terminology, Single Source or Sole Source, these types of procurements 

must follow the County Standards and be pre-approved by the granting agency.  

Emergency – The County Procurement Administrative Standards & Procedures Section 

501.08, Section II, covers emergency procurement.  

Competitive solicitation procedures may be waived for purchases made due to an 

unexpected and urgent request where public health, safety or resources are at risk 

(“Emergency”). 

Generally, the need for noncompetitive procurement will be addressed in the Grant Application 

and approved with the Grant Award.  However, at any time the County determines that a non-

competitive procurement as discussed above is essential to the success of a grant award, the 

project manager/engineer of record shall provide the RESTORE Act Coordinator with sufficient 

justification for submittal to the awarding agency for approval. (2 CFR §200.320 (f)) 

Small and Minority Businesses, Women’s Businesses (W/MBE) 
The County Procurement Administrative Standards & Procedures Section 501.16, Section III, 

addresses W/MBE procurement.  However, all requirements and documentation of outreach 

shall be followed as follows: 

 

Take steps to assure that minority businesses, women-owned business enterprises, and 
labor surplus area firms are used by County prime contractors whenever possible. 
 
Take steps to assure small and minority businesses as well as women-owned business 
enterprises have access to, and notice of, County solicitation opportunities. 
 
Divide total requirements, when economically feasible, into smaller tasks or quantities 
to 
permit maximum participation by small and minority business, and women-owned 

business enterprises. (2 CFR §200.321) 

CONTRACT REQUIREMENTS  

Contract Cost and Price Analysis 
Procurements, contracts and contract modifications in excess of the Federal Simplified 

Acquisition must have a cost and price analysis performed before receiving bids or proposals.  

The method and degree of analysis depends on the facts surrounding the particular 
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procurement situation.    When performing a cost and price analysis the County’s Purchasing 

Manager will be taken into consideration and documented as to the methodology used. 

Profit – must be negotiated as a separate element of the price for each contract in 

which there is no price competition and, in all cases, where cost analysis is performed.  

To establish a fair and reasonable profit, consideration must be given to the complexity 

of the work to be performed, the risk borne by the contractors, the contractor’s 

investment, the amount of subcontracting, the quality of its record of past performance 

and, industry profit rates in the surrounding geographical area for similar work.    

Example of a cost/price analysis:   Review applicable websites for industry rates and 

contracts for similar work, rates paid, changes orders, etc. in the last five years within 

Manatee County and, if necessary, surrounding counties of similar size.   Develop a 

matrix of all variable to be evaluated and use information collected from industry 

websites or similar contracts to populate the matrix.   Take factors into consider such as 

geographic location of the project, increased construction cost, fuel costs, cost to 

comply with federal provisions not required of other contracts, etc.  

The Grant Team may assist in the Cost and Price Analysis, if necessary, and may review 

the final cost/analysis prior to the opening of sealed bids/proposals.  

Compliance with 2 CFR §200 Subpart E – all contract costs must be evaluated to ensure 

it is reasonable, allowable and allocable.     

 

Contract Provisions 
All contracts shall comply with 2 CFR §200, Appendix II and the Grant Agreement. Attached as 

Appendix 3C is a summary of required contract provisions for RESTORE Act funded projects as 

of January 2019.  County contracts for construction and services however should always be 

reviewed and approved by the County Attorney and the US Treasury to ensure compliance prior 

to Board approval of the Contract. 
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Appendix 3A:  Checklist for Federal Procurements 
 

1. Project Name:            
2. Award #:        Period of Performance:      
3. Are the items/services being procured under this procurement identified in the Award?  

□ YES □NO    If No, is the items/services and cost allowable, allocable, reasonable and 

necessary to perform the Award work? □ YES □NO    If Yes, explain:      

 
4. RFP #________________ IFB #_________________   Other Method __________________ 
5. Advertisement Began:__________________ Ended________________________________ 
6. Awarded to: ____________________________ on ________________________________ 
7. Treasury reviewed and approved, if applicable, on:_________________________________ 
Notes: 

 

General Requirements 2 CFR §200.318 
 
1. Does the procurement comply with the County’s own procurement laws, rules and 

procedures?  □ YES □ NO  (§200.318 (a)) 

 
2. Did the County assign a contract manager for the oversight to ensure that contractors 

perform in accordance with the terms, conditions, and specifications or their contracts or 
purchase orders? □ YES  □ NO   (§200.318 (b)) 

   
3.   Did County staff involved with the procurement receive the County’s written standards of 

conduct that provide for disciplinary actions to be applied for violations of such standards 
by officers, employees, or agents of Manatee County, did they sign the “no conflict of 
interest” certification forms, and is a copy of the signed form in the procurement file?  □ 
YES  □ NO  (ref. s.318 (c)(1))   

 
4. Manatee County must avoid acquisition of unnecessary or duplicative items (§200.318(d)). 

 
a. Did Manatee County consider consolidating or breaking out procurements to obtain a 

more economical purchase? □ YES  □ NO 
 

b. Where appropriate has Manatee County considered a lease versus purchase 
alternatives? □ YES  □ NO      

 
5.    Is the contract being awarded to a responsible contractor possessing the ability to perform 

successfully under the terms and conditions of the proposed procurement, and giving 
consideration to such matters as contractor integrity, compliance with public policy, record 
of past performance, and financial technical resources? □ YES □ NO  (§200.318 (h))   

 
 

6.  Are the procurement records sufficient to detail the history of the procurement, including, 
but not limited to, records documenting the rationale for the method of procurement, 
selection of contract type, contractor selection or rejection, and the basis for the contract 
price (§200.318(i))? □ YES  □ NO   
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7.     Is the contract a time-and-materials contract as defined by §200.318(j)?   □ YES  □NO 

  
a.  If YES, did Manatee County document why no other contract is suitable? 
   □ YES   □NO 
 
b.  Does the contract include a ceiling price that the contractor exceeds at its own risk?  

      □ YES    □NO 
 

 
8.    Is Manatee County alone responsible, in accordance with good administrative practice and 

sound business judgement, for the settlement of all contractual and administrative issues 
arising out of procurement (§200.318(k))?  □ YES   □ NO   

 

Competition 2 CFR §200.319 
 
All procurement transactions must be conducted in a manner providing full and open 
competition, consistent with the standards of this section. Does the procurement involve any 
of the following; 
 
1. Was the contractor that is bidding on the contract also involved with developing or drafting 

the specifications, requirements, statement of work, invitation for bids or request 
proposals? □YES □ NO     (§200.319(a))  
 

2. Placing unreasonable requirements on firms in order for them to qualify to do business ? 
□ YES  □ NO   

 
3. Requiring unnecessary experience and excessive bonding (§200.319(a)(2))?   □ YES  □ NO  

 
4. Noncompetitive pricing practices between firms or between affiliated companies     

(§200.319(a)(3)? 
□YES  □ NO  

 
5.   Noncompetitive contracts to consultants that are on retainer contracts (§200.319(a)(4))? 
      □YES   □ NO  

6.   Organizational conflicts of interest (§200.319(a)(5))? □YES   □ NO  

 
7.  Specifying only a “brand name” product instead of allowing “an equal” product to be offered      

and describing the performance or other relevant requirements of the procurement 
(§200.319(a)(6))? □YES  □ NO    

 
8.   Any arbitrary action in the procurement process (§200.319(a)(7))?   □YES   □ NO   
 
 
9.  Does the procurement/contract include a state or local geographic preference for local 

contractors (§200.319(b))?   □YES □ NO   
 

10.  Did the procurement/contract comply with the following per §200.319(c): 
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a. Incorporate a clear and accurate description of the technical requirements for the 
material, product, or service to be procured? □YES  □NO 
 

b. Identify all requirements which the officers must fulfill and all other factors to be used in 
evaluating bids or proposals?  □YES □NO 

 
11.  Is prequalified list of persons, firms, or products being used in acquiring goods and 

services?  If, yes, pursuant to §200.319(d): 
 

a.    Is the list current? □YES  □NO 
 

b. Does the list include enough qualified sources to ensure maximum open and free 
competition? □YES  □NO 
 

c.    Were any potential bidders precluded from qualifying during the solicitation period?
 □YES  □NO 

 

Method of Procurement 2 CFR §200.320 
 
Identify the procurement method used, document rationale and decision making as 
appropriate (§200.320(a)). 
 
1. Micro-purchase, less than $10,000   □YES  □NO                             If yes,  
 

a. To the extent practicable, micro-purchases being distributed equitably among qualified 
suppliers?  □YES □NO 
 

b. Was the decision documented with the methodology used to show that the price was 
reasonable? □YES □NO 

 
2. Simplified Acquisition (aka Small Purchases), less than $250,000 (§200.320(b). 

□YES   □NO   
   

a. Were price or rate quotations obtained from an adequate number of qualified sources?
 □YES □NO  
 

b. Was the decision documented? □YES □NO 
 

  
3. Sealed Bids (RFP/IFB)  (§200.320 (c) □YES □NO.    

 
a. A complete, adequate, and realistic specification or purchase description is available?

 □YES  □NO  
 

b. Two or more responsible bidders are willing and able to compete effectively for the 
business? □YES  □NO 
 

c. The procurement lends itself to a firm fixed price contract and the selection of the 
successful bidder can be made principally on the basis of price? □YES □NO 
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d. Where bids solicited from an adequate number of known suppliers, providing them 
sufficient response time prior to the date set for opening the bids? □YES □NO 

 
e. Was the IFB/RFP publicly advertised?    □YES □NO    

 
f. Did the IFB/RFP include any specifications and pertinent attachments, and define the 

items or services in order for the bidder to properly respond? □YES  □NO 
 
g. Where all bids opened at the time and place prescribed in the IFB/RFP? □YES □NO 
 

h. Were the bids opened publicly? □YES  □NO 
 

i. Was the award a firm fixed price contract award in writing to the lowest responsive and 
responsible bidder? □YES  □NO 
 

j. If any bids were rejected, was there a sound documented reason supporting the 
rejection? □YES  □NO 
 

k. Does the procurement document identify all evaluation factors and relative 
importance?   □YES □NO (§200.320(d)(1)) 

 

l. Where proposals solicited from an adequate number of qualified sources?  
□YES □NO (§200.320(d)(2)) 

 
m.   Is there a written method for conducting technical evaluations of the proposals 

received and for selecting recipients? □YES  □NO (§200.320(d)(3)) 
 

n. Was the award to the responsible firm whose proposal is most advantageous to the 
program, with price and other factors considered? □YES □ NO  (§200.320(d)(4)) 

 

4. Noncompetitive Procurements (§200.320(f)) 

 

a. Single Source – is the item available only from a single source and documented?  
□YES □NO 

 
b. Emergency - the public exigency of emergency for the requirement will not permit a 

delay resulting from competitive solicitation and is documented? 
□YES  □NO 

 
c. Did the awarding agency expressly authorizes in writing noncompetitive proposals in 

response to a written request from Manatee County?  □YES   □ NO 
 

d. After solicitation of a number of sources, competition is determined inadequate and 
documented to go with one proposal or sole source?  □YES  □NO  
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W/MBE and Labor Surplus Area (LSA)  Firms 2 CFR §200.321 
 
1. Where the following affirmative steps taken to assure that minority businesses, women’s 

business enterprises, and LSA firms are used when possible, and such efforts documented?        
□YES        □NO        

 
2. Where efforts made and documented to notify MBEs/LSA firms of IFB/RFP opportunity? 

□YES □NO 
         

3.  Where efforts made to divide the total requirements of the IFB/RFP, when economically 
feasible, into smaller tasks or quantities to permit maximum participation by an MBE? 

  □YES □NO 
 

4. Was consideration given to establishing delivery schedules, where the requirement permits, 
to encourage participation by MBE’s? □YES  □NO 

      
5. Was consideration given to using the services and assistance, as appropriate, of such 

organizations as the Small Business Administration and the Minority Business Development 
Agency of the Department of Commerce ?□YES  □NO 

                                      
    

6. Did the prime contractor and its subcontractor to take these same affirmative steps listed 
above? □YES  □NO     □ N/A – no subcontractors 

 

Contract Cost and Price 2 CFR §200.322 
 
 
1. If the contract amount (including contract modifications) exceed $250,000, was a cost or 

price analysis performed?  □YES  □NO 
 

2. Was profit negotiated as a separate element of the price for each contract in which there is 
no price competition and, in all cases, where cost analysis is performed?  □YES □NO 

 
3. Is the contract a “cost plus a percentage of cost” or “percentage of construction cost”? 

□YES    □NO 
 

 

Bonding Requirements 2 CFR §200.325 
 
Construction or facility improvement contracts or subcontracts exceeding the Simplified 
Acquisition Threshold the County must at a minimum meeting the following requirements.   The 
Award should be reviewed to determine if additional bonding requirements were imposed by 
the Awarding agency, or if these minimum requirements were waived. 

 
1.  Bid Guarantee (Bid Bond)– the procurement document must state the need and amount of 

not less than 5% of the total bid amount; and the bid response must consist of a firm 
commitment such as a bid bond, certified check, or other negotiable instrument 
accompanying a bid as assurance that the bidder will, upon acceptance of the bid, execute 
such contractual documents as may be required within the time specified 
□YES  □NO  □N/A 
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2.   Performance Bond is one executed in connection with a contract to secure fulfillment of all 
the contractor’s obligations under such contract in the part of the contractor for 100 
percent of the contract price.   Did the procurement document require a Performance Bond 
and the amount?  
□YES  □NO  □N/A 

 
 

4. Payment Bond is executed in connection with a contract to assure payment as required by 
law of all persons supplying labor and material in the execution of the work provided for the 
contract on the part of the contractor for 100 percent of the contract price.   Did the 
procurement document require a Performance Bond and the amount?  
□YES  □NO  □N/A 

 

Equipment, Real Property and Supplies 2 CFR §200.310-316 
 
The purchase of equipment or real property must comply with 2 CFR §200.310-316.  Ensure 
coordination with the Finance Department for recording, tracking, management and disposition 
of equipment or real property.   Refer to 2 CFR §200.314 regarding residual supplies in the 
aggregate of $5,000 at the end of the project.  
 
 
Standard Terms and Conditions and Special Conditions 
 
1. Where the Award standard terms and conditions reviewed to determine applicability to the 

procurement, e.g., Davis-Bacon?  □YES  □NO    
 

2. Was the Award standard terms and conditions incorporated into the procurement 
requirements to be followed by the primate and all sub-contractors? □YES □NO 
 

3. Where any special conditions on the Award incorporated as appropriate? □YES  □ NO    
 

 
RESTORE ACT Coordinator    Grant or Project Manager 
 
 
___________________________________   _________________________________ 
Signature/Date     Signature/Date 
 
_____________________________________ _________________________________ 
Name       Name 

 

 

  



Manatee County RESTORE Act Grants Administration Handbook 

 

 59 | P a g e    V 1 . 0  

 

Appendix 3B:  Conflict of Interest for Federally Funded Procurements  
 
 

Conflict of Interest Certification 
 
 

I certify that I have no present conflict of interest on the project(s) identified below, and that I 

will recuse myself from any capacity of decision making, approval, disapproval, or 

recommendation of any consultant/contractor/vendor for selection or any contract if I have 

conflict of interest or a potential conflict of interest.  As set forth in  2 CFR §200.318 (c)(1); 

Sections 112.313, Florida Statutes; the County’s Personnel Policy, Section X, Code of Ethics for 

Officers and Employees and Section XVII Outside Employment, Enterprise, Business; and, 

County’s Procurement Policy E-1 and Procurement Administrative Standards and Procedures, 

Section 501.03., employees of the County may not have any interest, financial or otherwise, 

direct or indirect, engage in any business transaction or professional activity; or accept any 

obligation of any kind which is in conflict with the proper conduct of his or her duties in the 

public interest. 

 

I understand that a violation would be punishable in accordance with such local, state and 

federal rules and regulations, and could result in disciplinary action by the County;      

 

Project Description:    

 

              

              

              

              

              

 

 
          
Name 
 
         
Title        
 
          
Signature/Date      
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Appendix 3C:  Required Federal Contract Provisions Per US Treasury 
              

All Contracts  

Contracting with Small and 

minority businesses, 

women’s business 

enterprises, and labor 

surplus area firms 

All contracts. Affirmative Steps to assure use when possible. 

Required of prime contractor if subcontracts. [2 CFR 200.321] 

Retention of Records Agreement to comply with 2 CFR 200.333 per Section F of 

Treasury RESTORE Act Standard Terms and Conditions. 

Access to Records Agreement to comply per Section G of Treasury RESTORE Act 

Standard Terms and Conditions. 

Non-Discrimination 

Requirements 

Agreement to comply per Section O of Treasury RESTORE Act 

Standard Terms and Conditions. 

 

Procurement of Recovered 

Materials 

Mandatory Provision. [2 CFR 200.322 and, Appendix II (J)]; 

Agreement to comply per Section S of Treasury RESTORE Act 

Standard Terms and Conditions. 

Rights to Inventions Contracts to small business or nonprofit organizations only.  

Mandatory provision. [2 CFR 200, Appendix II (F)]; Agreement 

to comply per Section S of Treasury RESTORE Act Standard 

Terms and Conditions. 

*Equal Employment 

Opportunity 

Construction Contracts.  Mandatory Clause. Must include EEO 

clause provided under 41 CFR60-1.4(b). 

[2 CFR 200, Appendix II (C)] 

Construction Contracts in Excess of $2,000 subject to Davis-Bacon Requirements 

Davis-Bacon Act Construction Contracts. Mandatory provision when applicable.  

[2 CFR 200 Appendix II (D)]; Agreement to comply per Section S 

of Treasury RESTORE Act Standard Terms and Conditions. 

Copeland “Anti-Kickback” 

Act 

Construction Contracts. Mandatory provision when applicable.  

[2 CFR 200 Appendix II (D)]; Agreement to comply per Section S 

of Treasury RESTORE Act Standard Terms and Conditions. 

Contracts in Excess of $10,000 

* Affirmative Action 

Requirements per 41 

CFR60-4.1 Goals for 

Women and Minorities in 

Construction 

Construction Contracts. Mandatory provision. Agreement to 

comply per Section W 14 of Treasury RESTORE Act Standard 

Terms and Conditions. Insertion of women and minority goals. 

Notice of Requirement for Affirmative Action To Ensure Equal 

Employment Opportunity (Executive Order 11246) clause and 

Standard Federal Equal Employment Opportunity Construction 

Contract Specifications (Executive Order 11246) clause 

*Termination for Cause Mandatory provision including manner effected and basis of 

settlement.  

[2 CFR 200, Appendix II (B)] 

*Termination for 

Convenience 

Mandatory provision including manner effected and basis of 

settlement. 

 [2 CFR 200, Appendix II (B)] 

http://api.fdsys.gov/link?collection=cpd&doctype=executiveorder&docnum=11246&link-type=html
http://api.fdsys.gov/link?collection=cpd&doctype=executiveorder&docnum=11246&link-type=html
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Contracts in Excess of $25,000 

Debarment and Suspension 

 

1.  No contract can be awarded to a party listed on the 

governmentwide Excluded Parties List System in SAM. [2 CFR 

200, Appendix II (H)] 

  2.  Mandatory Term or Condition per Section P of Treasury 

RESTORE Act Standard Terms and Condition stating that 

contract is subject to 31 CFR Part 19. 

Contracts in Excess of $100,000  

Contract Work Hours and 

Safety Standards Act 

Construction contracts subject to Davis-Bacon Act that employ 

mechanics or laborers. Mandatory provision when applicable.  

[2 CFR 200, Appendix II (E)]; Agreement to comply per Section S 

of Treasury RESTORE Act Standard Terms and Conditions. 

Byrd Anti-Lobbying Mandatory Provision. [2 CFR 200, Appendix II (I)] 

Agreement to comply per Section R Lobbying Restrictions of 

Treasury RESTORE Act Standard Terms and Conditions. 

Contracts in Excess of $150,000  

Clean Air Act and the 

Federal Water Pollution 

Control Act 

Mandatory provision. [2 CFR 200, Appendix II (G)]; Agreement 

to comply per Section S of Treasury RESTORE Act Standard 

Terms and Conditions. 

Contracts in Excess of $250,000 –Simplified Acquisition Threshold (SAT) 

*Administrative, 

Contractual and Legal 

Remedies 

Mandatory provision. [2 CFR 200, Appendix II (A)] must address 

administrative, contractual, or legal remedies in instances where 

contractors violate or breach contract terms, and provide for such 

sanctions and penalties as appropriate. 

*Bonding Requirements  Construction or facilities improvements. Minimum requirements 

apply for contracts over the SAT (currently $250,000). 
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Appendix 4:  Manatee County Contacts Directory 
COUNTY DEPARTMENTS: 
 
Board of County Commissioners - (941) 745-3700 
Manatee County Administration Building 
1112 Manatee Avenue West 
9th Floor 
Bradenton, FL 34205 
 
Bradenton Area Convention & Visitors Bureau – (941) 722-3244 
1 Haben Boulevard 
Palmetto, FL 34221 
 
Building & Development Services - (941) 748-4501 
Email: building.department@mymanatee.org 
Downtown Office    North River Annex 
1112 Manatee Avenue West - 4th Floor  5030 US Highway 301 N 
Bradenton, FL 34205    Ellenton, FL 34222 
 
County Attorney Phone - (941) 745-3750 
1112 Manatee Avenue West 
9th Floor 
Bradenton, FL 34205 
 
County Administrator Phone - (941) 745-3717 
1112 Manatee Avenue West 
9th Floor 
Bradenton, FL 34205 
 
Financial Management Phone - (941) 745-3730 
1112 Manatee Avenue West 
9th Floor 
Bradenton, FL 34205 
 
Human Resources Phone - (941) 748-4501 ext. 3865 
Email: hr@mymanatee.org 
1112 Manatee Avenue West 
8th Floor 
Bradenton, FL 34205 
 
Information Technology Services Phone - (941) 748-4501 
1112 Manatee Avenue West 
7th Floor 
Bradenton, FL 34205 
 
 
 

mailto:building.department@mymanatee.org
mailto:hr@mymanatee.org
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Neighborhood Services Phone - (941) 749-3030 
1112 Manatee Avenue West 
5th Floor 
Bradenton, FL 34205 
 
Parks & Natural Resources (RESTORE Act) Phone - (941) 742-5923 
Email: parksandrecreation@mymanatee.org 
5502 33rd Avenue Drive West 
Bradenton, FL 34209 
 
Property Management Phone - (941) 749-3017 
1112 Manatee Avenue West 
8th Floor 
Bradenton, FL 34205 
 
Public Safety Phone - (941) 749-3500 
Email: publicsafety@mymanatee.org 
2101 47th Terrace East 
Bradenton, FL 34203 
 
Public Works Phone - (941) 708-7450 
Email: publicworks@mymanatee.org 
1022 26th Avenue East 
Bradenton, FL 34203 
 
Redevelopment and Economic Opportunity Phone - (941) 749-3029 
Email: REO@mymanatee.org 
1112 Manatee Avenue West 
3rd Floor 
Bradenton, FL 34205 
 
Utilities Phone - (941) 792-8811 
Email: utilitiescustomerservice@mymanatee.org 
4410 66th Street West 
Bradenton, FL 34210 
 
OTHER ELECTED CONSTITUTIONAL OFFICES: 
 
Manatee Clerk of Circuit Court & Comptroller - (941) 749-1800 
Email: https://www.manateeclerk.com/ 
1115 Manatee Avenue West 
Bradenton, Florida 34205 
 
Manatee County Sheriff’s Department - (941) 747-3011  
Email: http://www.manateesheriff.org/ 
Manatee County Sheriff's Office  
Operations Center  
600 Highway 301 Boulevard West Bradenton, FL 34205  

mailto:parksandrecreation@mymanatee.org
mailto:publicsafety@mymanatee.org
mailto:publicworks@mymanatee.org
mailto:reo@mymanatee.org
mailto:utilitiescustomerservice@mymanatee.org
https://www.manateeclerk.com/
http://www.manateesheriff.org/
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Manatee County Property Appraiser’s Office - (941) 748-8208 
Email: https://www.manateepao.com/ 
Manatee County Property Appraiser 
915 4th Avenue West 
Bradenton, Florida 34205 
 
Manatee County Tax Collector’s Office - (941) 741-4801 
Main Office: 819 301 Blvd W 
Bradenton FL 34205 
Email: http://www.taxcollector.com/ 
 
Manatee County Supervisor of Elections Office - (941) 741-3823  
Email: https://www.votemanatee.com/ 
600 301 Blvd. W., Suite 108 
Bradenton FL 34205  
  

https://www.manateepao.com/
tel:1-941-741-4801
http://www.taxcollector.com/
https://www.votemanatee.com/
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Appendix 5:  List of References 
 
 
FEDERAL 
 

TITLE DESCRIPTION WEB LINK 

2 CFR §180 OMB Guidelines – Debarment & 
Suspension 

https://www.ecfr.gov/cgi-bin/text-
idx?SID=398198ea6646d3edb4b7153773fb070
5&mc=true&node=pt2.1.180&rgn=div5 

2 CFR §200 Uniform Administrative Requirements 
Cost Principles, and Audit Requirements 
for Federal Awards 

https://www.ecfr.gov/cgi-bin/text-
idx?node=2:1.1.2.2.1 
 

31 CFR §34 RESTORE Act https://ecfr.io/Title-31/pt31.1.34 

Title VI Civil Rights Act of 1964 https://www.eeoc.gov/eeoc/history/ 
50th/thelaw/civil_rights_act.cfm 

Section 504 Rehabilitation Act of 1973 https://www.eeoc.gov/eeoc/history/ 
ada25th/rehab_act-1973.cfm 

 Age Discrimination Act of 1975 https://www.dol.gov/agencies/oasam/regulato
ry/ 
statutes/age-discrimination-act 

 American with Disabilities Act of 1990 https://www.eeoc.gov/eeoc/history/35th/ 
1990s/ada.html 

EO 13166 Improving Access to Services with 
Limited English Proficiency 

https://www.justice.gov/crt/executive-order-
13166 
 

41 USC s 4712 Protection for Whistleblowers https://www.hudoig.gov/fraud-
prevention/whistleblower-protection 

31 USC 3321 Disbursing Authority https://www.govregs.com/uscode/31/3321 

Green Book Standards for Internal Control in the 
Federal Government 

https://www.gao.gov/products/GAO-14-704G 
 

 

  

https://www.ecfr.gov/cgi-bin/text-idx?SID=398198ea6646d3edb4b7153773fb0705&mc=true&node=pt2.1.180&rgn=div5
https://www.ecfr.gov/cgi-bin/text-idx?SID=398198ea6646d3edb4b7153773fb0705&mc=true&node=pt2.1.180&rgn=div5
https://www.ecfr.gov/cgi-bin/text-idx?SID=398198ea6646d3edb4b7153773fb0705&mc=true&node=pt2.1.180&rgn=div5
https://www.ecfr.gov/cgi-bin/text-idx?node=2:1.1.2.2.1
https://www.ecfr.gov/cgi-bin/text-idx?node=2:1.1.2.2.1
https://ecfr.io/Title-31/pt31.1.34
https://www.eeoc.gov/eeoc/history/
https://www.eeoc.gov/eeoc/history/
https://www.dol.gov/agencies/oasam/regulatory/
https://www.dol.gov/agencies/oasam/regulatory/
https://www.eeoc.gov/eeoc/history/35th/
https://www.justice.gov/crt/executive-order-13166
https://www.justice.gov/crt/executive-order-13166
https://www.hudoig.gov/fraud-prevention/whistleblower-protection
https://www.hudoig.gov/fraud-prevention/whistleblower-protection
https://www.govregs.com/uscode/31/3321
https://www.gao.gov/products/GAO-14-704G
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STATE OF FLORIDA 

TITLE DESCRIPTION WEB LINK 

FSS 68.065 Actions to Collect 
Worthless Payment 
Instruments 

http://www.leg.state.fl.us/Statutes/ 
index.cfm?App_mode=Display_Statute&URL=0000-
0099/0068/Sections/0068.065.html 

FSS 125 County Government http://www.leg.state.fl.us/STATUTES/ 
index.cfm?App_mode=Display_Statute&URL=0100-
0199/0125/0125ContentsIndex.html 
&StatuteYear=2019&Title=%2D%3E2019%2D%3E 
Chapter%20125 

FSS 215 Financial Matters http://www.leg.state.fl.us/STATUTES 
/index.cfm?App_mode=Display_Statute&URL=0200-
0299/0215/0215ContentsIndex.html 
&StatuteYear=2019&Title=%2D%3E2019%2D%3E 
Chapter%20215 

FSS 216 Planning & Budgeting http://www.leg.state.fl.us/STATUTES/ 
index.cfm?App_mode=Display_Statute&URL=0200-
0299/0216/0216ContentsIndex.html 
&StatuteYear=2019&Title=%2D%3E2019%2D%3E 
Chapter%20216 

FSS 287 Procurement of 
Personal Property & 
Services 

http://www.leg.state.fl.us/STATUTES/ 
index.cfm?App_mode=Display_Statute&URL=0200-
0299/0287/0287ContentsIndex.html 
&StatuteYear=2019&Title=%2D%3E2019%2D%3E 
Chapter%20287 

FSS 218.32 Annual Financial Reports http://www.leg.state.fl.us/STATUTES/ 
index.cfm?App_mode=Display_Statute&Search_String= 
&URL=0200-
0299/0218/0218PARTIIIContentsIndex.html 

FSS 218.33 Local Government 
Entities – Uniform 
Accounting Practices 

http://www.leg.state.fl.us/STATUTES/ 
index.cfm?App_mode=Display_Statute&Search_String= 
&URL=0200-
0299/0218/0218PARTIIIContentsIndex.html 

FAC Florida Administrative 
Code 

https://www.flrules.org/default.asp 

Chapter 10.550 Rules of Auditor General https://flauditor.gov/pages/pdf_files/10_550.pdf 
 

 Uniform Chart of 
Accounts for Local 
Governments 

https://www.myfloridacfo.com/Division/ 
AA/Manuals/LocalGovernment/ 
2011UASManualCounty122910.pdf 

 

 

 

 

 

http://www.leg.state.fl.us/Statutes/
http://www.leg.state.fl.us/STATUTES/
http://www.leg.state.fl.us/STATUTES
http://www.leg.state.fl.us/STATUTES/
http://www.leg.state.fl.us/STATUTES/
http://www.leg.state.fl.us/STATUTES/
http://www.leg.state.fl.us/STATUTES/
https://www.flrules.org/default.asp
https://flauditor.gov/pages/pdf_files/10_550.pdf
https://www.myfloridacfo.com/Division/
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LOCAL - County 

TITLE DESCRIPTION WEB LINK 

Code of Ordinances 2-26 Procurement Code https://library.municode.com/FL/Manatee_County/codes/
code_of_ordinances?nodeId=PTIIMACOCOOR_CH2-
26MACOPROR 

Code of Ordinances 2-2-
260 

Whistleblower 
Protection 

https://library.municode.com/FL/Manatee_County/codes/
code_of_ordinances?nodeId=PTIIMACOCOOR_CH2-
2AD_ARTXWHOWPR 

Policy E.1 Procurement Policy  https://www.mymanatee.org/departments/property_man
agement/request_public_records 

Procurement Standards & 
Procedures  

Procurement 
Administrative 
Standards & 
Procedures Manual 

https://www.mymanatee.org/departments/financial_man
agement/doing_business_with_manatee_county 

Policy B.1 Personnel Policy https://www.mymanatee.org/departments/human_resour
ces/policies___job_descriptions 

Policy E.2 Grant 
Administration 

https://www.mymanatee.org/departments/property_man
agement/request_public_records 

Policy E.6 Fraud, Waste & 
Abuse 

https://www.mymanatee.org/departments/property_man
agement/request_public_records 

Public Records Request Requesting Records https://www.mymanatee.org/departments/property_man
agement/request_public_records 

Policy F.5 Records 
Management/ 
Retention 

https://www.mymanatee.org/departments/property_man
agement/request_public_records 

Policy E.7 Reimbursement https://www.mymanatee.org/departments/property_man
agement/request_public_records 

Policy D.1 Network Policy 
User Access - Office 
Systems 

https://www.mymanatee.org/departments/property_man
agement/request_public_records 

IT Disaster Recovery Plan 
IT COOP 

Safeguards Against 
System Destruction 

https://www.mymanatee.org/departments/property_man
agement/request_public_records 

Property Management ADA Accessibility https://www.mymanatee.org/departments/property_man
agement/a_d_a_accessibility 

Individual Departments & 
FSS 68.065 

Fees/ Accounts 
Receivables/Write 
Offs 

https://library.municode.com/FL/Manatee_County/codes/
code_of_ordinances 
 

Policy E.5 Conflict of Interest https://www.mymanatee.org/departments/property_man
agement/request_public_records 

Policy E.4 Requirements for 
Pass-through 
Entities 

https://www.mymanatee.org/departments/property_man
agement/request_public_records 

 

 

 

 

https://library.municode.com/FL/Manatee_County/codes/code_of_ordinances?nodeId=PTIIMACOCOOR_CH2-26MACOPROR
https://library.municode.com/FL/Manatee_County/codes/code_of_ordinances?nodeId=PTIIMACOCOOR_CH2-26MACOPROR
https://library.municode.com/FL/Manatee_County/codes/code_of_ordinances?nodeId=PTIIMACOCOOR_CH2-26MACOPROR
https://library.municode.com/FL/Manatee_County/codes/code_of_ordinances?nodeId=PTIIMACOCOOR_CH2-2AD_ARTXWHOWPR
https://library.municode.com/FL/Manatee_County/codes/code_of_ordinances?nodeId=PTIIMACOCOOR_CH2-2AD_ARTXWHOWPR
https://library.municode.com/FL/Manatee_County/codes/code_of_ordinances?nodeId=PTIIMACOCOOR_CH2-2AD_ARTXWHOWPR
https://www.mymanatee.org/departments/property_management/request_public_records
https://www.mymanatee.org/departments/property_management/request_public_records
https://www.mymanatee.org/departments/financial_management/doing_business_with_manatee_county
https://www.mymanatee.org/departments/financial_management/doing_business_with_manatee_county
https://www.mymanatee.org/departments/human_resources/policies___job_descriptions
https://www.mymanatee.org/departments/human_resources/policies___job_descriptions
https://www.mymanatee.org/departments/property_management/request_public_records
https://www.mymanatee.org/departments/property_management/request_public_records
https://www.mymanatee.org/departments/property_management/request_public_records
https://www.mymanatee.org/departments/property_management/request_public_records
https://www.mymanatee.org/departments/property_management/request_public_records
https://www.mymanatee.org/departments/property_management/request_public_records
https://www.mymanatee.org/departments/property_management/request_public_records
https://www.mymanatee.org/departments/property_management/request_public_records
https://www.mymanatee.org/departments/property_management/request_public_records
https://www.mymanatee.org/departments/property_management/request_public_records
https://www.mymanatee.org/departments/property_management/request_public_records
https://www.mymanatee.org/departments/property_management/request_public_records
https://www.mymanatee.org/departments/property_management/request_public_records
https://www.mymanatee.org/departments/property_management/request_public_records
https://www.mymanatee.org/departments/property_management/a_d_a_accessibility
https://www.mymanatee.org/departments/property_management/a_d_a_accessibility
https://library.municode.com/FL/Manatee_County/codes/code_of_ordinances
https://library.municode.com/FL/Manatee_County/codes/code_of_ordinances
https://www.mymanatee.org/departments/property_management/request_public_records
https://www.mymanatee.org/departments/property_management/request_public_records
https://www.mymanatee.org/departments/property_management/request_public_records
https://www.mymanatee.org/departments/property_management/request_public_records
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LOCAL – Clerk’s Office 

TITLE DESCRIPTION WEB LINK 

Clerk’s Office Fixed Assets https://www.manateeclerk.com/departments 
/finance/ 

Clerk’s Office Financial & 
Administrative 
Policy 

https://www.manateeclerk.com/departments 
/finance/ 

 

https://www.manateeclerk.com/departments
https://www.manateeclerk.com/departments

