
  

        
     

     

                 
            

            

              
               

  

            
           

            
            

 

               
          

  

            
    

          
   

            

              
       

              
     

             
             

 

        

            
           

    

      

Employee Parking Stipend – Administrative Directive (AD) MS-02A 
Parking Stipend Application and Guidelines 

Initial Transition to Parking Stipend 

The initial transition from the current parking subsidy program to a payroll stipend will begin in mid-October 
2015. Parking Administration will issue information or communications through COIN, countywide email 
announcements and/or direct/targeted emails; in advance of the November 1, 2015 effective date. 

Parking Administration will ensure that updated and current parking stipend information is posted on COIN 
to include AD #MS-02A, the Parking Stipend Application & Payroll Authorization Form and this guideline or 
informational document. 

Parking Administration will distribute a complete informational package including the Parking Stipend 
Application & Payroll Authorization Form to all current 717 Parking Enterprises subsidy parkers by direct 
email messages. Furthermore, Parking Administration will assist with and ensure that completed 
applications are submitted to the Clerk of the Circuit Court’s Payroll Department for all current subsidy 
parkers. 

Other employees interested in receiving the stipend and who do not currently participate in the 717 Parking 
Enterprises subsidy program should follow the general guidelines as described in the section below. 

General Guidelines 

1. Read and understand AD #MS-02A Employee Parking Stipend. Contact Parking Administration 
with any questions or concerns at 813-276-2009. 

2. Contact Parking Administration (813-276-2009) for current status of County-owned and 
controlled parking facilities. 

3. If County parking is full, employee will be assigned to appropriate parking facility waitlist(s). 

4. Obtain parking resource through parking services provider or decide on method of parking, i.e., 
on-street meters, daily use lots or garages, etc. 

5. Complete a Parking Stipend Application & Payroll Authorization Form and submit to Department 
or Division Director for approval. 

6. Forward all approved applications to Parking Administration. Parking Administration will place 
employee on the parking waitlist and provide application to Clerk of the Circuit Court’s Payroll 
Department. 

7. Report any changes to eligibility per requirements of AD #MS-02A. 

8. Complete annual recertification by submitting a new Parking Stipend Application & Payroll 
Authorization Form. Receive approval from Department or Division Director and submit 
application to Parking Administration. 

9. Retain monthly parking fee receipts or invoices. 



  

        
       

     

         

   

   

    

         

        

             

     

               

   

                 

                

                    
  

             

               
 

                   
              

                 
  

  

                      
            

      

  

                

         

        

   

 

 

 

Employee Parking Stipend – Administrative Directive (AD) #MS-02A 
Parking Stipend Application & Payroll Authorization Form 

Employ   Nam  (Print):________________________________ Employ   ID#:___________________ 

Offic  Phon  Numb r:___________________ C ll Phon  Numb r:_____________________ 

Email Addr ss:_____________________________________________ 

Job Titl :_______________________________________________ 

D partm nt:_______________________________________ Division:________________________ 

Action Eff ctiv  Dat :_____________________ To Dat : S pt mb r 30th, ______ 

Parking Provid r (Who do you park with):_________________________________________________ 

Curr nt Monthly Rat  (How much do you pay for parking p r month):__________________ 

Action: N w R n wal Discontinuanc  Chang  

Monthly Parking Stip nd Amount (In accordanc  with AD #MS-02A Tabl  1. Ti r d Stip nd Amount): _____________ 

PARTICIPATI G EMPLOYEE ACK OWLEDGEME TS 

• Participating  mploy   has r ad and fully und rstands and agr  s to th  provisions contain d in AD #MS-02A. 

• Participating  mploy   do s not park in a County-own d or provid d parking spac , lot or garag . 

• Participating  mploy   r c iv s no oth r form of parking or buss pass subsidy, or allowanc  oth r than this County issu d 
parking stip nd. 

• Participating  mploy   will b  r gist r d on REFS maintain d County parking facility waitlist. 

• Participating  mploy   shall maintain docum ntation to v rify  ligibility and shall provid  monthly r c ipts as/wh n 
r qu st d. 

• Participating  mploy   shall r port to th ir sup rvisor any updat s or chang s in parking stip nd  ligibility with two (2) 
workdays and shall updat  Parking Stip nd Application & Payroll Authorization Form as chang s r quir . 

• Participating  mploy   shall submit a n w Parking Stip nd Application & Payroll Authorization Form  v ry y ar by 
S pt mb r 30. 

EMPLOYEE CERTIFICATIO  

I c rtify that I hav  r ad and und rstand th  abov  r f r nc d countywid  policy and that paym nts r c iv d p r this policy will b  
us d toward  xp ns s that I incur for parking s rvic s as d scrib d abov . 

Employ   Signatur _____________________________________________ Dat _________ 

DEPARTME T APPROVAL 

I hav  r vi w d th  busin ss n  d and approv  th  monthly stip nd indicat d on this form. 

D partm nt/Division Dir ctor or D sign   Signatur : ______________________________________ Dat  _________ 

S nd Original to: REFS, Support S rvic s, Parking Administration 

Form AD #MS-02A_Application 



  

        
   

 
 

          

                   
                     

 

       

   

            

                
                 

       

               

                 
  

                    
   

            

                       
     

                  
      

                       

                
               

                      
         

        

                  
                 

                      

                  
                 

           

                

                  
    

       

                  
   

                     
 

Employee Parking Stipend – Administrative Directive (AD) #MS-02A 
Frequently Asked Questions 

1. Why do we need a new monthly parking stipend? 

Downtown Tampa continues to see an increase in development and this stipend will provide a flexible option for parking 
for our downtown employees. Under AD #MS-02A the choice of a parking services vendor is at the sole discretion of the 
employee. 

2. When does this AD take effect? 

November 1, 2015. 

3. As a part-time employee am I eligible for the parking stipend? 

Yes. Part-time employees are eligible to participate but you must meet all other eligibility requirements. One eligibility 
requirement is that your total monthly parking expenses must exceed or be greater than the minimum monthly parking 
stipend. This excludes taxes and additional fees. 

4. I am on initial probation. Am I eligible to receive the monthly parking stipend? 

Yes. Initial probationary status does not disqualify you from receiving the monthly parking stipend but you must meet all 
other eligibility requirements. 

5. My department collects my City of Tampa garage receipts and pays them directly. Am I eligible to receive a 
monthly parking stipend? 

No. You cannot receive more than one (1) parking allowance or stipend. 

6. I park on-street using City of Tampa parking meters or I use private daily rate parking lots. Am I eligible to 
receive a monthly parking stipend? 

Yes. Your choice of parking arrangement is up to you. However, your monthly parking expenses must exceed or be 
greater than the monthly parking stipend. 

7. I pay to park in one of the County garages or surface lots. Am I eligible for the monthly parking stipend? 

No. County parking garage and surface lot rates are well below current market rates. County-owned and controlled 
parking is assigned under very specific guidelines and policies and is not available to every employee. However, every 
employee who accepts to park in a County-owned or controlled space is doing so by their own choice – it is not required or 
mandatory to park in a County-owned or controlled space. 

8. Does everyone receive a monthly parking stipend? 

No. You may receive a monthly parking stipend (as established under AD #MS-02A) only if County-owned or controlled 
parking is not available and you are required to secure parking from an alternate source or provider. 

9. I work for a constitutional officer and they offer a parking stipend. Can I choose which stipend is best to receive? 

No. You are not eligible to receive the monthly parking stipend established under AD #MS-02A if your employer offers any 
type of parking reimbursement, stipend, or allowance. You are eligible, however, if you work for a constitutional office 
which does NOT offer any type of parking reimbursement, stipend, or allowance. 

10. What documents should I maintain and what documents must I turn in to my employer? 

You should retain copies of your contract documents and monthly parking receipts. You may be asked to provide these 
documents to your employer/department. 

11. Is the monthly parking stipend taxable? 

Yes. The stipend amount will be included in your taxable income and the County will withhold taxes from your paycheck 
on this compensation. 

12. If I receive a monthly parking stipend, will I have to show my monthly parking receipts to my supervisor or 
department? 



  

                
                   

                    
         

               
  

                   
                    

      

                      
   

        
               
             
              
            
                   

              

      

      

                     
      

 

Yes. You may be required to provide your respective department or agency copies of your monthly parking invoices or 
receipts. You may also be requested to demonstrate that you are eligible to receive a parking stipend or to demonstrate 
that you comply with AD #MS-02A. A Department or Division Director may require also you to provide a copy of receipts or 
contract documents when responding to a public records request. 

13. Are parking stipends considered additional taxable compensation and how does this impact my benefits 
and withholdings? 

Parking stipends will not constitute an increase to base pay or other items that are factored on base pay (e.g., overtime, 
merit increases, pension, etc.). The stipend is included in the amount of taxable pay you receive and is therefore subject to 
federal withholding and social security taxes. 

14. I currently park in a 717 parking Enterprises lot and my fee is subsidized by the County. What is the biggest 
change for me? 

There are several changes which include the following. 
• Employees can park or contract with any parking service vendor at any parking location of their choosing. 
• The County will not have an agreement or contract with any parking services provider. 
• Parking stipends will be paid directly to employees through their paychecks or direct deposit. 
• No payments will be made to parking services providers by the County. 
• Employees shall be responsible for their entire monthly paying fee and shall receive a stipend from the County. 

15. Who should I speak to about this program or regarding parking in general? 

Please contact Parking Administration at 813-276-2009. 

16. Where is Parking Administration located? 

Parking Administration is located on the 1st floor of the Pierce Street Garage (near the exit) located at 319 Pierce Street, 
Tampa – just east of County Center. 
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