
 
 
 
 
 

 
 
 
 
 
 

December 11, 2012 
4:00 p.m. 

House Appropriations Committee Room 121, House Office Building 
 

Agenda 
 
Part I: Maryland Program Evaluation Act (Sunset Process) 
 

The “Sunset Process” is defined by the statute as “the process by which the 
Legislative Policy Committee determines whether a governmental activity shall 
undergo an evaluation”.  The 2012 interim marked the fifth year of the fourth 
“cycle” of sunset review under the Maryland Program Evaluation Act.  During 
this time DLS conducted eight preliminary evaluations and one full evaluation. Of 
these, three agencies that underwent preliminary evaluations during 2011 interim, 
but whose final status was deferred, submitted requested updates to DLS.  
Additionally, one full evaluation was conducted on the remaining entity.  Below 
are the agencies under consideration: 
 
 Department of Health and Mental Hygiene 

 State Acupuncture Board 
 State Board of Dietetic Practice 
 State Board of Occupational Therapy Practice 

 
 Department of Labor, Licensing, and Regulation 

 State Board of Foresters 
 State Board of Public Accountancy 

 
Three other entities underwent preliminary evaluations during the 2011 interim: 
 
 Department of Labor, Licensing, and Regulation 

 State Board of Stationary Engineers 
 Elevator Safety Review Board 
 Board of Boiler Rules 

 
 



 
One entity underwent a full evaluation: 
 
 Department of Labor, Licensing, and Regulation 
 Division of Labor and Industry 

 
Additional Evaluations to be conducted in 2013: 
 
 Completion of Full Evaluation Initiated in 2012 Interim 
 
 Department of Labor, Licensing, and Regulation 

 State Racing Commission 
 Maryland-Bred Race Fund Advisory Committee 
 Standardbred Race Fund Advisory Committee 

 
 Preliminary evaluations 
 
 Department of Health and Mental Hygiene 

 State Board of Examiners for Audiologists, Hearing Aid 
Dispensers, and Speech-Language Pathologists 

 Prescription Drug Monitoring Program 
 

 Department of Labor, Licensing and Regulation 
 Maryland Horse Industry Board 
 State Board of Individual Tax Preparers 

 
 Department of State Police 

 Licensing and Regulations of Security Systems Technician 
 

Part II: State Treasurer’s Office - Report of the Treasurer 
 

• A written report to the Legislative Policy Committee by the Honorable Nancy 
K. Kopp, State Treasurer, on operations in the State Treasurer’s Office during 
the last six months of 2012. 

 
Part III: Legislative Staff Agency Budget 
 
 Consideration of the fiscal year 2014 budget for the Department of Legislative 

Services. 
 
 
 
 



Part IV: Guidelines for Compensation and Expenses for Legislators,   
  Maryland General Assembly, Effective January 1, 2013 
 

Substantive changes relating to blackberry devices and smart phones 
reimbursements. 
 
Non-substantive changes relating to unauthorized uses of district office expense 
funds. 
 

 
Part V: Maryland General Assembly Personnel Guidelines, proposed   
  revisions 
 





















































































































































































































































 
Part II 

State Treasurer’s Office 
Report of the Treasurer 
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Section 5-104 of the State Government Article of the Annotated Code of 
Maryland provides that, “The Treasurer shall address the Legislative Policy 
Committee of the General Assembly on a semi-annual basis and as necessary on issues 
of legislative importance, including the activities of the Board of Public Works, bond 
sales, and investment and procurement initiatives.”  This Report is in fulfillment of 
that law and covers the period since the report of June 8, 2012.  I invite and 
welcome further discussion with the Committee at your convenience. 

The State Treasurer’s activities and responsibilities are of particular concern to 
the Legislature. One of seven statewide Constitutional officers, and the only one elected 
by the General Assembly, the State Treasurer’s duties are multifaceted and extend 
throughout State government and higher education. The Treasurer’s duties include 
membership on the Board of Public Works and Board of Revenue Estimates and 
Chairmanship of the Capital Debt Affordability Committee. The Treasurer presently also 
serves as Chair of the Board of Trustees of the College Savings Plans of Maryland and 
the Board of Trustees of the State Retirement and Pension System. She is a member of 
the governing boards of the Teachers’ and Employees’ Supplemental Retirement Plans, 
the Maryland Health and Higher Education Facilities Authority, the Maryland Small 
Business Development Financing Authority and of the Maryland Agricultural Land 
Preservation Foundation.  Several of these Boards work under the general oversight of 
legislative oversight committees which are in periodic receipt of reports and 
communications from the Office, as do the two legislative budget committees. 

 While the State’s fiscal picture seems to be improving slightly due to the strength 
and diversity of Maryland’s economy, the State continues to face fiscal challenges.  The 
Office’s experienced staff continues to assist State agencies in many ways including 
expanding the use of innovative banking services such as remote deposit, negotiating 
reduced insurance premiums while enhancing coverage, and advising on procurements.   
 
 We continue to plan and conduct our bond sales effectively, while striving to 
maintain Maryland’s coveted AAA bond rating. We monitor the market routinely to take 
advantage of savings as they become available, such as by refunding our General 
Obligation Bonds or issuing new types of debt such as Qualified School Construction 
Bonds, Qualified Zone Academy Bonds and Qualified Energy Conservation Bonds.  
Lastly, we continue to invest State funds prudently and conservatively to minimize risk to 
the Maryland taxpayers. 
 
 While we continue to do more with less, the Office is implementing 
improvements and achieving real results.  The items set forth below detail a number of 
these achievements and we are always available to provide greater information or answer 
questions regarding these and other issues. 
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BOARD OF PUBLIC WORKS 
 

Between June 1, 2012 and November 30, 2012, the Board of Public Works 
(BPW) met nine times to consider State procurements, expenditures of capital 
appropriations, the acquisition, use and transfer of State assets, issuances of licenses to 
dredge and fill wetlands, and the acquisition of land and easements in support of Program 
Open Space, the Conservation Reserve Enhancement Program, the Rural Legacy 
Program and the Agricultural Land Preservation Program. 
 

During this timeframe, the following items, worthy of note, were considered by 
the Board of Public Works: 
 
Capital Equipment Lease-Purchase Financing 

• The Legislative Policy Committee (LPC) approved the request of the State 
Treasurer periodically to lease-finance equipment acquisitions in an aggregate 
amount not to exceed $40 million over a two-year period beginning July 1, 2011 
and ending June 30, 2013.  The BPW approved the following lease-purchase 
equipment financing consistent with this authorization: 
 

1. October 2012 Tax-Exempt Equipment Lease-Purchase Agreement for 
financing the acquisition of approximately $739,000 of capital 
equipment for the Department of Health and Mental Hygiene, Maryland 
Department of the Environment, and Maryland Public Television.  
(9/19/12) 
 

• Following the most recent financing (October 2012), the remaining balance of the 
$40 million authorized by LPC for equipment lease-purchase financing is 
approximately $34.7 million. 

 
State General Obligation Bonds 

• Adoption of a Resolution for the sale of $727,025,000 of State of Maryland 
General Obligation Bonds, to be known as the State and Local Facilities Loan of 
2012, Second Series:  

o Second Series A: $26,340,000 tax-exempt bonds (negotiated - retail) 
 

o Second Series B: $478,660,000 tax-exempt bonds (competitive) 
 

o Second Series C: $23,000,000 taxable bonds (competitive) 
 

o Second Series D: $15,230,000 taxable Qualified Zone Academy Bonds 
(competitive) 
 

o Second Series E: $183,795,000 tax-exempt refunding bonds (competitive) 
(08/01/12) 
 

• Merger of St. Joseph Medical Center, Inc. and the University of Maryland 
Medical System, Inc. (UMMS): 
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1. Approval of a request to sell property of St. Joseph Medical Center that 

was improved with State General Obligation bond proceeds to UMMS; 
and 
 

2. Approval of a capital projects grant assumption agreement between 
UMMS and the BPW for the three St. Joseph Medical Center, Inc. grant 
agreements that correspond to the three General Obligation bond-funded 
grants received since 2004. (11/14/12) 

 
Procurement 

• Adopted regulations to implement the Veterans Small Business Enterprise 
Program and issued a procurement advisory setting forth agency procedures to 
implement this program. (06/20/12) 
 

• Approval for notification to go out to companies listed on the Agenda Item 
informing each company that the BPW intends to include the company on a list of 
persons engaged in investment activities in Iran. (Chapter 447 of the Acts of 
2012) Each company notified has a 90-day opportunity to refute inclusion on the 
list.  Inclusion of a business on this list would make that business ineligible to bid 
on, submit a proposal for, or enter into or renew a contract with a public body in 
Maryland for goods or services. (09/19/12) 
 

• Approval of a consulting services contract to review current State procurement 
practices and develop a business process improvement plan. (11/14/12) 

 
Maryland Stadium Authority 

• Authorized the Maryland Stadium Authority to issue debt on two separate 
occasions: 

o Issue $15.93 million in new debt to repay bonds that financed the 
Montgomery County Conference Center in 2003.  The Stadium 
Authority will use $15.62 million to redeem the existing debt and use the 
balance for transaction costs. Estimated net present value savings is 
approximately $1.77 million.  The Series 2012 Refunding Bonds will be 
payable from rent paid by the State as the Stadium Authority leases the 
Conference Center to the State (10/17/12); and 
 

o Issue new debt, $14.05 million in tax supported Lease Revenue Bonds 
(Series 2012 Taxable Lease Revenue Bonds), with $13.66 million of the 
proceeds to be used to redeem the outstanding balance of the Series 2002 
Hippodrome Performing Arts Center Taxable Lease Revenue Bonds. 
(06/20/12) 
 

• Ocean City Convention Center:  
o Approval of modifications to the Ocean City Convention Center 

Operating Lease between the Mayor and City Council of Ocean City and 
the Maryland Stadium Authority consistent with legislation passed during 



______________________________________________________________________________________ 
Maryland State Treasurer 4 Legislative Policy Committee 

the 2012 Session (SB 990; Chapter 630 of the Acts of 2012).  The 
Operating Lease was modified to extend: 
 

 The State’s obligation for one-half of the operating deficit at the 
Ocean City Convention Center through December 31, 2035; and 
 
 The State’s obligation for an annual $50,000 contribution to the 

Ocean City Convention Center’s Capital Improvements Fund until 
December 31, 2035. (08/22/12) 
 

o Performing Arts Center (08/22/12):   
 Approval of a Memorandum of Understanding setting out the 

project management obligations for the Maryland Stadium 
Authority; 
 
 Approval of a contract for design and construction 

administration services for conversion of existing ballroom and 
exhibit hall space into a two-story Performing Arts Center; and 
 

 Approval of the award of a construction management contract 
for pre-construction services for the Performing Arts Center. 

 
Lottery and Gaming 

• Approval of a Memorandum of Understanding between the Board of Public 
Works and the Department of Business and Economic Development under which 
DBED is designated to manage the Small, Minority and Women-Owned 
Business grant program funded by video-lottery-terminal proceeds. (08/22/12) 
 

• Approval of the transfer of ownership of Rocky Gap Hotel/Conference Center 
to Evitts Resort, LLC as a part of Evitts’ proposal for a video lottery terminal 
facility adjacent to the Rocky Gap Resort.  In order to effect this change of 
ownership, approval was also given for the Maryland Economic Development 
Corporation (MEDCO) to assign to Evitts the ground lease through which the 
Department of Natural Resources leases 260 acres in Rocky Gap State Park to 
MEDCO. (06/20/12) 
 

• Approval of a request by the Lottery and Gaming Control Agency to create 44 
positions within the “Rule of 100.”  General Funds will be used to cover the cost 
of the positions (approximately $1.73 million).  The new positions will enable the 
Agency to perform its regulatory responsibilities under recently enacted 
legislation (Senate Bill 1 from the 2012 2nd Special Session and Senate Bill 864 
which was passed during the 2012 Legislative Session): 
 

o Table games; 
 

o 24 hour-a-day/7-day-a-week casino operations; 
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o Licensing of qualified veterans organizations to operate up to five instant 
ticket lottery machines; and 
 

o Oversight of electronic gaming devices in Anne Arundel and Calvert 
Counties. (11/14/12) 

 
Personnel – “Rule of 100” 

• In FY 2013, as of November 30, 2012, the BPW has approved the creation of 
77.4 positions within the “Rule of 100.” 
 

o Approval to transfer $100,000 from the Contingency Fund to the State 
Labor Relations Board (SLRB) to implement the provisions of recently 
enacted legislation (Chapter 582 of the Acts of 2012) that expands the 
applicability of the State’s collective bargaining law to include employees 
of the Office of the Comptroller, the Maryland Transportation Authority 
who are not police officers, the State Retirement Agency and the 
Maryland State Department of Education.  Part of the implementation plan 
includes increasing an existing Assistant Attorney General position from 
part time to full time (0.6 to 1.0). The Board approved the creation of 
this new full-time position under the “Rule of 100.” (08/01/12) 

 
o Approval of the creation of 33 positions in the Department of Health and 

Mental Hygiene to support all key core functions of the Maryland Health 
Benefit Exchange.  The cost of the 33 positions, estimated to be 
approximately $2.4 million, initially will be supported entirely by federal 
funds and will at a later date be supported with Exchange fee collections. 
(09/19/12) 

 
o Approval of the creation of 44 positions in the Lottery and Gaming 

Control Agency. (11/14/12) [See “Lottery and Gaming” Section above 
for more information.] 

 
• Approval of the creation of 18 positions outside of the “Rule of 100” in the 

Department of Housing and Community Development (DHCD) to support 
EmPower Maryland energy efficiency programs for low income electric 
customers.  The Maryland Public Service Commission ordered the operation of 
these low income programs to shift from the electric utilities to DHCD.  These 18 
positions are funded by the EmPower Maryland surcharge that is assessed against 
all electric utility customers. (06/20/12) 
 

• Approval of the creation of one federally-funded position outside of the “Rule 
of 100” within the Maryland Energy Administration to coordinate a program 
to reduce energy consumption in State buildings 20% by 2020.  This position will 
be abolished if the funding source is terminated. (09/19/12) 
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State Services and Facilities 
• Granting of a request for a Land Patent to the Baltimore Area Council, Boy 

Scouts of America for 19 +/- acres of land in Harford County that were 
determined not to have been granted to anyone by either Lord Baltimore or the 
State.  Land that has never been granted is considered vacant, and the discoverer 
may purchase the land from the State if the State does not reserve it for public 
purposes. (06/20/12) 
 

• Approval of a contract modification for the configuration of all new medevac 
helicopters to reflect changes to the searchlight and medical interior initially 
proposed in the original contract.  Authorization was also given to purchase 
helicopters 7 - 9 during FY 2012 (funds distributed during FY 2013) and to 
purchase helicopter 10 during FY 2013 (funds distributed during FY 2014). 
(06/20/12) 
 

• Approval of the demolition of 210 properties on 10 acres near Coppin State 
University campus.  Coppin has been acquiring properties specifically to support 
the growth of Coppin and to provide a site for construction of a new Science & 
Technology Center.  Those property acquisitions periodically have been 
approved by the BPW.  Approval was also given to clear the 10-acre site for 
construction. (07/11/12) 
 

• Approval of a 40-year ground lease between Towson University and Harford 
Community College for 10 acres located on the campus of Harford Community 
College.  Towson University intends to build a 55,000 gross square foot 
classroom/office building to deliver its academic programs to Harford and Cecil 
Counties as a part of a “2+2” program.  Morgan State University has until 
March 31, 2013 to opt into the initiative as well. (08/01/12) 
 

• Approval of a contract to provide end-to-end talent acquisition services and 
recruitment processes for hiring faculty and staff at University of Maryland 
University College. (08/22/12) 
 

• Approval of three federally-funded National Guard Armory 
renovation/construction contracts: 

o La Plata MD National Guard Readiness Center – $9.28 million for 
renovations and building an addition;  
 

o Dundalk MD National Guard Readiness Center – $14.3 million for 
renovations and building an addition; and 
 

o Westminster MD National Guard Readiness Center – $7.095 million 
for renovations and building an addition. (09/19/12) 
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Environmental Programs 

• Rural Legacy Program:  A program to preserve large blocks of contiguous open 
space that are among the State’s most valuable due to myriad agricultural, 
forestry, natural and cultural resources.  To protect these resources, the Rural 
Legacy Program, acting through local governments or private land trust sponsors, 
purchases conservation easements or fee simple interests in real property from 
willing land owners based on Rural Legacy Plans.  For FY 2013, the BPW: 
 

o Approved the expansion of the Mountain Ridge Rural Legacy Area 
(Allegany County) by 14 acres to complete a multi-parcel easement in the 
Legacy Area; and 
 

o Approved the allocation of $5.622 million in FY 2013 General 
Obligation Bond proceeds among 11 Rural Legacy Areas: 
 

 Agricultural Security Corridor Rural Legacy Area (Caroline, Cecil, 
Dorchester, Kent and Talbot Counties): $440,000; 
 
 Anne Arundel South Rural Legacy Area: $45,307.63; 

 
 Coastal Bays Rural Legacy Area (Worcester County): $320,000; 

 
 Deer Creek Rural Legacy Area (Harford County): $701,366.63; 

 
 Dividing Creek Rural Legacy Area (Somerset and Worcester 

Counties): $130,631.69; 
 
 Fair Hill Rural Legacy Area (Cecil County): $113,698.95; 

 
 Mid-Maryland Washington Rural Legacy Area (Washington 

County): $1,260,000; 
 
 Nanticoke Rural Legacy Area (Dorchester County): $650,000; 

 
 Piney Run Rural Legacy Area (Baltimore County): $568,000; 

 
 Upper Patapsco and Little Pipe Creek Rural Legacy Areas (Carroll 

County): $617,995.09; and 
 
 Mattapany Rural Legacy Area (St. Mary’s County): $775,000. 

(09/19/12) 
 

• Approval of the second Maryland Regional Greenhouse Gas Initiative (RGGI) 
Services Contract with RGGI, Inc. to provide technical, scientific and auction 
support services to Maryland and the other eight member states in the 
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development and implementation of the multi-state cap-and-trade, greenhouse 
gas control program. (09/19/12) 
 

• Approval of a request by the Department of Housing and Community 
Development to enter into multiple contracts totaling $17.9 million to provide 
weatherization services for low-income single-family households in the BGE, 
Pepco, Delmarva, Potomac Edison and SMECO service territories under the 
EmPower Maryland Program. (09/19/12) 
 

• Approval of the expenditure of $1.35 million of the State’s share of Program 
Open Space funds for the acquisition of a conservation easement on a 200 +/- 
acre parcel in Anne Arundel County that includes bottomland forest, pasture, and 
cultivated fields (Gail Campbell property).  Although the land was not located in a 
Target Ecological Area, the Department of Natural Resources scored the property 
using the new “Community Connections” protocol which is a metric for scoring 
properties in relation to human ecology objectives.  This protocol assesses 
properties that provide exceptional public benefits and connect people to the land. 
(10/17/12) 

 
• Approval of the use of $416,610.34 from Program Open Space State funds to 

acquire a 101.3-acre Conservation Reserve Enhancement Program (“CREP”) 
Easement on property in Wicomico County (Smith Property).  With the approval 
of this project, the 2009 Memorandum of Understanding between the State and 
the US Department of Agriculture to protect 3,285 acres in permanent CREP 
easements using $12.6 million in POS State funds was satisfied. (10/17/12) 
 

Information Technology 
• Approval of the second phase – Eastern Shore infrastructure build out ($32.7 

million) –   of a $345 million integrated statewide public safety wireless 
communication system for broadcast interoperability among the State’s first 
responders. Authorization was also given for the expenditure of $23 million by 
State agencies for subscriber equipment through the end of FY 2013. (06/06/12) 

 
• Approval of an upgrade to information technology equipment that will create a 

state-of-the-art E911 delivery network for the Maryland State Police (MSP). 
These upgrades will improve MSP’s ability to handle 911 calls directed to its 
barracks and create Next Generation 911 capabilities. (07/11/12) 
 

• Approval of a 15-year multiple award, indefinite quantity master contract for 
commercial off-the-shelf software.  Of the 53 Contractors approved for award, 
34 are Maryland resident businesses, 14 are small businesses and 21 are MBEs.  
The cost of the first 3 years of this contract is estimated to be $36 million. 
(09/19/12) 
 

• Approval a 15-year multiple award, indefinite quantity purchase order request for 
proposals-based master contract to provide hardware, installation, training 
services and manufacturer’s extended warranty.  Laptops and desktops are 
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excluded from this contract.  Of the 73 Contractors approved for award, 50 are 
Maryland resident businesses, 16 are small businesses, and 19 are MBEs.  The 
cost of the first 3 years of this contract is estimated to be $57 million. (11/14/12) 

 
Transportation 

• In December, 2011, the BPW gave its approval for a $100M expedited 
procurement with a phased construction schedule for improvements at BWI 
Marshall to facilitate the merger between Southwest and AirTran Airlines.  
During the June 1 – November 30, 2012 timeframe, the following reports 
pertaining to the expedited procurement were received: 

o Contract Award for construction of a new nine lane passenger security 
checkpoint and the airside passenger connector project for Concourses B 
and C; and (06/06/12) 
 

o Contract Award for the Concourse C widening project. (11/14/12) 
  

• Approval of a standard skycap and wheelchair service concession contract that 
grants non-exclusive rights for one or more authorized air carriers operating at 
BWI Marshall. (08/01/12) 
 

• Approval of a standard mishandled baggage delivery service concession 
contract that grants the non-exclusive right to conduct mishandled baggage 
delivery services at BWI Marshall. (11-14-12) 
 

• Approval of a Memorandum of Understanding between the State, acting through 
the Maryland Department of Transportation, and British Airways that provides a 
guarantee to the airline on operating margin not to exceed $5.5 million/year.  The 
guarantee is based upon the difference between actual operating margin and the 
target margin required to maintain service (8%) at BWI Marshall.  The term of 
the MOU is 3 years. (09/19/12) 
 

• Approval of a contract with Bombardier Transportation Services USA Corp. 
to provide passenger railroad services on the Camden and Brunswick lines of the 
MARC Commuter Rail system.  The contract provides for operating the service 
and maintenance of equipment, facilities and rights-of-way used in providing the 
service. (10/17/12) 
 

• Approval of the extension of the MTA’s Mobility Services contracts with 
Veolia Transportation Services, Inc. and MV Transportation, Inc. each for six 
months to ensure continued paratransit services while a new procurement for 
these services is conducted. (08/22/12) 
 

• Approval of the award of multiple contracts to operate ADA paratransit 
services for MTA’s Mobility Services Program. Contracts with MV Contract 
Transportation, Inc., Veolia Transportation Services, Inc. and First Transit, Inc. 
were approved. (11/14/12) 
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• Approval of a modification to the Architectural/Engineering contract for the Inter-
County Connector to increase the contract value by $20 million for General Engineering 
Consultant services and to add 2 years to the contract term.  Even with this increased 
funding, the project is within its overall budget of $2.425 billion.  There are an additional 
$31 million in costs with over $20 million attributable to environmental mitigation, 
monitoring or maintenance work.  However, only a $20 million contract modification 
was sought due to the availability of cost savings from earlier work. (08/22/12) 
 
 

INVESTMENT DIVISION 
 

The Treasurer’s conservative investment policy and practices have protected the 
investment portfolio through these continued volatile and unprecedented economic times. 
It is a true accomplishment in this environment to report that all principal is intact and a 
modest but continuous return has been earned on the portfolio.  The par value of the 
General Fund investment portfolio for October 31, 2012 was $6,450,878,782.93 as 
compared to October 31, 2011 when it was $6,453,189,015.32. This is a decrease of $2.3 
million dollars.  

 
On October 31, 2012, the portfolio was earning an average of 0.82%, compared to 

0.85% for the same date in 2011. The lower return reflects the impact of the Federal 
Open Market Committee maintaining the Fed Funds Target rate at .25% or less since 
December 16, 2008.  For comparison, the three month constant maturity Treasury Bill 
averaged 0.10% from July 2012 until the end of October 2012 as compared with 0.02% 
for the same time period in the previous fiscal year.  The low rate environment combined 
with the highly conservative portfolio strategy focused on liquidity to offset 
unpredictable and volatile cash flows has resulted in continued moderate but positive 
interest earned.  

 
The General Fund gross interest earnings received year-to-date for FY 2013 are 

$17,489,065 as compared with $37,145,517 received for the same time period in FY 
2012. The over $19 million decline in interest received is directly attributable to the 
continued lower interest rate environment combined with the increased liquid balances 
which earn a lower return.   

 
The following chart tracks the impact of the legislation passed last fiscal year to 

reduce the number of individual agency accounts that receive an interest allocation from 
the total interest earned on the investment portfolio.  It should be remembered that as the 
total General Fund portfolio decreases, the proportion of Agency Funds to General Funds 
increases and therefore their allocated share increases. 
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Total Interest Earned 

% of Total Interest Earned Allocated to State Agencies 

Fiscal 
Year 

Net General 
Fund 

Allocated to 
State Agencies Total 

% of Total 
Allocated to 
State 
Agencies 

2000 121,951,720 103,173,287 225,125,007 46% 
2001 136,981,074 144,249,899 281,230,973 51% 
2002 82,641,807 66,399,769 149,041,576 45% 
2003 37,205,637 42,240,523 79,446,160 53% 
2004 25,037,345 29,053,449 54,090,794 54% 
2005 52,886,074 54,538,463 107,424,537 51% 
2006 149,613,238 109,222,108 258,835,346 42% 
2007 150,798,001 205,589,917 356,387,918 58% 
2008 155,170,184 207,179,098 362,349,282 57% 
2009 102,768,740 142,619,087 245,387,827 58% 
2010 44,190,425 87,921,654 132,112,079 67% 
2011 53,002,765 87,698,955 140,701,720 62% 

2012 22,981,014 48,647,953 71,628,967 68% 
October 

2012 7,655,034 9,834,031 17,489,065 56% 
 
The Securities Lending Program continues to provide additional revenue. The 

program has earned $152,763.26 so far in FY 2013. This compares with $138,275.81 for 
the same period in FY 2012. The Federal Reserve and Federal Treasury programs 
designed to add liquidity to the financial markets which reduced borrowers’ need for the 
securities in the State’s portfolio is being scaled back.  

 
The Office continues to increase MBE participation in the investment of State 

funds. Twenty-four MBE broker/dealers are on the Office’s approved list for FY 2013 
and they have handled investments of $259 million so far this fiscal year. This compares 
with FY 2012, when the Office had twenty-two approved MBE broker/dealers who 
handled $151 million in investments by the end of October.   

 
The Maryland Local Government Investment Pool (MLGIP) AAAm rating was 

reaffirmed by Standard and Poor’s on September 24, 2012. The pool balance at October 
31, 2012 was $3,129,219,623.37 compared with $3,344,600,869.94 for the same date in 
2011. This is a decrease of over $215 million dollars due to lower available cash balances 
of the participants.  The MLGIP is paying .14% as of October 31, 2012 as compared with 
.09% last year.  The participants continue to use the pool due to the lack of safe short 
term investment alternatives for Investment Pool members at a comparable yield. The 
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MLGIP is in total compliance with the 2010 changes in Money Market rules and 
regulations. 

 
The Office continues to invest according to the officially adopted State 

Treasurer’s Investment Policy, which sets out investment goals, priorities and constraints. 
The overriding goal is to assure sufficient liquidity to maintain uninterrupted funding of 
State government and legislated payments. As revenues have become less predictable and 
more volatile, the strategy has been adjusted to ensure liquidity. The State Treasurer’s 
Office continues to review and compare our cash management and investment policies 
and practices with those of peer AAA-rated States to ensure best practices are followed 
and implemented. 
 

DEBT MANAGEMENT DIVISION 

Ratings 

Maryland is one of eight states with AAA ratings from all three rating agencies.  
The states are Maryland, Delaware, Virginia, North Carolina, Georgia, Missouri, Iowa 
and Utah.  On July 18 and July 19, 2012 Moody’s Investors Service, Standard & Poor’s 
(S&P) and Fitch Ratings all affirmed the State’s AAA rating.  

 
Moody’s has assigned a negative outlook to Maryland's General Obligation 

Bonds. In its latest confirmation of Maryland's Aaa rating dated July 18, 2012, Moody's 
stated that the negative outlook on Maryland's Aaa rating, like that for the 
Commonwealth of Virginia, is due to Maryland's indirect linkages to the weakened credit 
profile of the U.S. government, which itself was assigned a negative outlook by Moody's 
on August 2, 2011.  The July 18, 2012 rating states “Moody’s has determined that issuers 
with such indirect linkages, such as Maryland, have some combination of economies that 
are highly dependent on federal employment and spending, a significant healthcare 
presence in their economies, have direct healthcare operations, or high levels of short-
term and puttable debt.”  In a December 7, 2011 assessment of issuers with these indirect 
linkages, Moody’s specifically cited Maryland’s and Virginia’s economic sensitivity to 
federal employment and spending as an outlier having high risk exposure when compared 
to national norms.  Moody’s did not cite any elevated risk exposure for economic 
sensitivity to the healthcare industry or capital markets exposure as evidenced by the fact 
that the State has no general obligation variable rate debt. 

 
On September 11, 2012, Moody’s issued an update on the U.S. government 

stating that the Aaa rating with a negative outlook remains unchanged.  The report 
continued to state that The direction of the U.S. rating and its 
outlook will most likely be determined by the outcome of 
budget negotiations during the course of 2013 and that the 
maintenance of the current rating and outlook into 2014 is 
“highly unlikely”.  The Treasurer’s Office anticipates that 
Moody’s would review the State’s rating and negative 
outlook shortly following any changes to the U.S. rating 
or outlook. 
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Meetings with Rating Agencies 
 

As of the date of this report, there have been no further rating actions.  The 
Treasurer’s Office has provided the rating agencies regular updates on the financial 
condition of the State.  The next conference call with the rating agencies is expected prior 
to the sale of the 2013 First Series General Obligation Bonds in March, 2013. 

 
Excerpts from Ratings Reports 
 
 Generally, there is consensus among the rating agencies in evaluating the State’s 
credit strengths and weaknesses.  All three agencies cite Maryland’s economy and fiscal 
management as a credit positive.  The State’s unfunded pension liability continues to be a 
credit challenge, although each agency recognizes the State’s recent reform efforts.  The 
following summarizes the most recent reports: 
  
 Fitch Ratings, in assigning the AAA rating and stable outlook, noted: 

 
• Debt oversight is strong and centralized, and the debt burden is moderate. 

The State has policies to maintain debt affordability, and the constitution 
requires GO and transportation bonds to amortize within 15 years.  

• Pension funding levels have deteriorated, although the State has undertaken 
extensive pension and other post-employment benefit (OPEB) reforms. 

• The State has a diverse, wealthy economy, benefiting from its proximity to the 
nation's capital. 

• Financial operations are conservative, and the State maintains a well- funded 
Rainy Day Fund to manage revenue cyclicality. The State took repeated 
action during the course of the recession to address projected budget gaps, 
including raising tax revenues, cutting spending, and using Rainy Day and 
other balances. 

  
 Credit challenges that were cited by Moody’s include: 

 
• Continuing budget pressure 
• Low retirement system funded levels 
• Above average debt burden 
• Reliance on federal jobs in year of retrenchment 
 
Standard and Poor’s AAA rating with a stable outlook reflects the State’s: 
 
• Diverse, broad-based economy, which has historically outperformed the 

national economy; 
• Strong wealth and income levels, coupled with unemployment that remains 

below the national average through economic cycles; 
• Long history of prudent fiscal management, including making difficult 

decisions to restore structural budget balance; and 
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• Moderate debt burden; enhancing this are a clearly defined debt-affordability 
model limiting annual issuance and the maintenance of ratios within 
reasonable limits, including a constitutional 15-year debt maturity schedule. 

 
Standard and Poor’s continues in its analysis to cite below-average pension funded ratios 
and the potential for significant reductions in federal funding as downside risks to the 
rating. 

 
The State Treasurer’s Office sends copies of the ratings reports for each bond sale 

to all members of the General Assembly and current reports are also available on the 
Treasurer’s website at www.treasurer.state.md.us. 

 
Closed Financing - General Obligation Bonds 
 

Since our last report, the State has had one successful bond sale.  The 2012 
Second Series was sold on August 1, 2012 and totaled $727,025,000.  The proceeds were 
used to finance new projects and refund existing bonds.  The sale closed on August 14, 
2012 and had five series:  

 
Series A: $26.3 million in Tax-Exempt Bonds sold in a negotiated sale with first 

priority to Maryland citizens  
Series B: $478.7 million in Tax-Exempt Bonds sold in a competitive sale 

primarily to institutions 
Series C: $23.0 million in Taxable Bonds 
Series D: $15.2 million of Qualified Zone Academy Bonds (QZABs) 
Series E: $183.8 million of Tax-Exempt Refunding Bonds 

 
 The Series A and Series B bonds provided $525.0 million, at a historically low 
TIC of 2.19%, to finance investments in capital projects that benefit communities throughout 
the State.  The Series D QZABs were taxable bonds with a 100% direct interest subsidy 
from the US Treasury.  The refunding bonds saved taxpayers $16.0 million in interest 
costs. 
 
Closed Financing – Leases 
 

The Capital Lease-Financing Program allows State agencies to acquire equipment 
and pay for those items over a three, five, or ten year time frame.  Between July 1, 2012 
and November 30, 2012, $0.74 million in capital equipment was leased by State agencies 
through the State Treasurer’s Office.  On December 14, 2012, the State Treasurer’s 
Office will finalize the financing of another equipment lease totaling $0.24 million. 

 
The Treasurer’s Office also finances Energy Performance Leases in cooperation 

with the Department of General Services (DGS), providing funding for energy 
conservation at State facilities. The program finances significant up-front investments in 
conservation projects; the lease is paid using the savings in operating costs.  No energy 
leases were financed between July 1, 2012 and November 30, 2012.  

 

http://www.treasurer.state.md.us/�
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2013 Financing Plans 
 
The next general obligation tax-exempt financing, projected to total 

approximately $500 million, is planned for early March 2013.  In light of reduced retail 
demand for the State’s bonds due to the current low interest rate environment, the State 
Treasurer’s Office does not expect to offer a retail component for this sale.  Throughout 
the year, the Office monitors interest rates to gauge refunding opportunities that meet 
present value savings criteria in debt policy. If these benchmarks are met, refunding 
bonds could also be issued in March.   

 
Status of the Annuity Bond Fund 
 

Debt service on General Obligation Bonds is paid from the Annuity Bond Fund 
(ABF) and the primary source of revenue for this fund is real property tax receipts. The 
Capital Debt Affordability Committee’s 2012 Report updated projections for the Annuity 
Bond Fund after the issuance of the 2012 Second Series Bonds. A General Fund subsidy 
is projected beginning in fiscal year 2014, assuming current property tax rates of 11.2 
cents per $100 of assessed value of real property other than that of public utilities and 28 
cents per $100 of assessed value of real property of public utilities are not changed and 
other assumptions, including no bond premiums, remain as currently projected. Please 
refer to the 2012 CDAC report for projections. 
 
Capital Debt Affordability Committee (CDAC) 

 
The 2012 Capital Debt Affordability Report and the 2012 meeting materials are 

available on the State Treasurer’s website at 
http://www.treasurer.state.md.us/debtmanagement/cdac-reports.aspx 
 
General Obligation Recommendation 
 

The Committee met on October 1, 2012 and considered a recommendation to 
increase the authorization assumption projected in the 2011 CDAC Report by $150 
million. The Committee thus approved a total of $1,075 million for new general 
obligation authorizations by the 2013 General Assembly to support the fiscal year 2014 
capital program.  The vote was 4-1, with the Comptroller voting against the proposed 
amount and advocating no change to the original $925 million planning assumption.   

 
In addition to determining and recommending a prudent affordable authorization 

level for the coming year, the Committee also sets out planning assumptions for the DBM 
and DLS to use in the capital program planning process. The Committee’s adopted 
planning assumptions for future authorizations assume nearly level authorizations 
through fiscal year 2017 of between $1,085 million and $1,105 million. In fiscal year 
2018, the projected authorization is $1,200 million and it increases by approximately 3% 
through 2022. With these authorization levels, the debt affordability ratios remain within 
the CDAC benchmarks of 4% debt outstanding to personal income and 8% debt service 
to revenues.  The affordability analysis presented at the Committee’s meetings indicates 
that the Committee’s projection of General Obligation Bond authorizations will continue 

http://www.treasurer.state.md.us/debtmanagement/cdac-reports.aspx�
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to be affordable (within debt guidelines) going into the future. Debt outstanding peaks at 
3.46% of personal income in fiscal year 2014 and is at 2.94% in fiscal year 2022. Debt 
service increases annually to 7.62% of revenues in fiscal year 2018 but declines to 7.15% 
in fiscal year 2022. 

 
The Committee recognizes that there are multiple annual authorization levels and 

patterns that would result in adherence to the benchmarks, depending on future levels of 
personal income and State revenue. The Committee's planning assumptions for future 
authorizations will be reviewed in preparation for the 2013 report in light of updated 
revenue and personal income projections and authorization levels may be adjusted to 
adhere to these affordability benchmarks. 

 
Academic Facilities Bonds Recommendation 

 
Based on its review of the condition of State debt in light of the debt affordability 

guidelines, the Committee therefore, recommended a limit of $32.0 million for new 
academic facilities bonds for the University System of Maryland for fiscal year 2014. The 
Committee did not receive any requests for new issuances for Morgan State University, 
St. Mary’s College of Maryland and Baltimore City Community College and therefore 
made no recommendations for these institutions. 

 
 

BANKING SERVICES DIVISION 
 

The primary mission of the Banking Services Division (BSD) is to manage and 
control relationships with vendors providing banking services for the State of Maryland, 
to anticipate agency banking requirements and respond timely to agency requests.  

The Division is directly responsible for managing the banking needs for all 
agencies of the State. Over the past six months, BSD continued to be actively involved in 
the conversion of lockbox processing to the new statewide lockbox provider, Citibank 
N.A. The first two agencies, the Comptroller’s Revenue Administration Division and the 
Department of Labor, Licensing and Regulation’s Contributions Division, have 
implemented lock boxes with Citibank.  These two agencies represent approximately 
60% of total statewide lockbox volume.  Utilizing Citibank’s enhanced imaging 
capabilities and on-line, real-time access; both agencies anticipate a significant decrease 
in the amount of “exception” processing.  Agency personnel will now be able to review, 
research, and resolve most exception items on-line.  The result will be faster processing 
of exception deposits and reduced paper flow between the lockbox provider and agencies.  
The remaining 24 agencies will be converted by February 2013.  
 

Banking Services continues to ensure the accurate and timely recordation of State 
funds and the reconciliation of the State’s bank accounts to the State’s R*STARS 
accounting system. The Division must account for the receipt of all warranted deposits 
and the disbursement of all warranted payments. To meet these responsibilities, a 
comprehensive daily cash reconciliation is performed which allows Banking Services to 
proactively resolve agency banking issues. Even as the volume of transactions has 
increased, the processes and controls developed by BSD continue to result in a timely, 
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accurate, and well documented reconciliation of the State’s cash accounts. For FY 2013, 
total cash receipts and disbursements each exceeded $105 billion through October 31st 
and the State’s bank accounts continued to be reconciled to the penny on a daily basis to 
the State’s general ledger.  

In addition to the reconciliation duties, the Division performs daily operational 
functions that are critical to the movement of funds into and out of the State’s bank 
accounts and to the recordation of these transactions in R*STARS. These include:  

• Processing the drawdown of funds from federal programs and grants  
• Initiating Fed wire payments  
• Managing foreign currency transactions 
• Processing check stop payments, cancellations and reissues 
• Initiating replacement checks for failed ACH payments 
• Providing transaction research assistance to State agencies 
• Managing the Unpresented and Undeliverable Check Funds 
• Recordation in R*STARS of all bank adjustments 
• Maintenance of tables to allow for accurate posting of electronic receipts 
 
During the past six months, BSD worked with several agencies in streamlining 

their receivables collection processes through implementation of the Bank of America 
Payment Collection Gateway (PCG) service. 

 
Banking Services continued to work with the Department of Information 

Technology (DoIT) and NIC USA (NIC), on the implementation of self-funded 
eGovernment applications using a centralized web portal.   

 
The Division is assisting the Comptroller’s Revenue Administration Division 

(RAD) in implementing Bank of America Image Cash Letter (ICL) Service.  The ICL 
service will allow RAD to deposit tax check receipts via transmission of an image file vs. 
the physical delivery of paper checks to the bank.  Once completed, this service will 
result in faster availability of funds and a reduction in armored courier fees. 

 
Another responsibility of the Division is to ensure protection of all State funds on 

deposit with financial institutions through monitoring of bank account and collateral 
balances. Utilizing the Treasurer’s Bank Account Information System (TBAIS), Banking 
Services monitors over 1,800 agency bank accounts at 23 financial institutions.  Total 
posted collateral as of October 31, 2012 was $355 million. 

 
The Banking Services Division continues to serve as the State’s authority for the 

development, control and maintenance of statewide policies and procedures for banking 
products and services.  We continually strive to stay at the forefront of changes in 
banking products and services offered in the financial industry.  The Division will 
continue to explore new financial products and improved data delivery methods that will 
increase its capabilities to provide efficient, cost-saving, banking services to Maryland 
State agencies. 
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INSURANCE DIVISION 
 

The Insurance Division is responsible for administering the State’s Insurance 
Program which is comprised of both commercial and self-insurance.  Commercial 
insurance policies are procured to cover catastrophic property and liability losses, and 
other obligations derived from State contracts, statutes and regulations.  Among the 
several exposures covered by commercial policies are State maintained toll bridges, 
tunnels and roads, the Baltimore Washington International Thurgood Marshall Airport, 
the Port of Baltimore, Maryland Transit Administration liability, assorted professional 
liability exposures, and student athlete accident insurance. The State self-insures a 
significant portion of its exposures and maintains the State Insurance Trust Fund to pay 
claims and the costs associated with handling those claims.  Self-insurance coverage 
includes State-owned real and personal property, vehicles, and liability claims covered 
under the Maryland Tort Claims Act.  
 

The Insurance Division is comprised of three units: Underwriting, Loss 
Prevention, and Claims. The Division’s goal is to provide statewide risk management 
through loss protection (Underwriting), loss control (Loss Prevention), and loss 
restoration (Claims and Tort Litigation). 
 

Underwriting 
 
The Insurance Division procures broker services for the purchase of commercial 

insurance to protect the State Insurance Trust Fund from catastrophic loss, to meet 
statutory or regulatory requirements, and for compliance with agencies’ contractual 
agreements. Underwriting highlights for the past six months include the following:  

 
The Maryland Transit Administration (MTA) coverage for physical damage of the 

bus and mobility fleets renewed effective July 1, 2012. After the broker approached five 
insurance companies, only the State’s current carrier, Philadelphia, offered a quote. 
Philadelphia reduced its rate by 19.6%. The expiring premium was $111,500 and the 
renewal premium was $98,181, which saved MTA $13,319. 

 
MTA’s property coverage for rail cars was renewed effective July 1, 2012.  Three 

quotes were received, including one from the incumbent carrier, Ace. The values were up 
45%, and Ace reduced their rate 36.4%, with improved coverage. The expiring 
premium was $662,856, and coverage was renewed for $618,284, which saved MTA 
$44,572.  

 
MTA’s liability renewal was effective July 1, 2012. The broker had warned that 

the insurance carriers were seeking rate increases in addition to a ridership increase 
estimated at 15-20%. The broker provided us with two quotes: one quote from Lexington 
and the other quote from Queens Island. The Queens Island quote was $292,967 lower 
than Lexington’s which resulted in an overall savings of $20,216. 
  

The Maryland Aviation Administration (MAA) airport liability renewal effective 
August 15, 2012, for Baltimore Washington International Thurgood Marshall (BWI) and 
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Martin Airports was renewed with the incumbent carrier, Ace. The broker approached 
several carriers but all declined to provide a quote because of the incumbent’s 
competitive pricing. In spite of BWI’s growth, their losses have been low. Ace reduced 
the expiring premium (including the broker fee) of $345,003 to $339,202, which saved 
MAA approximately 2%, or $5,801. Ace also continued to offer a plan that may return 
some premium to MAA after expiration if the losses remain low.  

 
The statewide boiler and machinery coverage was renewed effective September 

30, 2012. We reviewed quotes received from Zurich, our incumbent carrier, and from 
CNA.  Our loss experience is poor mainly due to two large losses for which the 
incumbent paid over $5.2 million.  Even though CNA quoted a lower premium, Zurich 
included 20 days of infrared testing, a service that is valued at $21,000.  These services 
are critical in preventing future State losses.  Zurich also increased limits on several 
coverages.  In addition, when asked to lower their premium to make their pricing more 
competitive with CNA, Zurich readily complied by decreasing their premium by more 
than $48,000.  Zurich was awarded the renewal.  With an expiring premium of $360,688 
and a renewal premium of $352,897, the overall savings for the State is $7,791. 

 
The Maryland Port Administration (MPA) has a policy for the owned cranes that 

renewed on November 25, 2012. The broker was able to obtain two quotes which were 
from Travelers, and the incumbent carrier Ace. The Port crane values were down 9.7%.  
In a market where rate increases are averaging 10-15%, the incumbent carrier took only a 
2.7% rate increase. The decrease in crane values offset the premium increase.  The 
expiring premium dropped from $139,691 to $129,614, which saved MPA $10,077.   

  
The Treasurer’s Office buys three separate terrorism policies. One is for State-

owned buildings and contents, another provides increased limits of coverage on our toll 
facilities, and the third provides a $1,000,000 limit for chemical, biological, nuclear, and 
radiological coverage. In spite of the increasing threat of terrorist activities, increased 
values by 14.8%, and with the broadest coverage available, these three policies were 
renewed at a lower premium saving the State $4,000.  
 

The Maryland Transportation Authority (MDTA) has a liability policy for the toll 
bridges, tunnels, and the new Inter-County Connector (ICC). The October 17, 2012 
renewal exposures increased because of the extension of the ICC since the last renewal. 
More broker competition resulted in a reduced broker fee which offset some of the 
increase in the premium due to the ICC extension. The expiring premium and broker fee 
was $499,667. The coverage was renewed at $511,717. 

  
The Underwriting Unit frequently addresses agencies’ commercial and self-insurance 

questions. The Unit has met with several agencies on specific issues during the first half 
of FY 2013.  Below are highlights of some of the issues that were addressed. 

 
• The Underwriting Unit held a meeting on August 15, 2012, with our contact from 

the Maryland Port Administration (MPA), our insurance broker, and the insurance 
carrier, in advance of the January 2013 renewal. Discussions included a review of 
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open claims, operational changes expected at the Port and loss control services 
offered by the insurance carrier.  
 

• On August 22, 2012, a meeting was held at MTA to include two representatives 
from our insurance broker, nine representatives from various divisions of the 
MTA, and the Insurance Division’s underwriting and Claims Managers.  The 
meeting’s purpose was to review the unique commercial liability coverage form 
and the loss reporting requirements (with updated 2012/13 contacts), and to 
discuss what was needed to maintain the limits of liability if all or a portion of the 
limits were exhausted. We held two subsequent conference calls with MTA, the 
insurance broker, and the Underwriting Manager to answer questions emanating 
from the earlier meeting which proved to be very productive, and provided the 
basis for establishing regularly scheduled meetings between the Division and 
MTA.  
 

• The Underwriting Unit met with the insurance broker and a representative from 
the new primary insurance carrier for the MTA liability, Queens Island. The 
meeting was held as an introduction to the new carrier, and to clarify a few issues 
arising from the July 1, 2012 renewal.  

 
• The Underwriting Manager worked with the Department of Budget and 

Management on an Invitation For Bid for “Specimen Collection” services. The 
Manager offered advice on recommended coverages and the minimum limits of 
insurance DBM should consider. Recommendations and input were also obtained 
from the liability broker.    

 
• The Treasurer has awarded a new Liability Broker Services Contract- Category A, 

to procure liability coverage for Maryland Public Television (MPT).  The 
Underwriting Manager arranged a meeting with MPT’s Vice President and CFO 
and two members of the newly contracted broker service to discuss MPT’s 
operations, and to tour the Owings Mills facility. The meeting was very 
informative and timely for the new broker as they were working on two renewals 
at the time. 
 

• The Underwriting Unit worked with the Procurement Officer to release two 
Broker Services RFPs. One RFP was for three liability contracts.  The other RFP 
was for the auto contract. All four contracts have been awarded. 
 
Claims 
 
The Insurance Division’s Claims Unit investigates and resolves liability claims 

filed under the Maryland Tort Claims Act, Md State Gov’t Code Ann. §12-101 et seq. 
The Unit also handles claims for damage to State-owned property arising from sudden 
and accidental perils such as collision and comprehensive losses to autos, and a number 
of other perils such as fire, hail, lightning and wind which may cause damage to State 
structures, equipment and contents.  
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Maryland weathers the storms 
  
 Derecho 
 

On June 29, 2012, one of the most destructive complexes of thunderstorms in 
memory, known as a derecho, swept through Maryland bringing with it wind gusts of 60-
80 mph.  Although the storm wreaked havoc across the State, the damage sustained to 
State-owned property was relatively minor by comparison.  The Department of General 
Services, Public Safety and Correctional Services, Maryland Aviation Administration, 
University of Maryland College Park and the State Highway Administration suffered 
damage to several structures.  The State Highway Administration suffered the most costly 
loss as a result of a lightning strike during the storm at the LaVale facility in Western 
Maryland.  The cost to repair the facility’s boiler and other equipment is estimated at over 
$300,000.  Damages to all of the agencies total approximately $650,000. 
 
 Hurricane Sandy 
 

On October 29, 2012, Hurricane Sandy slammed into the Mid-Atlantic and left a 
path of destruction as the 1,000 mile-wide storm moved inland and up the coast.  Sandy, 
which has been called “historic”, left over 7 million without power including thousands 
in Maryland.   
 

In the days leading up to the arrival of the storm, the National Weather Service 
predicted that Sandy would have a devastating impact on the Mid Atlantic and 
Northeastern coastal areas.  The Loss Prevention Manager provided State agency risk 
managers, plant and facility managers and insurance coordinators with helpful 
information including steps to take in preparation for the storm’s arrival.  The 
Underwriting Manager manned the dedicated emergency contact phone with all of the 
State’s insurance resources at the ready.  Miraculously, during the weekend prior to the 
storm and over the two days Sandy hovered over Maryland before moving north, no 
emergency calls were received.  After the State resumed its normal operations, the 
Claims Manager followed up with several agencies including the colleges and 
universities as well as DGS, BWI Marshall Airport, and other agencies located in areas 
likely affected by the storm.  Preliminary reports indicate that State property was left 
largely unscathed.  Most of the damage reported was comprised of leaking roofs, 
damaged walls and flooring, downed canopies, awnings, siding and trees. The single 
largest loss at the time of this report was a flood in the University of Maryland Eastern 
Shore’s boiler room which had damaged a significant amount of equipment, including the 
boiler itself.  The Division will continue to monitor the storm’s impact to State-owned 
property over the next several weeks and will begin the process adjusting the agencies’ 
claims. 
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Highest Single Subrogation Recovery on Record 
 

Over two years ago, on June 28, 2010, a fire broke out in the Health Sciences 
Building on the campus of the University of Maryland at Baltimore.  As a result, a highly 
specialized piece of research equipment, known as a spectrometer, was damaged.  The 
replacement cost of the equipment was valued at over $3 million.  The State is self-
insured for $2.5 million.  The State’s commercial carrier insured the amount in excess of 
the State’s self-insurance.   
 

The preliminary investigation revealed that the cause of the fire may have been 
due to the equipment’s design.  The equipment’s manufacturer and distributor were 
immediately notified of the State’s intent to pursue a claim to recover the damages to the 
fullest extent under Maryland law.  The Insurance Division’s adjuster, the Office of the 
Attorney General, and the commercial carrier worked together to evaluate the facts and 
determine the chances for recovery.  After several months of fact-finding, the team 
provided evidence that convinced the manufacturer and distributor that a speedy 
settlement was a far better alternative to protracted and costly litigation.  In August 2012, 
the Treasurer’s Office received a payment of $316,054, the market value of the damaged 
equipment.  The claim settlement represents the Division’s highest single subrogation 
recovery on record.  
 
Continuing Outreach 
 

The Department of General Services, Lease Compliance Division, held a seminar 
on September 12, 2012 which featured the Insurance Division.  The Division’s Claims 
Manager presented the benefits and services provided by the Division to over 40 
participants from several State agencies.  The presentation included discussion on 
coverage, claim filing, loss prevention and litigation.  
 
Tort Litigation Management  
  

The Litigation Manager works closely with the Office of the Attorney General to 
proactively resolve cases in litigation.  The Litigation Manager investigates, evaluates 
and extends settlement authority to the Assistant Attorneys General on behalf of the 
Treasurer.  In cases valued over $100,000, the Litigation Manager briefs the Insurance 
Review Committee which is comprised of the Chief Deputy Treasurer, the Supervising 
Tort Attorney, and other stakeholders.  The Litigation Manager also attends settlement 
conferences and other court mandated activities. The Litigation Manager provides 
feedback to adjusters on investigations and provides updates on the status of certain 
litigation claims of interest. 

 
The Tort Unit handles a rolling docket of approximately 120 litigation claims. 

The Litigation Manager actively monitors trial verdicts and appeals and assesses the 
potential impact on the State Insurance Trust Fund. The Litigation Manager also analyzes 
the data in order to track the litigation outcomes. The disposition of the cases disposed of 
between July 1, 2012 and November 5, 2012, is noted in the following table:  
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Disposition Reason or Method Count 

Dismissal 

Motions granted 3 
Notice of claim not provided  0 

State not served 0 
Non – State  1 

Voluntary w/o prejudice 0 
Voluntary w/prejudice 2 

Verdict Adverse 1 
State 3 

Settlement 

Pre trial settlement  7 
Pre trial settlement conference 2 

Mediation 0 
Settlement at trial 0 

Post trial settlement 0 
Total Cases Closed as of Nov. 5, 2012 19 

            
Loss Prevention 
 

The aim of loss prevention is to help State agencies develop specific action plans 
and safety practices to mitigate or eliminate State agencies’ most frequent or severe 
sources of preventable losses. 
 

Annually, the Loss Prevention Unit conducts a comprehensive review of 
numerous State agencies’ loss histories to identify problem areas and to help agencies 
with high severity and/or frequency claims take corrective measures.  These efforts are 
expected to significantly reduce loss frequency and the severity of damage sustained to 
State-owned buildings and contents. 
 
Property Loss Control Surveys 
 

In August and September 2012, property loss control engineering inspections 
were conducted for the Maryland Military Department (Fifth Regiment Armory), 
Department of General Services (Herbert O’Conor Building), University of Maryland 
College Park (McKeldin Library), and Maryland Aviation Administration (BWI 
Thurgood Marshall Airport). Other inspections slated for inspection this fiscal year 
include, the Department of Public Safety and Correctional Services (Eastern Correctional 
Institute), the Department of Health and Mental Hygiene (Western Medical Hospital 
Center), the Maryland Military Department (Camp Fretterd Military Reservation), the 
University of Maryland Baltimore School of Medicine (Dental School and Frank Bressler 
Research Building), and the University of Maryland Baltimore County (Albin Kuhn 
Library).  
 

The intent of the inspections is to identify property exposures and provide 
solutions to mitigate exposures, which may be the result of deficiencies in fire protection, 
construction or special hazard protection. The inspection also includes a review of the 
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loss prevention programs, such as emergency response, impairment handling, fire 
protection testing and maintenance, as well as contingency planning.  
 

Upon receipt of the engineering reports, the Loss Prevention Manger and the 
respective agency stakeholders will have an opportunity to review the reports and provide 
comments and or develop actions plans in response to improvement recommendations 
offered by our excess commercial property insurance carrier, Lexington Insurance 
Company. 
 
Fleet Safety Assessment 
 

In September, the Risk Control Consultant from Travelers Insurance Company, the 
State’s auto insurance carrier for the Maryland Port Administration (MPA), and the Loss 
Prevention Manager met with the MPA Risk Management Officer to conduct a fleet safety 
assessment. The meeting entailed a review of the auto safety policies and procedures, i.e., 
driver qualification processes, screenings, fleet maintenance and records.  Results of the 
assessment have been shared with MPA for appropriate action. 
 
Loss Analysis 
 

An analysis of annual losses is near completion for all State agencies. Upon 
completion of the initial review, further examination will be conducted to identify 
agencies with high frequency and severity losses. The Loss Prevention Manager will 
meet with the risk management representatives for these agencies to discuss loss 
prevention and reduction activities to mitigate future losses. 
 

 
INFORMATION TECHNOLOGY DIVISION 

 
The Information Technology (IT) Division provides a platform of integrated 

systems that include midrange, server, and web based hardware that host customized and 
industry standard applications and communications that support the State Treasurer’s 
Office’s (STO) operations. 

 
Over the last six months, the IT Division worked with the Office’s Divisions and 

our State agency clients to support many changes and upgrades. Services provided to 
state agencies include:  electronic funds transfer, check printing, positive pay and account 
reconciliation process services for the Comptroller’s Office, the State Retirement System, 
as well as the Department of Human Resources. 

 
The Division is receiving more requests from agencies to receive deposit and 

adjusting entries via an electronic file that can be read into their systems in order to 
streamline their reconciliation process.  To meet this need, IT is expanding our list of 
transmission options to include secure email, Open SSH and Secure FTP.  These new 
alternatives will satisfy two current agency requests for such options, and will now give 
many of the State agencies the option of receiving files that can serve as input to an 
automated reconciliation process, regardless of their hardware platform.  
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The IT Division is currently testing same day processing of the paid check file 
versus the current nightly batch method.  This change will update the paid check data one 
day sooner, which will benefit everyone’s reconciliation and offer even better protection 
against fraudulent checks. 

The IT Division continued to enhance and support the Banking Services 
Division’s - Treasury Bank Account Information System (TBAIS).  The TBAIS system 
tracks account approval requests, routes them to GAD and Banking Services for 
approval, and generates up-to-date reporting and management of agency bank accounts.   
Recent enhancements include conversion and upload of agency collateral data, upload of 
new agency survey data, creation of a TBAIS Snapshot Report of current account 
statistics, ability to enter or change notes linked to the account, and the development of a 
new program to allow global changes to bank name and account when bank mergers 
occur.  Additional features and functions will continue to be added over the next year. 

Other IT projects include the addition of R*STARS agency codes to the Monthly 
Investment Balance reporting and a new Automated Loss Report process was designed 
for the Budget Management and Accounting Division.  We are in the final testing phase 
of new programming that will link new check numbers issued from the Unpresented and 
Undeliverable Funds to the original check numbers.  Since the data will be populated in 
R*STARS, agencies will have the ability to lookup the checks status themselves and not 
have to contact the Treasurer’s Office to obtain this information. 

The Network Services staff maintained support of all network, firewall, email, 
web, file and application server hardware and software for the agency. Additional 
responsibilities include maintaining reliable PC hardware and software built via a 
standard image. This standard provides the staff with the ability to utilize automated 
scripts for the deployment of security, anti-virus and application patches. They also 
support custom software utilized within the agency, including, but not limited to, Mun-
ease, SunGard, LAS (Leave Accounting System), M&T Check Viewer, Matter Tracker, 
PTX Viewer, Rumba, J-Walk, NGS Query, Org Plus and the entire MS Office Suite 
including MS Project.  Recent accomplishments include: maintaining excellent uptime 
despite several hardware failures; migrated the web server to new hardware; and began 
rollout of new antivirus/security software with improved protection capabilities (based on 
heuristics and file reputation data).  

 
 As noted in the opening section of this Report, present revenue and market 
conditions continue to impact the operations and achievements of the State Treasurer’s 
Office in many ways.  The Treasurer appreciates the opportunity to provide this report 
to the Legislative Policy Committee on a regular schedule.  A copy of this report is also 
available on the State Treasurer’s website:  www.treasurer.state.md.us.   If the 
Committee or its members would care to pursue further these or other STO 
developments, or any other aspects of the Treasurer’s activities, please call the 
Treasurer at (410) 260-7160 or Chief Deputy Treasurer, Bernadette T. Benik at (410) 
260-7390. 
 

http://www.treasurer.state.md.us/�
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SUBSTANTIVE CHANGES 
 

SUBTITLE 4. COMPUTERS AND RELATED EQUIPMENT 
 
3-407.1 
 
(A) BLACKBERRY DEVICES AND SMART PHONES: 
 

(1) BLACKBERRY/SMART PHONE DEVICES AND THE RELATED 
CELL PLANS ARE TO BE PROCURED DIRECTLY BY THE 
MEMBER.  EXCEPT AS PROVIDED IN SUB-SECTION (2) BELOW, 
THE COSTS ASSOCIATED WITH PURCHASING EITHER 
BLACKBERRY/SMART PHONE DEVICES OR THE RELATED 
CELL PLANS ARE NOT REIMBURSABLE TO THE MEMBER. 

 
(2) THE MGA WILL PROVIDE REIMBURSEMENT TO THE MEMBER, 

FOR THE ACTUAL MONTHLY COSTS INCURRED FOR THE DATA 
PORTION OF THE PLAN (WHICH ALLOWS LEGISLATIVE 
EMAIL, CALENDAR AND CONTACT SYNCHRONIZATION WITH 
THE MGA FACILITIES) UP TO A MAXIMUM OF $50/MONTH. 

 
(3) ALL INCLUSIVE PLANS THAT DO NOT SEPARATE OUT THE 

DATA CHARGE WILL BE REIMBURSED AT 40% OF THE TOTAL 
PLAN COST, UP TO THE MAXIMUM OF $50/MONTH. 

 
(4) REIMBURSEMENTS MADE UNDER THIS SECTION ARE SUBJECT 

TO THE GENERAL PROVISIONS SET FORTH IN SECTION 3-102(F) 
OF THE GUIDELINES FOR COMPENSATION AND EXPENSES FOR 
LEGISLATORS, AND ACCORDINGLY WILL BE CHARGED TO THE 
MEMBER’S DISTRICT OFFICE ALLOWANCE. 

 
 
 

 
 
 
 
 
 
 
 



NON-SUBSTANTIVE CHANGES 
 

SUBTITLE 6. MISCELLANEOUS 
 
 
3-601. UNAUTHORIZED USES OF DISTRICT OFFICE EXPENSE 
FUNDS  
 
 (a) Travel. 
 

A member may not use the member's allowance for any travel. 
A request for reimbursement for travel expenses from the 
member's allowance will be denied by the presiding officers. 

 
 (b) Unauthorized purchases. 
 

Purchase of the following items for use in an office from the 
member's  
allowance is prohibited: 

 
  (1) Picture framing. 
 
  (2) Art work such as photographs, oil paintings, watercolors, 

etchings, sculpture, and carvings. 
 
  (3) Decorator objects such as fancy ashtrays, personalized 

desktop items, live flowers or plants, artificial or dried 
floral or plant arrangements, carpeting, rugs, curtains, 
draperies, window treatments, and wall hangings. 

 
  (4) Small personal items such as pins, tie tacks, desk flags, 

etc. The only flags members may purchase using district 
office allowance funds are Maryland flags that measure 
either 3' x 5' or 4’ x 6’.  

 
(5) Refrigerators, MICROWAVE OVENS, sofas, and air 

conditioners. 
 
  (6) Cameras and/or film. 



 
 (c) Contribution to non-profit organizations and charitable causes    
  prohibited. 
 

A member may not use the member’s allowance to provide a 
financial benefit to a non-profit organization or other charitable 
cause, whether by direct monetary contribution or by payment 
to a consultant to perform work on an organization’s behalf. 
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 (a) Travel. 
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request for reimbursement for travel expenses from the member's 
allowance will be denied by the presiding officers. 

 
 (b) Unauthorized purchases. 
 

Purchase of the following items for use in an office from the member's  
allowance is prohibited: 

 
  (1) Picture framing. 
 
  (2) Art work such as photographs, oil paintings, watercolors, 

etchings, sculpture, and carvings. 
 
  (3) Decorator objects such as fancy ashtrays, personalized desktop 
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  (5) Refrigerators, MICROWAVE OVENS, sofas, and air 

 conditioners. 
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A member may not use the member’s allowance to provide a financial 



benefit to a non-profit organization or other charitable cause, whether 
by direct monetary contribution or by payment to a consultant to 
perform work on an organization’s behalf. 
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Maryland General Assembly 
Personnel Guidelines 

Summary of Major Changes (11/29/12) 
 
 
 

1. Page 14 – Added after-tax Roth options to Deferred Compensation 
2. Page 15 – Revised the age that a dependent can be eligible for health 

benefits to age 26 
3. Page 16 – updated Retirement section to include the Employees’ Reformed 

Contributory Pension Benefit for employees hired on or after July 1, 2011 
4. Page 20 – Moved ‘A. Legislative Session Closings’ to ‘Security and 

Emergency Procedures, p. 30, 4. Emergency Release/Closing’; provided 
contact information for weather-related closing instead of stating that 
‘General Assembly never closes’. 

5. Page 21 – Corrected the official name of the holiday  
6. Page 22 – clarification to comp leave 
7. Page 30 - Added First Aid Kit information 
8. Page 34 - Termination with Prejudice – new policy (Ch. 381/12) 
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I.  INTRODUCTION 
 
 These Maryland General Assembly Personnel Guidelines have been prepared as an 
introduction to the personnel policies and procedures of the Maryland General Assembly and are 
to be used as a resource by the Maryland General Assembly staff when they have questions 
about the personnel practices and procedures of the General Assembly.  These Guidelines have 
been adopted by the Legislative Policy Committee of the Maryland General Assembly and 
remain in effect until amended or repealed.  
 
 The information contained in these Guidelines applies only to legislative employees of 
the Maryland General Assembly.  These Guidelines are presented as a matter of information 
only and are not, nor are they intended to be, a contract between the General Assembly 
and any employee.  This handbook is a summary compiled for the convenience of 
legislative employees.  The President and Speaker have the final authority to implement, 
administer, and enforce these Guidelines, may review any personnel decision made by a 
member, and reserve the right to respond to specific situations in the manner that best 
serves the Maryland General Assembly. 
 
 Please read these Guidelines carefully and keep them available for future reference.  One 
of your responsibilities as an employee is to be familiar with the contents of these Guidelines. 
  
 If you have any questions about these Guidelines, contact the Human Resources Office in 
Room 311 of the Legislative Services Building. 
 
 Please note that these Guidelines are not all inclusive.  From time to time, there will be 
changes to them.  The Maryland General Assembly reserves the right to change any of its 
policies, including those covered here, at any time.  These Guidelines supersede all previous 
Maryland General Assembly Personnel Guidelines.   
 
 It is the policy of the Maryland General Assembly that all personnel practices will be 
made and administered on the basis of merit without regard to age, ancestry, color, creed, marital 
status, national origin, race, religious affiliation, belief or opinion, sex or sexual orientation, 
or mental or physical disability.  Consideration will be given to providing reasonable 
accommodation of disabilities requested by persons who are able to perform the essential 
functions of the position. 
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II. DEFINITIONS 
 
In these Guidelines, the following words have the meanings indicated: 
 
A. Benefited Full-time Legislative Employee:  an employee who works for the Maryland 
General Assembly, is employed on a year-round basis with a normal workweek consisting of 
five (5) days of at least forty (40) work hours, receives benefits and is certified as a Benefited 
Full-time Legislative Employee by the Presiding Officer(s) pursuant to these Guidelines.  Except 
as otherwise indicated, the term also includes legislative employees in positions to which they 
are directly appointed by the Presiding Officer(s).  These employees are paid on the regular 
payroll of the State of Maryland. 
 
B. Benefited Part-time Legislative Employees:  an employee of the Maryland General 
Assembly who is not certified as a Benefited Full-time Legislative Employee but who works at 
least 130 days per year with work hours totaling at least 1040, receives benefits, and is certified 
as a Benefited Part-time Legislative Employee by the Presiding Officer(s) pursuant to these 
Guidelines.  These employees are paid on the regular payroll of the State of Maryland. 
 
C. Certification:  approval given by the Presiding Officer(s) to hire a legislative employee and 
place that employee on the payroll of the Maryland General Assembly. 
 
D. Contractual Employee:  a legislative employee who does not receive subsidized health or 
retirement benefits and is hired for a short-term project or specific period of time and whose 
salary is paid out of member account funds or Maryland General Assembly funds. 
 
E. Department of Legislative Services (DLS):  the nonpartisan, professional staff agency to the 
General Assembly, which, for the most part, is housed in the Legislative Services Building.  The 
Human Resources Office and the Finance and Administrative Services Office are part of this 
Department. 
 
F. Desk Officers:  officers appointed by the President of the Senate of Maryland and the Speaker 
of the House; sworn to perform the necessary services to assist legislators in the accomplishment 
of their responsibilities in the respective Houses. 
 
G. Finance and Administrative Services (FAS):  a part of the Department of Legislative 
Services with offices located on the third floor of the Legislative Services Building, responsible 
for all financial services in the Department and the General Assembly, including accounts 
payable and receivable, budgeting, fiscal planning and reporting, procurement, facilities 
management, and telecommunications.  The office is also responsible for mail pickup and 
delivery and distribution of legislative bills, hearing schedules, and other legislative documents, 
as well as a subscription mailing service, a customer “bin” pickup service, and a centralized FAX 
service. 
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H. Guidelines:  these Maryland General Assembly Personnel Guidelines. 
 
I. Human Resources Office (HR):  a part of the Department of Legislative Services with offices 
located on the third floor of the Legislative Services Building, responsible for personnel 
activities for the employees of the Department and for the Maryland General Assembly.  Specific 
functions include recruitment, retirement, training and orientation, benefits coordination, records 
processing, payroll, and related activities required to maintain personnel services.  This unit also 
coordinates the General Assembly’s page and intern programs, which provide opportunities for 
students from Maryland high schools and colleges to participate in the work of the legislature.   
 
J. Legislative Employee:  a person who is employed by the Maryland General Assembly and 
whose position is funded in the annual General Assembly budget or by a legislator from his or 
her member account or by any combination of these funding sources.  For purposes of these 
Guidelines, this term does not include students in the Intern and Page Programs, persons 
employed by the Department of Legislative Services (DLS), or employees working on a contract 
basis for a member of the Maryland General Assembly. 
 
K. Legislator:  any Senator or Delegate who has been sworn in as a member of the Maryland 
General Assembly and is currently serving in office. 
 
L. Maryland General Assembly (MGA):  the Legislative Branch of State Government which 
comprises the Senate and the House of Delegates. 
 
M. Member:  a Legislator currently serving in the Senate of Maryland or the House of 
Delegates. 
 
N. Member Account:  the funds allocated for each member of the Maryland General Assembly 
in the annual budget.  A member may use these funds to maintain an office in that member’s 
district and for any other expenses that are authorized pursuant to the “Guidelines for 
Compensation and Expenses for Legislators.” 
 
O. Presiding Officer(s):  the President of the Senate and the Speaker of the House of Delegates. 
 
P. President:  the Presiding Officer of the Senate of Maryland. 
 
Q. Speaker:  the Presiding Officer of the House of Delegates of Maryland. 
 
R. Supervising Member(s):  any legislator(s), other than the Presiding Officer(s), who is 
responsible for recommending the appointment or dismissal of a legislative employee and who 
supervises the performance of duties by that legislative employee.  A supervising member may 
delegate this authority to a staff person. 
 
S. Temporary Employee:  a legislative employee who is not certified as either a Benefited Full-
time or Benefited Part-time employee; who is hired for a short-term project or specific period of 
time; and whose salary is paid out of member account funds or Maryland General Assembly 
funds on the contractual payroll of the State of Maryland. 
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III.   EMPLOYMENT POLICIES 
 
 State legislatures are unique and have developed over time to reflect the needs, 
experience, and expectations of their constituents.  Because of this culture, job descriptions for 
positions in the Maryland General Assembly are broad and varied.  Members are permitted to 
hire staff to meet their needs, both in the district office and the Annapolis office.  The range of 
skills and the volume of work varies with the individual member, reflective of the citizen 
legislature created by the Maryland Constitution. 
 
A. Employment “At-Will”   
 
 All positions in the General Assembly are “at-will” positions.  Neither employer nor 
employee has a contractual agreement with each other.  Employment may be terminated at 
any time without cause and without prior notice.  The needs of the Maryland General 
Assembly typically fluctuate, both seasonally and as a consequence of election results.  
Continued employment of any Maryland General Assembly employee is also contingent 
upon the employee’s job performance, budgetary requirements, and the continuing service 
of the supervising member(s).    
 
B. Employment of Relatives  
 
 A member is prohibited from employing for legislative business his or her own relatives 
or the relatives of another member from the same legislative district, if the employee is paid from 
State funds over which the member has direct control, unless the person is needed to assist a 
legislator who has a physical impairment. 
 
C. Certification of Benefited Positions 
  
 Certain positions for legislative employees shall be as specified in the State budget and 
approved by the Maryland General Assembly.  Other benefited full-time or benefited part-time 
positions that are funded to any extent from a member account may be established with the 
written approval of the Presiding Officer.  To be considered, the Presiding Officer must receive 
these requests in writing from the member or members whose accounts will be affected by the 
establishment of the new position. The Human Resources Office is responsible for retaining all 
certifications of employment. 
 
D. Authorization to Hire 
 
 Members must provide written authorization to the Human Resources Office to 
place an employee on the payroll.  The authorization must indicate whether the position is 
a benefited or non-benefited position.  All newly hired benefited full-time and benefited part-
time employees must appear in the Human Resources Office in Annapolis to process 
employment forms and to be placed on the payroll before commencing work.  All new 
employees, benefited or non-benefited, are required by Federal regulation to file a W-4 form (tax 
obligation) and an I-9 form (Employment Eligibility Verification) at the time of employment.  
Under the Immigration Reform and Control Act of November 6, 1986, employers are required to 
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verify that all new employees are either United States citizens or aliens authorized to work in the 
United States.  Consistent with this law, employment in the Maryland General Assembly will be 
contingent upon the completion of the I-9 form and the ability to provide the necessary 
documents of citizenship and work authorization. 
 
 A person may not receive subsidized health or retirement benefits through the Maryland 
General Assembly unless the person is a benefited full-time or a benefited part-time employee.  
A person hired to perform consulting services on a temporary basis for a member may not 
receive benefits or use Maryland General Assembly resources.  Short-term employees are not 
eligible for benefits.  Benefited full-time or benefited part-time positions may be available in 
leadership offices and administrative offices of the Senate or House, Senate and House 
committees, delegations, and member offices.  
 

Two or more members of the House of Delegates may employ a benefited full-time or 
benefited part-time employee only if:  

  
• The members are elected to represent the same Legislative District or 
 they share the same office suite or district office; and 
• Each member agrees to pay the employee the same daily rate. 
 

 In a gubernatorial election year, the Finance and Administrative Services office reserves 
one-half of each member’s district office funds pending the outcome of the election.  If an 
employing member does not return in office, employment of the member’s staff is terminated on 
December 31 of the election year.   
 
E. Position Responsibilities 
 
 Due to the number of offices and differences in the legislative districts, there are no 
standard job descriptions.  For guidance, job titles and duties are listed below: 
 
Receptionist/Legislative Clerk 
 
 Employees in these positions perform basic legislative and clerical functions.  
  
 Job Duties: 
 

• Greet the general public and other staff and assist them with their 
questions or concerns 

• Perform basic computer functions  
• Perform standard office duties 
• Answer and direct telephone calls to appropriate persons; take accurate 

messages 
• Open and sort mail 
• Prepare sign-up sheets for bills scheduled for hearing 
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• Receive and distribute testimony for bill hearings 
• Duplicate materials as needed 
• Make and label bill files 
• File copies of bill testimony and other legislative materials 
• Provide backup assistance to other staff 
• Perform other duties as required 
 

 
Legislative Secretary  
 
 This intermediate-level position requires more advanced legislative and technical skills.  
Employees in these positions must have excellent writing skills to compose testimony and 
prepare speeches. 
 
 Job Duties:   

 
• Perform legislative clerk responsibilities 
• Perform advanced computer functions 
• Record data on legislation and amendments 
• Maintain supervising member’s calendar, schedules, appointments and 

meetings 
• Compose correspondence and prepares for signature 
• Respond to constituent inquiries 
• Track pending legislation for supervising member(s) 
• Prepare resolutions 
• Attend hearings for member 
• Prepare position letters for member 
• Perform more complex duties as required 

 
 
Committee Assistant 
 

This advanced legislative position requires a high level of legislative and technical skills.  
Committee assistants are administrators to the full committee and any subcommittees created by 
the legislature.  The committee assistants work very closely with Committee Chairs, Senators, 
Delegates, and Department of Legislative Services’ analysts assigned to the committee and with 
staff to other committee members.  Staff will work comprehensively with the MAPPER 
computer system. 
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Job Duties: 
 
• Perform general office duties with proficiency 
• Assist in hiring, training, and assigning work to support staff 
• Track and maintain accurate priority actions for member/committee 

analyst 
• Prepare research and compile information for legislation 
• Review legislative initiatives and assess the impact of proposed 

legislation 
• Manage and resolve constituent issues  
• Correspond with general public and various government agencies 
• File amendments  
• Attend legislative hearings, record votes, and keep hearings running 

smoothly 
• Perform legislative duties as assigned by chairman 

 
 
Administrative Aide 
 
 These advanced legislative positions require a thorough understanding of the legislative 
environment and advanced knowledge of the legislative process.  Employees in these positions 
need exceptional problem-solving skills and the ability to work cooperatively with composure 
under time constraints, as well as respond to the multiple demands of legislative staff, the public, 
and other individuals.  Administrative aides work very closely with Committee Chairs, Senators, 
Delegates, and Department of Legislative Services’ analysts assigned to the committee and with 
staff to other committee members. 
 
 Job Duties: 
 

• Perform legislative secretarial duties 
• Interview, hire, train, and assign work to support staff 
• Plan and arrange committee meetings/hearings, including committee site 

visits and retreats (if assigned to a committee) 
• Prepare research and compile information on legislation 
• Review legislative initiatives to assess the impact of proposed 

legislation 
• Manage and resolve constituent issues  
• Correspond with constituents and government agencies 
• Perform other duties as required 
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IV. SALARY POLICIES 
 
A. Benefited Employees 
 
 To qualify as a benefited full-time employee, employees must work the following 
schedule: 
 

• 260 days per year or 100% on an annual basis, 5 days per week, 8 hours per day 
 
 To qualify as a benefited part-time employee, employees must work the following 
schedule:   
 

• 130 days per year or 50% on an annual basis with a minimum of 40% (2 days per 
week) during the legislative interim 
 

 To ensure proper payroll reporting, the supervising member must submit, in writing, to 
the Human Resources Office the planned session and interim work schedule for part-time 
employees. 
  
B. Funding  
  
 Salaries for legislative employees are funded through: 
 

• the Maryland General Assembly budget process for Maryland General 
Assembly-funded employees, or  

 
• the member account for member-funded employees  

 
 MGA-funded benefited employees are funded in the annual budget.  The salary for each 
newly hired Maryland General Assembly-funded employee is approved by the respective 
Presiding Officer upon submission of a request from the supervising member.  Salary increases 
for these positions are granted solely at the discretion of the Presiding Officer(s) and increases 
are generally considered during the annual budget cycle.  These employees may not receive cash 
payment for any time worked in excess of an 8-hour day or a 40-hour week; however, they may 
earn compensatory leave for extra hours worked in accordance with compensatory leave policy 
(see page 21 - Compensatory Leave section). 
 
 Member-funded benefited employees are funded through a member account.  The salary 
of a newly hired member-funded employee is set by the supervising member(s) after determining 
that funds are available in the member account.  Any additional increases are granted at the 
discretion of that member.  The employee may receive payment for additional full days (an 
8-hour day) worked only if: 
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• the supervising member notes and initials to approve extra days worked on the 
employee timesheet for the period and the Finance and Administrative Services 
Office certifies that sufficient funds are available in the member account. 

   
 A request for additional compensation must be submitted to the Human Resources Office 
within two pay periods of the extra days worked.  Member-funded benefited employees may 
receive cash payment for extra days worked for the current pay period or two prior pay 
periods only.  Employees may not receive bonus payments.  Pay increases may, at times, be 
subject to the approval of the Presiding Officers.   
 
 MGA-funded temporary session employees are paid a per diem rate.  However, those 
who work during the legislative session may be authorized by the Presiding Officer(s) to receive 
cash payment for extra days worked immediately preceding and immediately following the 
Legislative Session.  Due to the irregular schedule and workload of the Maryland General 
Assembly, legislative employees are occasionally expected to work extended hours during 
session without additional compensation. 
 
C. Time Records  
  
 All benefited employees and certain non-benefited employees, as directed by the Human 
Resources Office, shall complete and submit bi-weekly timesheets to the Human Resources 
Office following the pay period closing date.  It is each employee’s responsibility to assure that 
timesheets are completed accurately and honestly and submitted to the Human Resources Office.  
Failure to do so in a timely manner may result in loss of leave and benefits.  Employees shall 
not prepare or sign timesheets for other employees.  Misrepresentation on a timesheet of 
the amount of time worked is a serious matter, which may result in disciplinary or legal 
action. 
  
 Each timesheet must be approved by the supervising member(s) or by the designee of the 
Presiding Officer(s).  Signature stamps and signatures other than those of the authorized persons 
mentioned above are not acceptable.  Members or supervisors may not sign blank timesheets in 
advance of the time worked. 
 
 During the interim, employees who work in Annapolis may have their timesheets 
approved by a staff person designated by the Speaker or President when the supervising member 
is not available.   
 
 When completing timesheets, hours must be reported in not less than half hour 
increments.  For example, employees may register 5.5 hours (five and one half hours), but not 
5.3 hours. 
 
 A sample timesheet is included on page 33 of these guidelines. 
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D. No Bonus Payments 
 
 Legislative employees may not receive bonus payments from any legislative funding 
source at any time. 
 
E. Pay Schedule 
 
 Legislative employees are paid bi-weekly (every two weeks).  A bi-weekly payroll runs 
from Wednesday through the second following Tuesday. 
 

Salary checks are mailed to the employee’s address on file with the Human Resources 
Office the week following the pay period closing date.  A schedule of pay dates is available from 
the Human Resources Office.  Employees should advise the Human Resources Office of any 
change in address.  

 
F. Direct Deposit of Pay 
 
 Direct deposit of payroll checks to a checking account or other banking account is 
standard for all legislative employees.  Each new employee must complete a direct deposit form, 
which is available from the Human Resources Office.   
 
 Upon submission of the direct deposit form to the Central Payroll Bureau, enrollment 
may take up to six weeks to process.  According to Central Payroll Bureau procedures, 
employees enrolled in the direct deposit program who are making a change in banking 
institutions will receive a paycheck before direct deposit to the new institution is initiated. 
 
G. Payroll Online Service Center (POSC) 
 
 The Comptroller’s Office and the Central Payroll Bureau administer the Payroll Online 
Service Center (POSC).  Employees enrolled in POSC can access their pay stub information 
electronically by visiting http://compnet.comp.state.md.us/cpb.  Employees who do not have 
access to a personal computer and printer should notify the Human Resources Office.  This 
application provides employees with the following online services in addition to the web only 
access: 
 

• Online pay stub history (12 rolling months) 
• Up to 5 years history of year-end pay stub information 
• View and print up to 3 years of W-2 information 
• Address update capability 
• Direct deposit update capability 
• W-4 withholding changes 

 
 
 

http://compnet.comp.state.md.us/cpb�
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 First time users must execute the “sign up” process through the POSC website.  Some 
personalized data and unique information found on the most recent pay stub will be required.  
Pay stub information received within the last 8 weeks may be used.  New employees must 
receive their first paycheck before enrolling.  This process will help you generate a “logon ID 
and password” that will be used each subsequent time you access the POSC. 
 
 A copy of any change made on POSC must be submitted to the Human Resources Office. 
 
H. Payroll Deductions 
 
 Various payroll deductions are made each payday to comply with federal and State laws 
pertaining to taxes, insurance, and pension contributions.  Payroll deductions are taken in a 
priority order: 
 

• FICA 
• Federal taxes 
• State taxes 
• Conditions of employment deductions, such as retirement 
• Mandated deductions 
• Health insurance deductions 
• Voluntary deductions 

 
 Employees will be supplied with a wage and tax statement (form W-2) for each calendar 
year.  This statement summarizes individual income and deductions for the year.  Questions 
regarding these forms and deductions should be directed to the Human Resources Office. 
 
I. Lost Paychecks 
 
 If a paycheck is lost or misplaced, the Human Resources Office should be notified if it 
has not appeared after 5 business days.  A replacement check may take up to 10 business days to 
be issued. 
 
J. Travel Reimbursement 
  
 Generally, legislative employees are not compensated or reimbursed for travel expenses, 
including mileage, lodging, and food expenses incurred in the performance of their duties.  
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V.  BENEFITS AND SERVICES1

 
 

A. Summary/General/Overview  
 
Benefit Benefited F/T or P/T Session or Temporary 

Legislative Employees 
   
COBRA Eligible If currently receiving 

unsubsidized benefits 
   
Credit Union (SECU) Eligible Eligible 
   
Deferred Compensation Eligible Eligible 401(k) and 457 

but not for State match 
   
Health Benefits/ 
Flexible Spending Accounts 
 

Eligible and subsidized May purchase health 
benefits but must pay full 

cost plus administrative fee 
   
Leave   (see Section VI) 2 Eligible  Not Eligible 
   
Parking--Free Naval Academy  Eligible Eligible 
     Stadium and shuttle 
 

  

Pension System Eligible Not Eligible 
   
Social Security Eligible Eligible 
   
Unemployment Insurance Eligible Eligible 
   
Workers’ Compensation Eligible Eligible 
  
 

A brief description of each of the above-referenced benefits and/or services can be found 
on the pages following this chart.  Contact the Human Resources Office, ext. 5120, for more 
specific information. 

 
 The existence of these employee benefits and plans, in and of themselves, does not 
signify that an employee will be employed for the requisite time necessary to qualify for these 
benefits and plans.   

                                                           
 1 A person performing consulting services on a contractual basis for a member or legislative 
office is not an employee of the Maryland General Assembly and may not receive any employee benefits. 
 
 2 Because the duties of desk officers are performed primarily during the legislative session, 
desk officers do not accrue leave. 
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B. Consolidated Omnibus Budget Reconciliation Act (COBRA) 
 
 If an employee leaves the General Assembly, certain health benefits may be continued 
under Federal COBRA regulations. The total cost of the benefits plus an administrative fee must 
be paid by the former employee. The State Health Benefits Office will bill the former employee 
directly. Applications for COBRA coverage are available from the Human Resources Office. 
 

Information on COBRA benefits is available from the Human Resources Office. 
 
C. Credit Union 
 
 Legislative employees are eligible to join the State Employees Credit Union of Maryland. 
Services include savings and checking accounts, loan privileges, IRAs, and payroll deductions 
for checking, savings, and loan repayments. 
 
D. Deferred Compensation - 401(k) and 457 
 
 The Maryland Supplemental Retirement Plans are provided by the State of Maryland as 
an employee benefit available for voluntary participation. These voluntary plans permit eligible 
employees to defer a limited amount of earnings on a pre-tax basis to a savings plan allowed by 
Sections 401(k) and 457 of the Internal Revenue Code. ALSO, AFTER-TAX ROTH 401(K) 
AND 457 OPTIONS ARE AVAILABLE. These plans are offered through Nationwide 
Retirement Solutions (NRS), a private financial investment company. 
 
 A representative of NRS provides individual employee consultations in Annapolis 
periodically. The Human Resources Office notifies employees of the consultation dates and 
schedules meetings for interested employees. 
 
 For a period of time, the State has matched the contributions of a benefited employee 
enrolled in the employee Deferred Compensation plans up to a maximum as provided in the 
annual State budget. Members of the Maryland General Assembly and temporary employees 
who join the Deferred Compensation plans are not eligible for a match, if any is approved in the 
annual State budget.  
 
E. Health Benefits 
 
 The Maryland General Assembly participates in the State employee and retiree health and 
welfare benefits program. Accordingly, the Maryland General Assembly provides the same 
package of subsidized employee benefit programs for eligible benefited employees as the State 
provides to Executive Branch employees. Through participation in this plan, the General 
Assembly provides eligible employees the opportunity to enroll in a variety of benefits through a 
cafeteria plan under the IRS Code, Section 125, allowing pre-tax premium deductions in the 
program and tax-free state subsidies.  Under this program, the State pays a portion of the health 
benefit cost for medical (vision), dental, and prescription plans for eligible employees. It also 
provides the benefit of group rates for term life insurance, long term care insurance, and 
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accidental death and dismemberment insurance.  A pre-tax Day Care and Health Care Spending 
Account may also be established.  A full description of eligibility, benefits, and coverage can be 
found in the State’s Guide to Health Benefits, which can be found at 
http://dbm.maryland.gov/benefits. 
 
 Temporary and contractual legislative employees are not eligible for subsidized benefits 
but may participate in the following plans, provided the employee pays an administrative fee 
plus the full cost of the premiums: 
 

• Medical plan (including vision) 
• Prescription plan 
• Dental plan 
• Accidental death and dismemberment insurance 
• Life insurance. 

 
 New employees have 60 days to enroll in the benefits program. Changes can be made 
only during annual open enrollment periods, usually during the spring of the year. However, 
changes in family status (marriage, divorce, birth/adoption of a child, loss of a dependent, 
termination of spouse’s employment) may be made within 60 days of this qualifying event.  
 
 Dependent unmarried children of an employee may be covered on the employee’s 
benefits coverage through the end of the month in which they reach age 25 26.  Effective July 1, 
2011, that coverage will be extended until the dependent child reaches age 26.  Student 
certification is not required.  Dependent unmarried children, incapable of self-support because of 
a mental or physical capacity that began before age 25, will be allowed to continue on the 
coverage beyond the month in which the child turns 25. DISABILITY CERTIFICATION IS 
REQUIRED TO COVER CHILDREN BEYOND AGE 26. 
 
 Employees will be required to provide verification for all dependents to be enrolled in the 
plan.  An AFFIDAVIT FOR DEPENDENT ELIGIBILITY AND TAX STATUS must be 
completed. 
 
 Periodically, the State negotiates changes to the benefits package.  Consequently, the 
benefits offered by the Maryland General Assembly are subject to change.  Benefits become 
effective on the date covered by the first payroll deduction.  Deductions for all flexible benefit 
plans are taken out of employees’ paychecks for 24 bi-weekly periods each calendar year.   
 
 For more information about benefit plans or to obtain forms, contact the benefits 
coordinator in the Human Resources Office or visit the Department of Budget and 
Management’s website at www.dbm.maryland.gov, click on Health Benefits. 
 
F. Parking 
 
 Free parking at the Navy Marine Corps Memorial Stadium and shuttle service to the 
legislative complex are available to Maryland General Assembly employees in the Annapolis 

http://dbm.maryland.gov/benefits�
http://www.dbm.maryland.gov/�
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area.  For further information, contact the Parking Coordinator in the offices of the President of 
the Senate (ext. 3700) or the Speaker of the House (ext. 3392), as appropriate. 
 
G. Pension System 
 
 Benefited legislative employees hired after January 1, 1980, become members of the 
State Employee Pension System.  Legislation in 2006 created a new component of the State 
Employees’ Pension System:  the Alternate Contributory Pension Selection Plan.  Employees are 
required to make mandatory contributions.  As of July 1, 2008, the annual contribution is 5% of 
earnable compensation.  Contributions are automatically deducted for active State employees. 
 
 After five years of eligibility service in the pension system, an employee becomes vested.  
When a vested employee leaves State service, accumulated benefits are protected, provided the 
member does not withdraw his or her accumulated contributions.  When an employee retires 
from State service, benefits will be paid based on accrued service years and/or age or both. 
 
 REGULAR EMPLOYEES EMPLOYED BY THE STATE PRIOR TO 1980 
QUALIFY FOR BENEFITS UNDER THE STATE EMPLOYEES’ RETIREMENT 
SYSTEM, IF THEY REMAINED IN THE SYSTEM. 
 
 ALL REGULAR EMPLOYEES HIRED AFTER JANUARY 1, 1980 BECOME 
MEMBERS OF THE STATE EMPLOYEES’ PENSION SYSTEM. FROM TIME TO 
TIME, THE GENERAL ASSEMBLY MAY ENACT LEGISLATION CHANGING THE 
RETIREMENT AND PENSION SYSTEMS OF THE STATE. LEGISLATION IN 2006 
CREATED A NEW COMPONENT OF THE STATE EMPLOYEES’ PENSION 
SYSTEM: THE ALTERNATE CONTRIBUTORY PENSION SELECTION PLAN.  
EMPLOYEES ARE REQUIRED TO MAKE MANDATORY CONTRIBUTIONS.  AS OF 
JULY 1, 2011, THE ANNUAL EMPLOYEE CONTRIBUTION IS 7% OF EARNABLE 
ANNUAL COMPENSATION.  CONTRIBUTIONS ARE AUTOMATICALLY 
DEDUCTED FOR ACTIVE STATE EMPLOYEES. 
 
 EMPLOYEES HIRED ON OR AFTER JULY 1, 2011 ARE SUBJECT TO THE 
EMPLOYEES’ REFORMED CONTRIBUTORY PENSION BENEFIT. THE 
FOLLOWING CHART PROVIDES YOU A SUMMARY OF THE MAJOR CHANGES 
ENACTED BY THE BUDGET FINANCING AND RECONCILIATION ACT OF 2011. 
THIS SUMMARY APPLIES GENERALLY BUT MAY NOT ADDRESS EVERY 
CHANGE OR EVERY SITUATION.  IF YOU ARE NOT SURE WHICH SYSTEM OR 
BENEFIT APPLIES TO YOU, PLEASE CONTACT THE STATE RETIREMENT 
AGENCY DIRECTLY. YOU MAY ALSO REFER TO YOUR ANNUAL PERSONAL 
STATEMENT OF BENEFITS THAT IS MAILED TO YOUR HOME ADDRESS 
ANNUALLY. 
 
 CURRENT MEMBERS AT JUNE 

30, 2011 
EMPLOYEES HIRED ON OR 
AFTER JULY 1, 2011 

ANNUAL 
EMPLOYEE 

7% OF EARNABLE 
COMPENSATION 

7% OF EARNABLE 
COMPENSATION 
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CONTRIBUTION 
AVERAGE 
FINAL 
COMPENSATION 

AVERAGE OF THE 3 HIGHEST 
CONSECUTIVE YEARS 

AVERAGE OF THE 5 HIGHEST 
CONSECUTIVE YEARS 

NORMAL 
SERVICE 
RETIREMENT 

30 ELIGIBILITY SERVICE YEARS 
OR AGE 62 WITH 5 YEARS; 
AGE 63 WITH 4 YEARS; 
AGE 64 WITH 3 YEARS; OR 
AGE 65 OR OLDER WITH 2 
YEARS. 

THE RULE OF 90 (SUM OF AGE 
AND ELIGIBILITY SERVICE 
YEARS) 
OR 
AGE 65 WITH 10 ELIGIBILITY 
SERVICE YEARS 

EARLY SERVICE 
RETIREMENT 

AGE 55 WITH 15 ELIGIBILITY 
SERVICE YEARS 

AGE 60 WITH 15 ELIGIBILITY 
SERVICE YEARS 

VESTING 5 ELIGIBILITY SERVICE YEARS 10 ELIGIBILITY SERVICE YEARS 
 
 
 
COST OF LIVING 
ADJUSTMENT 
(COLA) 

 
 
 
FOR CREDIT EARNED BEFORE 
JULY 1, 2011:   
ANNUAL RETIREE COLA 
LINKED 
TO CONSUMER PRICE INDEX 
(CPI) 
WITH A CAP OF 3% PER YEAR 
 
FOR CREDIT EARNED ON OR 
AFTER JULY 1, 2011: 
 
COLA REMAINS LINKED TO CPI 
BUT CAPPED AT: 
2.5% IF ASSUMED RATE OF 
RETURN FOR INVESTMENTS* IN 
PRIOR CALENDAR YEAR IS 
ACHIEVED. 
1% IF INVESTMENT TARGET 
NOT MET 
 
*CURRENTLY 7.75% 

 
 
 
COLA REMAINS LINKED TO CPI 
BUT CAPPED AT: 
2.5% IF ASSUMED RATE OF 
RETURN FOR INVESTMENTS* IN 
PRIOR CALENDAR YEAR IS 
ACHIEVED. 
1% IF INVESTMENT TARGET 
NOT MET 
 
*CURRENTLY 7.75% 

 
 
 Note:  Eligibility service determines when you qualify for a retirement benefit; and 
creditable service, along with your age, determines the amount of your retirement benefit.  As a 
member of the pension system, you earn service credit toward your retirement based on actual 
time worked.  All employees are advised to request an application for an estimate of service 
retirement allowances 12 months prior to a planned retirement date and consult with Human 
Resources regarding the impact of terminating on other benefits such as health insurance.   
 
 The retirement benefits package includes a death benefit equal to one year’s salary plus 
contributions with accumulated interest payable to a designated beneficiary.  An employee must 
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have been a member of the employee retirement or pension system for one year in order to 
qualify.  Employees are advised to keep their beneficiary designation current. 
 
 From time to time, the General Assembly may enact legislation changing the Retirement 
and Pension Systems of the State. More specific information on retirement is available from 
the benefits coordinator in the Human Resources Office or you may refer to the State Retirement 
Agency website at www.sra.state.md.us.  
  
 
H. Social Security 
 
 All employees are covered by the Social Security Act (FICA).  A required percentage of 
employee compensation is deducted from the employee’s earnings to pay the employee’s portion 
of this protection.  The Maryland General Assembly pays matching premiums for each 
employee.  The plan provides Social Security retirement benefits, as well as disability, death, 
survivor, and Medicare benefits. 
    
I. Unemployment Insurance 
  
 The Unemployment Insurance program is funded entirely by employers in the State of 
Maryland.  The program provides certain weekly benefits if employees become unemployed 
through no fault of their own or due to circumstances described in the law. 
  

As noted in Section V - Benefits and Services, legislative employees are covered under 
the provisions of the unemployment law.  The Unemployment Benefits Office verifies dates of 
employment with the General Assembly prior to approving a claim.  Employees should verify 
dates of employment, on file in the Human Resources Office, prior to filing an unemployment 
claim.  Employees are reminded that filing a claim for unemployment for the same period of 
time for which they are paid by the Maryland General Assembly is fraudulent. 
  
J. Workers’ Compensation 
 
 An employee who sustains an accidental personal injury arising out of and in the course 
of the performance of his or her job duties may be covered under the Workers’ Compensation 
Law.  The injured employee, or an individual acting on the injured employee’s behalf, must 
provide notice of the accident to the Human Resources Office promptly after the accident occurs.  
A representative from the Human Resources Office will file an Employer’s First Report of Injury 
with the Injured Workers’ Insurance Fund (IWIF) and the Workers’ Compensation Commission 
after receipt of the notice of injury.  Based on the accident report filed, the Workers’ 
Compensation Commission determines whether or not the injury is compensable.  If the 
Workers’ Compensation Commission makes a determination of a compensable injury, medical 
bills will be paid by IWIF.   

http://www.sra.state.md.us/�
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VI. LEAVE POLICIES 
 

Non-benefited legislative employees and desk officers are not eligible to earn paid leave. 
Approval of the supervising member is required prior to taking leave of any type, except 
UNFORESEEN sick leave. Leave is not approved during the legislative session for employees 
in the Annapolis offices, except as authorized by the supervising member. ADDITIONALLY, 
DURING THE LEGISLATIVE SESSION, THE GENERAL ASSEMBLY DOES NOT 
CLOSE FOR HOLIDAYS AND HOLIDAY LEAVE IS NOT GRANTED.  

 
Benefited employees are eligible for leave as noted in the following sections. 

  
A. Legislative Session Closings 
 
 During the legislative session, the General Assembly does not close for holidays or 
inclement weather.  State announcements of Executive Department closures do not apply to the 
Maryland General Assembly.  When the State announces a liberal leave policy, they are advising 
Executive Department employees that they may charge leave if they are unable to get to work.  
However, during the legislative session, Maryland General Assembly employees are considered 
essential employees, and are expected to be present if they can manage to arrive safely.  When 
anticipating severe weather, an employee is expected to consider alternative accommodations to 
ensure the ability to be at work. Employees should maintain contact with their supervising 
member(s) for direction.  Employees who are not able to come to work on their normal workday 
because of inclement weather will be charged an earned leave day. 
 
B. Leave With Pay 
 

1. Annual Leave 
 
 Annual leave is earned based on the percentage of time worked (for leave-earning 
purposes, refer to the chart on page 34).  All employees must receive prior approval from their 
supervising member before using annual leave. 
 
 Benefited employees accumulate annual leave on a bi-weekly basis.  A maximum of 
75 days may be carried forward at the end of each calendar year.  The official end of the calendar 
year is determined by statute, regulation, or agency ruling and may not necessarily coincide with 
December 31 of each year.   
 
  If a legislative employee transfers to another State agency, earned annual leave is 
generally transferred to the new agency.  Upon separation from State service, an employee will 
be paid for accumulated and unused annual leave not exceeding 50 days of the total that were 
accrued at the end of the previous calendar year plus any unused annual leave that is earned 
during the year in which the employee leaves State service.  Upon leaving the General 
Assembly, the possible maximum payout for annual leave is 75 days.  Timesheets must be 
current for the employee to receive an annual leave payout. 
 
 Newly hired benefited employees who have performed prior Maryland General Assembly 
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contractual service within the last four years may receive credit for up to six months of service 
only for leave earning purposes.  This credit will be pro-rated based on number of hours worked.  
 

2. Personal Leave 
          
 Benefited employees are eligible for personal leave.  Personal leave days are granted at 
the beginning of each calendar year.  Use of personal leave must be approved in advance by the 
supervising member(s).  Any personal leave not used by the end of the calendar year is lost.  The 
official end of the calendar year is determined by statute, regulation, or agency ruling and may 
not necessarily coincide with December 31 of each year.  Upon termination of service, there is 
no payment for unused personal leave. 
 
 Employees are granted personal leave based on their date of entry at the following rates:  
 

•  Full-time benefited employees receive 6 personal leave days per year  
• Newly hired full-time benefited employees hired between January 1 and June 30 

receive 6 personal leave days 
•  Newly hired full-time benefited employees hired between July 1 and 

 December 31 receive 3 personal leave days 
•  Part-time benefited employees receive 4 personal leave days per year  
•  Newly hired part-time benefited employees hired between January 1 and  

 June 30 receive 4 personal leave days 
• Newly hired part-time benefited employees hired between July 1 and 

December 31 receive 2 personal leave days   
  

3. Holidays 
 
 Benefited full-time employees are entitled to the holidays authorized by State law for 
State employees.  However, due to the extraordinary and irregular schedule of the General 
Assembly during session, the General Assembly does not close.  Employees will be required to 
accept a compensatory day of leave in lieu of taking the holiday on the actual day designated. 
 
 The official State holidays are as follows: 
 
New Year’s Day Labor Day Day after Thanksgiving 
Martin Luther King, Jr. Day Columbus Day AMERICAN INDIAN HERITAGE 

DAY 
Presidents’ Day *General Election Day Christmas Day 
Memorial Day Veterans’ Day  
Independence Day Thanksgiving Day  
 
Subject to the conditions set forth above, benefited part-time legislative employees are entitled 
to seven (eight in a general election year) of the State holidays, as indicated below: 
 
New Year’s Day Labor Day Day after Thanksgiving  
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Memorial Day *General Election Day AMERICAN INDIAN HERITAGE 
DAY 

Independence Day Thanksgiving Day Christmas Day 
   
*includes gubernatorial and presidential elections 

4. Compensatory Leave 
 
 Due to the extraordinary and irregular schedule of the General Assembly, legislative 
employees are expected, especially during session, to work extended hours without additional 
compensation.  Legislative employees do not qualify for overtime payments.  Additional hours 
worked beyond those comprising a normal workday and workweek earn no credit for annual 
leave, sick leave, nor do they serve to qualify one as a benefited full-time or benefited part-time 
legislative employee, or for any other benefit.     
 
 Legislative employees do not automatically become entitled to compensatory leave for 
excess hours worked.  At the discretion of the supervising member(s) or, if none, the Presiding 
Officer(s), benefited full-time and benefited part-time employees may be granted compensatory 
leave for excess time worked ON AN HOUR FOR HOUR BASIS.  
 
 Compensatory leave may be granted only if consistent with the work requirements of the 
office and must be indicated on the employee’s timesheet for the period involved and certified by 
the signature(s) of the supervising member(s) or, if none, the Presiding Officer(s).  Timesheets 
must be filed with and maintained by the Human Resources Office.  Compensatory time 
must be used within one year of the date earned.  Compensatory time may be granted as follows: 
 

• If the employee is required to work on a Saturday, Sunday, or State holiday to 
which he or she is entitled; or 

 
• If the employee is required to work for an extended period beyond the 8 hour day 

(not to include lunch) for 30 minutes or more on a business day. 
 
 Upon separation from the General Assembly, unused compensatory leave will be 
forfeited. 
  

5. Sick Leave 
 
 Sick leave is earned based on the percentage of time worked (for leave-earning purposes, 
refer to the chart on page 34). 
 
 Employees may use sick leave for their own illness or disability, for the illness or 
disability of a member of their immediate family, for the birth or adoption of a child or for a 
death in their immediate family (known as bereavement leave).  For a list of immediate family 
members, see Bereavement Leave section below.  Use of sick leave may require verification by a 
physician. 
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 Sick leave is a valuable benefit earned by employees to be used for illness or injury.  It 
should not be used as a substitute for other types of leave. 
   
 
 

6. Bereavement Leave (Sick Leave Charge)  
 
 With the approval of the supervising member(s), benefited employees may use a 
maximum of five days of available sick leave in the event of the death of the following 
immediate family members: 
 

• Spouse 
• Child or spouse of child or legal ward 
• Parent, step parent, or foster parent of employee or spouse 
• Brother or sister of employee or spouse 
• Grandparent or grandchild of employee or spouse 
• Legal guardian or former legal guardian 
• Other relative living as a member of the employee’s household  

 
 With approval of the supervising member(s), benefited employees may use a maximum 
of one day of available sick leave in the event of the death of the following relatives: 
 

• Aunt or uncle of employee or spouse 
• Nephew or niece of employee or spouse 
  
7. Jury Duty 

 
 Benefited employees may serve on a jury without loss of earnings or leave.  Normal 
earnings will be paid by the Maryland General Assembly for the period of jury service.  
Employees called for jury duty should advise their supervising member(s) promptly after 
receiving notification to appear.  Employees may also use court/jury summons leave if they are 
summoned for a court appearance when they are not a party to an action or a paid witness.  Upon 
completion of service, a jury confirmation form supplied by the court must be attached to the 
time sheet submitted for that pay period.  Employees should code the time as “jury leave” when 
completing timesheets. 
   

8. Military Leave 
 
 A legislative employee who is a member of the National Guard or the military reserve 
may receive up to 15 days military leave annually.  Documentation is required to be granted this 
leave. 
 

9. Religious Observance 
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 Benefited employees may use annual leave, personal leave, or compensatory leave for 
religious observances, with prior notification to their supervising member(s). 
 
 
 

10. LIBERAL LEAVE 
 

LIBERAL LEAVE IS A CHARGEABLE ANNUAL, PERSONAL, OR 
COMPENSATORY LEAVE. IT IS UNSCHEDULED LEAVE WHICH MAY ONLY BE 
USED IN CERTAIN EMERGENCY SITUATIONS AND ONLY AFTER IT IS 
AUTHORIZED BY THE PRESIDING OFFICERS. 

 
B. Approved Leave of Absence Without Pay 

 
 A leave of absence without pay may be granted at the discretion of the President or 
Speaker to eligible employees to maintain continuity of service in instances where unusual or 
unavoidable circumstances require prolonged absence or in accordance with federal or State law. 
  
 In order to maintain pension service credit, the leave must be for a reason acceptable to 
the State Retirement System.  Currently those reasons are personal illness, maternity/paternity, 
adoption, career-related study, government-sponsored or subsidized employment, or service in a 
professional organization.  If the employee takes an unpaid leave of absence for reasons other 
than those noted above, active membership in the State Retirement System ceases and accrued 
service credit may be affected.   
  
 An employee requesting a leave of absence without pay must put the request in writing to 
the supervising member.  The request and the recommendation of the supervising member will 
be forwarded to the President or Speaker for consideration.  If the request is approved, the 
employee must complete an application to be placed on a qualifying leave of absence (State 
Retirement Agency form 46 (available from the Human Resources Office) and submit it to the 
Human Resources Office prior to beginning the leave. 
 
 The employee may be eligible to be rehired to the same or a comparable position, if such 
a position is available.  Note that this benefit allows the employee to continue to earn service 
credit and protects the employee’s survivor benefit during the period of leave, not to last longer 
than 2 years.  There is no guarantee that a position will be available after the period of leave.   
 
 An employee who applies to return from leave of absence and is rehired must repay any 
required payroll contributions to the retirement system, plus interest, in order to be eligible for 
retirement credit for the period of absence.  In order to receive credit for the period, the 
employee must file a request to purchase prior service (State Retirement Agency form 26) with 
the Human Resources Office. 
 
 Human Resources will notify the State Retirement Agency for an employee who is 
rehired on a regular or contractual basis when returning to work.  The benefits provided under 
the leave of absence agreement will end at that time.  The State Retirement System should be 
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consulted directly regarding service credit. 
 
 For further information about benefits while on approved leave of absence, employees 
should contact the Human Resources Office. 
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VII.  ON THE JOB/STANDARDS OF CONDUCT 
 
A. Ethics Code 
 
 All legislative employees fall under the provisions of the State Ethics Law, which is 
administered by the State Ethics Commission.  Be sure you read and understand the State Ethics 
Commission Summary (Attachment A).  Violations of the State Ethics Law may lead to 
disciplinary action or civil or criminal sanctions.  Questions may be addressed to the State Ethics 
Commission.  The ethics counsel of the Maryland General Assembly represents only the 
members of the General Assembly and not staff. 
 
B. Code of Conduct 
 
 Every legislative employee is important to the overall successful operation of the 
Maryland General Assembly.  Employees are expected to conduct themselves in a manner that 
assures an orderly and positive work environment for themselves, their co-workers, and the 
public. 
 
  The National Conference of State Legislatures (NCSL), of which Maryland is a member, 
has developed a “Model Code of Conduct for Legislative Staff.”  This document is included as a 
resource for all legislative employees (Attachment B).  You should read this booklet and become 
familiar with the standards of conduct as set forth in the “Model Code.”  It sets the tone by which 
legislative employees should conduct themselves as employees with the Maryland General 
Assembly.  
 
C. Confidentiality  
 
 Disclosure of confidential information is governed by the State Ethics Law and Maryland 
General Assembly policy.  Legislative employees may have access to confidential information 
concerning internal General Assembly activities or personal or constituent matters.  Confidential 
information should not be discussed with any unauthorized person.  Legislative employees 
should not divulge confidential information concerning Maryland General Assembly members or 
other legislative employees to which they may be privileged.  Staff is not authorized, unless 
authorized by supervising member, to give comment to press.  
 
 If there is a question about whether a matter is confidential or whether a person is 
authorized to receive the information, a legislative employee should consult his or her 
supervising member(s).  This consultation should occur prior to the release of information 
concerning the matter in question.  Legislative employees who disclose confidential information 
are subject to disciplinary action, termination of employment, or as otherwise provided by law. 
 
D. Conflict of Interest 
 
 Employees of the Maryland General Assembly may not participate in any matter in 
which the employee or a qualifying relative of the employee has an interest, or in a matter related 
to a business entity in which the employee has a direct financial interest.  Employees may not 
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participate in a business entity doing business with the State or a business entity subject to 
regulation by the Maryland General Assembly. 
 
E. Abuse of Prestige of Office 
 
 Employees of the Maryland General Assembly may not use the prestige of the legislative 
office or legislative position for their own private gain or that of another or to advance an interest 
in conflict with these guidelines.  
 
F. Dual Employment 
 
 It is the responsibility of legislative employees to ensure that any employment they may 
have with any other employer is permitted under the provisions of the State Ethics Law, 
administered by the State Ethics Commission.  Issues may include conflicts of interest or the 
appearance of a conflict, salary payments from two employers for the same time period, or 
incompatible duties.  A volume of advisory opinions by the State Ethics Commission is available 
for review in the Department of Legislative Services Library.  In addition, more stringent 
standards may be set by the Presiding Officers.  Legislative employees must advise their 
supervising member if they currently hold or seek to obtain additional employment and they 
must advise the Human Resources Office if they are employed in another State government 
office.  Employees with questions may request an advisory opinion from the State Ethics 
Commission.  The Human Resources Office may require a written statement regarding any 
secondary employment and bi-weekly timesheets from the employee. 
 
G. Professional Conduct 
 
 Professional conduct is essential for the legislative staff of the Maryland General 
Assembly.  Members rely on staff for expertise and assistance.  All employees are to conduct 
themselves in a manner that reflects positively on the Maryland General Assembly.  Legislative 
employees are expected to show respect, tact, and good judgment in dealing with all members of 
the Maryland General Assembly, co-workers, the general public, and employees of other public 
agencies. It is the responsibility of each legislative employee to assist and support the work of 
the members of the General Assembly.  Moreover, all legislative employees must recognize that 
it is the elected members who have the responsibility and the authority to make legislative 
decisions. 
 
H. Campaign Activities 
 
 Legislators and legislative employees are not to use their legislative offices, equipment, 
or supplies for campaign purposes.  All campaign activities within the legislative complex, 
including soliciting contributions and preparing campaign literature, are prohibited.  Legislative 
employees are not required to, but may, participate in political activities on their own time, 
outside the legislative complex.  Employees must use their earned leave when participating in a 
political activity on a regular workday.  Legislative employees may not be required by members 
or other legislative staff to provide any political service.  A public official or an employee of the 
State may not require any legislative employee to make a political contribution.  Legislative staff 
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serving multiple members who represent diverse political parties and opinions should be 
particularly sensitive and respect these differences.  Employees should perform their duties in a 
competent and equitable manner for all members.  
 
I. Seeking Public Office  
 
 Consistent with rules prohibiting legislators from campaign activity during the legislative 
session, while employed by the Maryland General Assembly, an employee may not run for an 
office in the Maryland General Assembly.  A legislative employee who holds himself/herself out 
publicly as a candidate for an office in the Maryland General Assembly through activities such 
as creating a campaign website, making public appearances or statements or sending mailings 
asserting that he or she is running for such office, or accepting a campaign contribution for such 
office shall be deemed to be running for such an office.  Moreover, a filing with the Elections 
Board to run for a State legislative office shall be considered the employee’s resignation from his 
or her position with the Maryland General Assembly.  If not otherwise prohibited by law, an 
employee may run for other elective office, with permission of the supervising member, without 
resigning his or her employment in the General Assembly.    
 
J. Dress and Personal Appearance 
 
 The legislative complex is frequented by the public and the media.  Legislative 
employees are to maintain an appropriate appearance that is businesslike, neat, and clean.  
Casual attire is not acceptable during the 90-day legislative session.  During the interim period 
between sessions, business casual attire (no shorts or work jeans) is acceptable.  Casual dress is 
also acceptable in conjunction with office moves and/or renovations or when your area is 
experiencing heating/cooling problems.  Employees who have questions about appropriate attire 
should consult their supervising member(s). 
 
K. Security and Emergency Procedures 
 

1. Security Proximity Cards 
 
 Newly hired Senate employees must report to the Senate President’s Office and newly 
hired employees of the House of Delegates must report to the House Administrator’s Office to 
obtain the application necessary to have a photo taken for a security proximity card (ID card), 
which is used as proof of identity.  This card allows employees to have access to certain 
buildings in the legislative complex and assigned parking lots, and to ride the shuttle to free 
parking in the Navy-Marine Corps Memorial Stadium lot.  The badge must be worn at all times 
in a manner that allows it to be seen easily by security personnel.  If an employee loses the ID 
badge, he/she must immediately notify the appropriate House or Senate office as mentioned 
above.  A significant fee is charged for a replacement. 
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 Because these cards are proof of identity, if you change your name you must obtain a 
new proximity/ID card.  Doing so will ensure that parking privileges, access to buildings, and 
shuttle privileges will not be adversely affected.  There is no charge for the new card.  It is the 
employee’s responsibility to promptly inform both Human Resources and the parking 
coordinator of any name changes. 
 
 ID cards are the property of the State.  Upon termination of employment with the 
Maryland General Assembly, this card must be returned to the Office of the House 
Administrator, 313 House Office Building or the Office of the Senate President, State House.  
The Secretary of THE DEPARTMENT OF General Services has authority to impose penalties 
and/or fees for failure to surrender ID cards. 
 

2. Emergency Action Plan 
 
 The Maryland General Assembly issued the Emergency Action Plan handbook in June 
2012. The handbook includes information on preparedness, building evacuation, and specific 
threats and emergencies. A copy, which includes list of floor wardens, is provided to all new 
employees. Please read this important booklet and familiarize yourself with its contents. 
  

KEEP EMERGENCY INFORMATION IN A CONSPICUOUS LOCATION AT 
ALL TIMES. 

 
Emergency Contacts: 
 

• State Police, Room 102, Legislative Services Building, 410-841-3844. 
 

• Maryland Capitol Police, Central Services Building (adjacent to B Lot),  
  410-260-2911.  
 

• For rapid response, dial “22” to reach Maryland State Police or the Maryland 
Capitol Police located in the legislative complex. 

• For medical emergencies, dial 9-911. 
 
 

3. Security Procedures 
 
 The Maryland State Police and the Maryland Capitol Police (formerly Department of 
General Services Police) provide security and emergency assistance for the Maryland General 
Assembly.  The Maryland State Police maintain order in the State House, Senate, House of 
Delegates, and at hearings and rallies.  They also investigate threats against elected officials and 
staff.  The Maryland Capitol Police provide security for the physical operation of the Annapolis 
complex.   
 
 Personal Safety 
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• Remember that police and emergency personnel are always in charge during 
emergencies.  Follow their instructions promptly. 

• Report any unusual activity or suspicious packages and persons immediately. 
• Remain alert to your surroundings while walking to your vehicle and have vehicle 

keys in hand prior to leaving your building. 
• Remember that you can use the Maryland Capitol Police escort service, by calling 

410-260-2911. 
 
 If you have security concerns in the legislative complex, call Legislative Security at 
ext. 3844. 
 
 Fire Emergency (Alarm Will Sound and Strobe Lights Will Flash) 
 

• End all telephone conversations immediately. 
• Follow your floor warden’s instructions (know who that is).   
• Lock your desk and take important personal belongings with you. 
• Close your office door when you leave the office. 
• Guide any visitors out of the building. 
• Leave the building promptly. 
• Return to the building only after direction from security personnel. 

  
FIRST AID KITS ARE LOCATED IN ANNAPOLIS OFFICES AT THE FOLLOWING 
LOCATIONS: 
 
LEGISLATIVE SERVICES BUILDING - BASEMENT  PRINT SHOP AND INFORMATION 

 DESK 
      GROUND FLOOR BILL ROOM, ROOM G-01 
      FIRST FLOOR  OFFICE OF DIRECTOR, POLICY 

 ANALYSIS, ROOM 120 
      SECOND FLOOR OFFICE OF THE EXECUTIVE 

DIRECTOR, ROOM 200 
      THIRD FLOOR   FINANCE & ADMINISTRATIVE 

 SERVICES, ROOM 300E, 
 DOCUMENT DESIGN, ROOM 307, 
 LEGISLATIVE EDITING, ROOM 309 

      
MILLER SENATE BUILDING  -  GROUND LEVEL   LEGISLATIVE SUPPLY   
         OFFICE 
 
STATE HOUSE -             GROUND FLOOR    AMENDMENT OFFICE 
 
HOUSE OFFICE BUILDING -   THIRD FLOOR      HOUSE ADMINISTRATOR - 
ROOM 313 
 
 A MEDICAL OFFICE IN THE STATE HOUSE (EXT. 3918) IS STAFFED BY A 
NURSE AND DOCTOR WHEN THE GENERAL ASSEMBLY IS IN SESSION. 
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4. Emergency Release / Closing [Language revised and moved from Leave Policies] 
 
 THE GENERAL ASSEMBLY DOES NOT CLOSE DURING A LEGISLATIVE 
SESSION EXCEPT IN AN EXTRAORDINARY SITUATION. AN EMERGENCY 
RELEASE OR CLOSURE DUE TO WEATHER OR OTHER CONDITIONS WILL BE 
DETERMINED BY THE PRESIDING OFFICERS. STATE ANNOUNCEMENTS OF 
EXECUTIVE DEPARTMENT CLOSURES DO NOT APPLY TO THE MARYLAND 
GENERAL ASSEMBLY. DEDICATED EMERGENCY NUMBERS HAVE BEEN 
ESTABLISHED FOR GENERAL ASSEMBLY-SPECIFIC ANNOUNCEMENTS. THE 
DEDICATED EMERGENCY LINE NUMBER FOR THE SENATE IS 301-858/410-841-
3998. THE DEDICATED EMERGENCY LINE NUMBER FOR THE HOUSE IS 301-
858/410-841-3900. THERE WILL ALSO BE A POSTING ON THE GENERAL 
ASSEMBLY WEBSITE (HTTP://MLIS.STATE.MD.US). ALL EMPLOYEES SHOULD 
MAINTAIN CONTACT WITH THEIR SUPERVISING MEMBER(S). 
 
 
L. Smoking Policy 
 
 In compliance with State law, smoking is prohibited in all offices and work areas 
(including garages) in the legislative complex.   
 
M. Substance Abuse Policy 
 
 The Legislative Branch of Maryland State Government Substance Abuse Policy is 
included under “Policy Statements” in these Guidelines (Attachment C). 
 
N. Use of General Assembly Facilities, Equipment, and Supplies 
 
  General Assembly facilities and equipment are to be used for Maryland General 
Assembly business only and not for political or campaign activity, commercial use, or private 
gain. 
 
 Communication through MGA-provided facilities (computer, fax, and telephone) 
identifies the message as coming from the Maryland General Assembly.  Therefore, all 
communications on this equipment reflect directly on the General Assembly.  Employees should 
have no expectation of privacy when using Maryland General Assembly equipment.  Use of 
equipment by employees implies their consent to be monitored.  Use of these facilities may be 
monitored and reviewed for abuse which may result in disciplinary action.  
 
 
 
 
 

1. Computers 

http://mlis.state.md.us/�


 

33 

 
 Employees who are assigned computers which access the Maryland General Assembly 
internet and e-mail systems are encouraged to take appropriate training when offered by the 
Office of Information Systems.  Email accounts are generally not provided to contractual 
employees.  Employees may not modify or remove standard General Assembly software 
installed on the computers unless approved by the Office of Information Systems.  There is no 
right to privacy in the use of these systems.  No one may use General Assembly facilities for 
commercial use or for personal gain.  Any use of the Internet which is illegal, inappropriate, 
abusive, harassing, interferes with the network, adversely affects other users or reflects badly on 
the Maryland General Assembly, is prohibited.  The system and Internet use is monitored, and is 
subject to audit.  Any stored evidence of potential crime or unlawful usage may be retrieved and 
disclosed.  Use of the Maryland General Assembly system by any user, authorized or 
unauthorized, constitutes consent to monitoring by authorized personnel and to the 
retrieval and disclosure of any information stored on the network.  A policy statement from 
the Joint Advisory Committee on Legislative Data Systems is included in these Guidelines 
(Attachment D). 
  

2. Telephones 
 
 Telephones are provided to serve the needs of the Maryland General Assembly.  All calls 
must be answered promptly and courteously.  Employees are expected to keep personal calls 
brief and to a minimum, as they are disruptive to the member(s) and other staff in the work area 
and interfere with the performance of job responsibilities.  The Maryland General Assembly 
must be reimbursed for all personal long-distance calls.  Employees should be aware that 
incoming calls and outgoing calls are logged by computer and periodically reviewed for possible 
abuse and reimbursement.  
 
 While at work, employees are expected to exercise the same discretion in using personal 
cellular phones as is expected for the use of department phones.  The Maryland General 
Assembly will not be liable for the loss of personal cellular phones brought into the workplace. 
 
 Voicemail is available for most staff. It is not intended to be used regularly during the 
course of normal business hours.  Voicemail messages should include directions as to how the 
caller can get assistance by calling another number.  If the Voicemail must be on for an extended 
period of time, the Voicemail system should be checked regularly and cleared of messages. 
 
 3. Metered Mail 
 
 Members may have their mail processed through the Maryland General Assembly 
postage meter during the legislative session.  Details are explained in the “Guidelines for 
Compensation and Expenses for Legislators” available from the Finance and Administrative 
Services Office. 
  
 
 

4. Facsimile Machines 
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 Facsimile (FAX) machines are located throughout the legislative complex to conduct 
legislative business, but they may be used occasionally, if required, for essential personal 
business.  The General Assembly should be reimbursed for any personal long-distance facsimile 
messages. 
   

5. Photocopy Machines 
  
 Photocopy machines are located conveniently throughout the complex for small copying 
jobs pertaining to Maryland General Assembly business.  Large jobs (twenty copies or more or 
multi-page documents) should be taken to the Legislative Print Shop. If a copying machine is 
jammed or otherwise inoperable, contact the key operator for assistance.  That name is posted in 
the copier area.  Do not try to fix a jammed machine. 
 

6. Workspace 
 
 Legislative employees are encouraged to personalize their offices and work areas to make 
them more comfortable, so long as the items are appropriate for the workplace and are free of 
any reference that may be viewed as offensive or discriminatory.  It should be noted that the 
office, furniture, and equipment are the property of the Maryland General Assembly, and care 
should be taken in the use of such property.  Employees should secure all valuables when they 
are not in their work area.  Reassignment of offices and work areas are made at the discretion of 
the presiding officers. 
  

7. Office Supplies 
 
 Office supplies authorized by your supervising member may be ordered through the 
Supply Office in the Miller Senate Building (ext. # 5050). 
 
 8. Stationery 
 
 Stationery items for regular legislative staff may be ordered as authorized by the 
supervising member through Document Design, located in room 307, Legislative Services 
Building (ext. #5165).  These items generally include personalized business cards and notepads. 
 
O. Complaint Procedures   
 
 The Maryland General Assembly is committed to protecting the legitimate rights of its 
employees.  Employees of the Maryland General Assembly are at-will and serve at the pleasure 
of the employee’s supervising member.  It is the obligation of the employee to promptly report 
complaints to appropriate personnel.  An employee who has a job-related complaint should 
attempt to discuss and resolve the matter within the office.  The supervising member(s) has the 
primary responsibility for resolution of job-related complaints.  Each employee and supervising 
member is encouraged to resolve on-the-job complaints in an atmosphere of mutual respect.  If 
the issue cannot be resolved with the assistance of the supervising member, or at the supervising 
member’s request, the manager of Human Resources (HR) may assist in resolving problems.  If a 
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problem cannot be resolved informally, an employee may timely submit a written complaint to 
the manager of HR, except for matters relating to budgetary actions, layoffs/furloughs, 
department policies, and salary schedules.  Within 14 days, the manager of HR will confer with 
the employee and make any other additional inquiry regarding the complaint.  Within 14 days 
after conferring with the employee, the manager of HR will render a decision and notify the 
employee.  If the employee is dissatisfied with the decision, the employee has 7 days, to seek in 
writing a review from the appropriate presiding officer or designee.  Within 45 days, the 
Presiding Officer or designee will issue a written disposition.  An effort is made to keep all such 
consultations confidential to the extent consistent with appropriate investigation and remedial 
action, if applicable. 
 
 Complaints regarding unlawful discrimination and sexual harassment will be handled by 
the process outlined in the Maryland General Assembly Anti-Harassment Policy and Procedures 
found in these guidelines under policy statements (Attachment E). 
 
P. Resignation and Removal 
 
 Legislative employees are expected to provide a two-week notice of resignation in 
writing. This letter should be directed to the supervising member with a copy sent to the Human 
Resources Office.  Prior to the employee’s last day in the office, the employee must: 
 

• contact the Human Resources Office to schedule an appointment for completing 
required exit forms, and 

• return all General Assembly property, including keys, security proximity card, 
equipment and any other legislative materials issued during the course of 
employment. 

 
 Legislative employees are “at-will” employees who have no contractual right to 
continuing employment and serve at the pleasure of the supervising member(s).  An employee 
may be removed from the payroll by written notice to the Human Resources Office from the 
supervising member(s). 
 

Violations of these Maryland General Assembly Personnel Guidelines policies and 
standards of conduct may result in discipline or removal. 

 
Q. TERMINATION WITH PREJUDICE 
 

AS DISCUSSED ABOVE, ALL GENERAL ASSEMBLY EMPLOYEES ARE AT-
WILL EMPLOYEES AND, AS SUCH, MAY BE TERMINATED AT ANY TIME WITH 
OR WITHOUT CAUSE AND WITHOUT ADVANCE NOTICE.  
 
 IT IS THE POLICY OF THE GENERAL ASSEMBLY THAT, AT THE 
DISCRETION OF THE PRESIDING OFFICERS, A TERMINATION MAY BE 
OFFICIALLY IDENTIFIED AS BEING MADE WITH PREJUDICE. A TERMINATION 
WITH PREJUDICE IS DEFINED AS SUCH WHEN AN EMPLOYEE’S ACTIONS 
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CONSTITUTE A SERIOUS VIOLATION OF THE GENERAL ASSEMBLY 
REGULATIONS, POLICIES, OR STANDARDS OF CONDUCT AND ARE SO 
EGREGIOUS TO THE EXTENT THAT THE EMPLOYEE IS PERMANENTLY 
BARRED FROM EMPLOYMENT IN ANY CAPACITY WITH THE STATE. UNDER 
STATE LAW, AN INDIVIDUAL TERMINATED WITH PREJUDICE IS INELIGIBLE 
FOR RE-HIRE WITH ANY STATE AGENCY AND WILL BE NOTIFIED OF THIS 
DETERMINATION IN WRITING. 
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TIME SHEET 
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LEAVE EARNING TABLE 
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VIII. BENEFITED PART-TIME EMPLOYMENT FACT SHEET 
Maryland General Assembly 

Human Resources Office 
 
 Benefited part-time employees are eligible to receive State of Maryland employee 
benefits if they meet the qualifications, requirements, and contingencies established by the 
Presiding Officers.  By requesting the establishment of a benefited position, the member and 
the employee agree to accept all policies that govern the employment relationship. 
 
 If a member wishes to hire a benefited part-time employee, and the establishment of that 
position has not been approved by the appropriate Presiding Officer, a “Request for Benefited 
Position” (form HR-MGA 210) must be completed by the employing member and forwarded to 
the appropriate Presiding Officer(s) for approval. 
 
“At-Will” Employment 
 
 All General Assembly employees are “at-will” and serve at the pleasure of the 
supervising member.  This employment is not considered permanent in nature.  An employee 
may be terminated at any time by the supervising member or the appropriate Presiding Officer.  
In addition, employment is contingent on the re-election, reappointment, or continued service of 
a supervising member. 
 
Requirements/Funding 
 
 Employee must work a regular, established bi-weekly schedule during the legislative 
session and the interim.  To receive benefits, the hours worked must total at least 50% of the 
hours of a full-time employee or a minimum of 130 days on an annual basis. 
 
 Funding approval is required in advance of employment as follows: 
 

• For Maryland General Assembly-funded positions, approval of the Presiding 
Officer(s) is required 

• For  member-funded positions, approval of each funding member is required prior  
to approval of the Presiding Officer(s) 
 

 Once the position is approved, the Finance and Administrative Services Office commits 
funds from the supervising member’s account to cover the salary for the position.  Once 
committed, these funds may not be used for any other purpose.  In the case of a terminating 
employee, the remaining salary funds will be restored to the member’s account. 
 
 A Certification Form must be completed and approved by the funding member along 
with an employee Session and Interim Work Schedule and maintained in the Human Resources 
Office.  Unless the supervising member advises the Human Resources Office in writing of a 
change in salary, schedule, or termination of employment, the employee will be retained on the 
payroll at the requested salary and schedule through the end of the member’s term. 
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 A benefited part-time employee may be employed by an individual member or by two or 
three members who all share in funding the employee’s salary from their member accounts.  
Therefore, when the word “member” is used in this fact sheet, it can also mean “members.” 
 
 During an election year, employees will be recertified by the supervising member on 
July 1, but funding will be reserved only through the end of the calendar year.  When results of 
the General Election are certified following the November election, funds will be reserved for 
the remainder of the fiscal year for returning members.  An employee whose member is not 
re-elected or chose not to return to the General Assembly may remain on the member’s payroll 
until December 31st of the election year or may terminate or be terminated sooner, with notice to 
the Human Resources Office by the supervising member. 
 
 Bi-weekly timesheets must be completed by the employee, approved by the supervising 
member, and submitted to the Human Resources Office bi-weekly by Wednesday following the 
closing date on the payroll schedule issued by the Central Payroll Bureau (CPB).  Each employee 
is responsible for accurately completing and submitting their own timesheet to the Human 
Resources Office in a timely manner.  Failure to do so may result in loss of leave and benefits.  
Misrepresentation on a timesheet of the amount of time worked is a serious matter, which may 
result in disciplinary or legal action.  
     
 The bi-weekly salary amount an employee is paid is based on the completed Certification 
Form and work schedule.  For leave earning purposes, the planned work time schedule is entered 
into the SAP information system, and timesheets are manually entered each pay period.  Leave is 
accumulated based on these timesheet entries, and leave reports are issued to each employee on a 
quarterly basis.  For Maryland General Assembly-funded employees, no additional payment is 
provided for time worked beyond the established schedule.  If an employee is funded through a 
member account, the supervising member may authorize additional days of pay by initialing the 
day and noting on the timesheet that “additional pay is authorized.”  See Salary Policies, Section 
IV - B, Funding, in these Guidelines for more information. 
 
 Salary checks are mailed to the employee’s address on file with the Human Resources 
Office the week following the pay period closing date.  Employees should advise the Human 
Resources Office of any change in address.  Employees with direct deposit must access their pay 
information through payroll online service center. (http://compnet.comp.state.md.us/cpb). 
 
Benefits 
 
 Benefited employees are entitled to State benefits on a pro-rated basis based on the 
percentage of hours worked.  These benefits may include annual, sick, personal, and 
compensatory leave; holidays; health benefits; and membership in the Maryland State Pension 
System, Deferred Compensation Plan, State Employees Credit Union; and other benefits as may 
be provided to State employees.  The employer-subsidized portion of the benefits program is 
provided by Maryland General Assembly funding, not from the employing member account.  
When a member requests approval from the appropriate Presiding Officer to establish a benefited 
part-time position, the member agrees to provide access to benefits, including use of leave and 
holidays.  Upon termination of employment, an employee is entitled to be paid for any 

http://compnet.comp.state.md.us/cpb�
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accumulated annual leave.  This payment is funded by the Maryland General Assembly.  No 
provision is made for payment of any other type of leave, including personal, compensatory, and 
sick leave.  
 
Modifications to Program 
 
 The Maryland General Assembly reserves the right to modify the Benefited Employee 
Program at any time.  In addition, since benefits are provided through the State of Maryland and 
are subject to change, the benefit program will be modified in accordance with State benefits. 
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IX.  POLICY STATEMENTS 
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