






General Contracting Terms
 
Prince George's County Code
 

Section lOA-lot Definitions. 

(a) The words defined in this Section shall have the meanings set forth below whenever 
they appear in this Subtitle unless the context in which they are used clearly requires a different 
meaning or a different definition is prescribed for a particular provision. 

(l) Agency means any department, agency, board, commission, or any other unit of 
the County government or any agency which: 

(A) Receives funding from County funds; or 
(B) Is made subject to County procurement law by any local, State, or Federal 

law. 
(2) Award means the decision by the Purchasing Agent or the Purchasing Agent's 

designee to execute a purchase agreement or contract after all necessary approvals have been 
obtained. 

(2.1) Best Value means the combination of relevant quality, performance and other 
source selection factors, in addition to the price, that results in optimal return to the County in 
meeting the pre-determined objectives and requirements of a procurement. 

(3) Broker means generally a person or business entity that operates predominantly 
as a middleman and sells goods and services on a pass-through basis, as set forth in the 
regulations. 

(4) Business means any association, corporation, partnership, individual, sole 
proprietorship, joint stock company, joint venture, or any other legal entity through which 
business is conducted. 

(4. I) Certified sheltered workshop means an agency that is: 
(A) Organized under the laws ofthe United States or the State of Maryland; 
(B) Certified as a sheltered workshop by the Wage and Hour Division of the 

United States Department of Labor; 
(C) Accredited by the Division of Vocational Rehabilitation of the Maryland 

Department of Education; 
(D) Operated in the interest of individuals who have a mental or physical 

disability, including blindness, that constitutes a substantial handicap to employment and 
prevents the individual from engaging in normal competitive employment; and 

(E) The net income of which does not inure wholly or partially to the benefit of 
any shareholder or other non-disabled individual. 
(CB-76-2002) 

(5) -il•• means a written order signed by the Purchasing Agent or the 
Purchasing Agent's designee, directing the contractor to make changes which the Changes 
Clause of the contract authorizes the Purchasing Agent to order without the consent of the 
contractor. 

(6) Commission means the Minority Business Opportunities Commission. 
(7) Conditional suspension means an administrative action by the Purchasing Agent 

disqualifying a person for reasons of unsatisfactory performance or default on County contracts 
from either bidding or submitting proposals on County contracts, acting as a supplier of goods or 



services on procurement, or acting as a subcontractor on a County contract until the disqualified 
person: 

(A) Complies with specified conditions; 
(B) Corrects specified defects affecting performance or ability to perform; or 
(C) Takes action to cure the conditions leading to the conditional suspension. 

(8) III'''•• means the process of building, altering, or improving any public 
road, bridge, structure, building, or other public improvements of any kind to any public real 
property. It does not include the routine operation, repair, or maintenance of existing structures 
or buildings. 

(9) Construction management services means services performed by a person who 
is experienced in construction and has the ability to evaluate and to implement plans and 
specifications as they affect time, cost, and quality of construction and the ability to coordinate 
the design and construction of a project, including the administration of change orders. 

WiduM' means any written agreement or order for the purchase or disposal of 
supplies, services, construction, insurance, or any other item. It includes, but is not limited to, 
contracts of a fixed price, cost reimbursement, cost plus a fixed fee, or incentive type; contracts 
providing for the issuance of job or task orders; grants; leases; letter contracts; and purchase 
orders. It also includes sup-¢mental agreements with respect to any of the foregoing. 

(11) 4"-"1'_ means any written alteration in the specifications, 
delivery point, rate of delivery, contract period, price, quantity, or other contract provisions of 
any existing contract, whether accomplished by unilateral action in accordance with a contract 
provision or by mutual action of the parties to the contract. It includes bilateral actions, such as 
supplemental agreements, and unilateral actions, such as change orders, administrative changes, 
notices of termination, and notices of the exercise of a contract option. 

(12) 4'" means any business or person having a written contract with the 
County. 

(13) County-based business means a business whose principal place of operation is 
located within Prince George's County. Principal place of operation shall be determined by 
factors as set forth in the regulations. 

(14) .'leS'4 means any monies received by the County or appropriated or 
approved by the Councilor to which the County may at any time have legal or equitable title. 

(15) Debarment means the action whereby a prospective bidder or offeror or 
contractor is barred from participating in County procurement-related activities for a specified 
period of time pursuant to the requirements of this Subtitle. 

(16) Designee means a duly authorized representative of a person holding a specified 
position. Such authorization shall be in writing. 

(17) Emergency shall mean a situation resulting from unexpected or unanticipated 
events which requires immediate action to maintain or restore existing levels of essential public 
services; to preserve or prevent further deterioration of public property; to provide temporary 
food, clothing, or shelter to disaster victims; or to prevent damage to property or preserve life or 
safety. 

(18) Employee means any classified or exempt service employee of the County and 
any County elected official. 

(19) Established catalog or market price means the price included in the most 
current catalog, price list, schedule, or other form that: 

(A) Is regularly maintained by the manufacturer or vendor of an item; 
(B) Is either published or otherwise available for inspection by customers; and 
(C) (i) States prices at which sales are currently or were last made to a 

significant number of buyers constituting the general buying public for that time; or 
(ii) States discounted prices at which sales are currently or were last made 

to local, state, or Federal agencies. 



(20) Evaluated bid price means the dollar amount of a bid, after bid adjustments are 
made pursuant to the evaluation factors set forth in the Invitation For Bids, which measures the 
effective price to the County. Such price shall take into account factors which contribute to 
economy and effectiveness in the operation or use of the item being purchased, such as 
reliability, maintainability, useful life, and residual value. 

(21) Executive Director means the Executive Director of the Minority Business 
Opportunities Commission. 

(22) Improper conduct includes, by way of example and not limitation, intentional 
billing irregularities, allocating costs from firm fixed-price contracts to cost-reimbursement 
contracts, submitting false claims, causing competition to be restrained or limited, 
misrepresentation, involving falsely claiming to be a minority business enterprise, indictment for 
any of the above causes, or indictment for offenses specified in Division 6, Subdivision 8, when 
the indictment is the result of alleged misconduct in connection with a County bid, proposal, or 
contract. 

(23) means all documents, whether attached or incorporated by 
reference, utilized for soliciting bids in accordance with the procedures set forth in Section 10A­
112 of this Subtitle. 

(24) Letter contract means the written preliminary contractual document that 
authorizes the contractor to begin a portion of the agreed-upon services immediately. A letter 
contract is always associated with a definitive contract and can never be the sole document used 
to complete a procurement. 

(25) Maryland-based business means a business whose principal place of operation is 
located within the State of Maryland. Principal place of operation shall be determined by factors 
as set forth in the regulations. 

(26) Minority business enterprise means any business enterprise: 
(A) Which is at least fifty-one percent (51 %) owned by one or more minority 

individuals, or, in the case of any publicly-owned corporation, at least fifty-one percent (51 %) of 
the stock of which is owned by one or more minority individuals; and 

(B) Whose general management and daily business affairs and essential 
productive operations are controlled by one or more minority individuals; and 

(C) Which has been certified by the Commission as a Minority Business 
Enterprise pursuant to Section 2-4520) of this Code. 

(27) Minority individuals are those who have been subjected to prejudice or cultural 
bias because of their identity as a member of a group in terms of race, color, ethnic origin, or 
gender, without regard to their individual capabilities. Minority individuals are limited to 
members of the following groups: 

(A) African Americans (Black Americans); 
(B) Asian Americans; 
(C) Hispanic Americans; and 
(D) Females. 

(28) Negotiation means contracting by any of the methods set forth in Sections 10A­
113, 10A-I 14, and IOA-115. 

(29) Participation Agreement means an agreement entered by the County and a 
developer pursuant to Section IOA-141 of this Subtitle wherein the County contributes funds for 
the construction of regional stormwater management facilities or road improvements to be 
constructed by or contracted by the developer. 

(29.1) Performance-Based Contracting means utilizing objective criteria or 
measurements, as determined by the Purchasing Agent, for determining whether a contractor is 
adequately performing the requirements and specifications of the contract, in accordance with 
the authority granted to the Purchasing Agent under lOA-I 03 of this Subtitle. 



(30) Procure means to buy, rent, lease, lease-purchase, or otherwise obtain any 
supplies, services, or construction. It includes all functions that pertain to the obtaining of any 
public procurement, including description of requirements, selection and solicitation of sources, 
and preparation and award of contract. The term does not include the making of any grant or 
donation. 

(31) Procurement Officer means any person authorized by the Director of the Office 
of Central Services, as Purchasing Agent, in accordance with procedures prescribed by 
regulations, to enter into and administer contracts and make determinations and findings with 
respect thereto. The term shall also include individuals subordinate to the Purchasing Agent 
acting within the limits of their delegated procurement authority. This authority shall be 
designated in writing by the County's Director of Central Services, in hislher capacity as 
Purchasing Agent, for such period of time as shall be stated in the written designation. 

(32) Proposal Analysis Group (PAG) is an issue specific group which is responsible 
for the defining and drafting of Requests For Proposals, soliciting responses, evaluating 
responses, and recommending the top three evaluated providers to the Director of Central 
Services, as Purchasing Agent, for contracts for which competitive bidding is inappropriate. 

(33) Purchase request means that mechanism whereby an agency requests that a 
contract be obtained for a specified need, and may include, but is not limited to, the technical 
description of the requested item, delivery schedule, transportation, criteria for evaluation of 
solicitation, suggested sources of supply, and information supplied for the making of any 
determination and finding required pursuant to any applicable provision of this Subtitle. 

(34) Purchased item means any supply, service, printing, insurance policy or 
coverage, construction, or any other item purchased by this County. 

(35) Pu rchasing Agent means the Director of Central Services. 
(36) Request for Proposals means all documents, whether attached or incorporated by 

reference, utilized for soliciting proposals in accordance with the procedures set forth in Section 
IOA-113 of this Subtitle. 

(37) Responsible bidder or offeror means a person who has the capability in all 
respects to perform fully the contract requirements and the integrity and reliability which will 
assure good-faith performance. 

(38) Responsive bidder means one who has submitted a bid under Section IOA-112 of 
this Subtitle which conforms in all material respects to the Invitation For Bid. 

(39) I•• means the rendering, by a contractor, of time and effort rather than the 
furnishing of a specific end product, other than reports which are merely incidental to the 
required performance of services. It includes, but is not limited to, the services provided by 
architects, engineers, accountants, physicians, consultants, and other professional persons. 

(40) Solicitation means any request of the County to enter into a contract. 
(41) Supplemental agreement means any contract modification which is 

accomplished by the mutual action of the parties. 
(42) Supplies means all tangible and intellectual property except real property or any 

interest in real property. 
(43) Unsatisfactory performance means establishing a record of poor performance or 

default on one or more contracts for construction, services, supplies, architectural and 
engineering services, construction-related services, or maintenance, including, but not limited to, 
overshipments, undershipments, providing damaged or defective goods, making unauthorized 
substitutions, billing errors, or service deficiencies. The term includes intentional failure, 
without good cause, to perform in accordance with the specifications or time limits provided in a 
contract, or a record of failure to perform, or of poor performance in accordance with the terms 
of one or more contracts, unless the failure to perform or the poor performance was caused by 
acts beyond the control of the person. 



(44) Using agency means any County agency which utilizes any supplies, services, or 
construction procured under this Subtitle. 
(CB-I-1992; CB-23-2005) 



Attachment 10 

W-gForm Give form to ttl e 
(Rev. January 2002) 

Request for Taxpayer 
requester. Do r lotIdentification Number and Certi'fication send to the IR~Department of the Treasury 

Internal Revenue Service 

NameN 
Ql
 
Cl
 co 
a. Business name, if different from above 
c:: 
0 

III Ul
e.§ D Individuall	 D Exempt from bacl up>t,­.... Check appropriate box: Sale proprietor D Corporation D Partnership D Other .. ... -----_...... ---- withholding... u
02.... Address (number, street. and apt. or suite no.) Requester's name and address (optional)
I: Ul 
,-... -I: 
Q. u 

I;: City, state, and ZIP code'13 
IIIe. 
III 
Ql List account number(s) here (optional) 
Ql 

Vl 

IlID Taxpaver Identification Number (TIN) 

Enter your TIN in the appropriate box. For individuals, this is your social security number (SSN). 
However. for a resident alien. sole proprietor. or disregarded entity. see the Part I instructions on tu:trtLLl]
page 2. For other entities, it is your employer identification number (EIN). If you do not have a number,
 
see How to get a TIN on page 2. or
 

Note: If the account is in more than one name, see the chart on page 2 for guidelines on whose number-L 
to enter. 

~......,....-------------,--~---,----,----,-,-

Certification 

Under penalties of perjury, I certify that: 

1.	 The number shown on this form is my correct taxpayer identification number (or I am waiting for a number to be issued to me). and 

2.	 I am not subject to backup withholding because: (a) I am exempt from backup withholding, or (b) I have not been notified by the Internal 
Revenue Service (IRS) that I am subject to backup withholding as a result of a failure to report all interest or dividends, or (c) the IRS ha~; 

notified me that I am no longer subject to backup withholding, and 

3. I am a U.S. person (including a U.S. resident alien).
 

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup
 
withholding because you have failed to report all interest and dividends on your tax return. For real estate transactions, item 2 does not app y.
 
For mortgage interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retirement
 
arrangement (IRA), and generally. payments other than interest and dividends. you are not required to sign the Certification. but you must
 
provide your correct TIN. (See the instructions on page 2.)
 

Sign Signature of
 
Here U.S. person ~ Date ~
 

Purpose of Form 
A person who is required to file an information 
return with the IRS must get your correct 
taxpayer identification number (TIN) to report. for 
example. income paid to you. real estate 
transactions, mortgage interest you paid. 
acquisition or abandonment of secured property, 
cancellation of debt. or contributions you made 
to an IRA, 

Use Fonm W-9 only if you are a U.S. person 
(including a resident alien). to give your correct 
TIN to the person requesting it (the requester) 
and, when applicable. to: 

1. Certify the TIN you are giving is correct (or 
you are waiting for a number to be issued). 

2. Certify you are not subject to backup 
withholding. or 

3. Claim exemption from backup withholding if 
you are a U.S. exempt payee. 

If you are a foreign person. use the 
appropriate Form W-8. See Pub. 515, 
Withholding of Tax on Nonresident Aliens and 
Foreign Entities. 

Note: If a requester gives you a form other than 
Form W-9 to request your TIN, you must use the 
requester's form if it is substantially similar to this 
Form W-9. 

What is backup withholding? Persons making 
certain payments to you must under certain 
conditions withhold and pay to the IRS 30% of 
such payments after December 31. 2001 (29% 
after December 31.2003). This is called "backup 
withholding." Payments that may be subject to 
backup withholding include interest. dividends. 
broker and barter exchange transactions. rents. 
royalties. nonemployee pay, and certain 
payments from fishing boat operators. Real 
estate transactions are not subject to backup 
withholding. 

You will not be subject to backup withholding 
on payments you receive if you give the 
requester your correct TIN. make the proper 
certifications. and report all your taxable interest 
and dividends on your tax return. 

Payments you receive will be subject to 
backup withholding if: 

1. You do not furnish your TIN to the 
requester. or 

2. You do not certify your TIN when required 
(see the Part II instructions on page 2 for 
details), or 

3. The IRS tells the requester that you 
furnished an incorrect TIN. or 

4. The IRS tells you that you are subject to 
backup withholding because you did not report 
all your interest and dividends on your tax return 
(for reportable interest and dividends only), or 

5. You do not certify to the requester that you 
are not subject to backup withholding under 4 
above (for reportable interest and dividend 
accounts opened after 1983 only). 

Certain payees and payments are exempt 
from backup withholding. See the instructiof:s on 
page 2 and the separate Instructions for th El 
Requester of Form W-9. 

Penalties 
Failure to furnish TIN. If you fail to furnish :(our 
correct TIN to a requester, you are subject t:) a 
penalty of $50 for each such failure unless) ::lur 
failure is due to reasonable cause and not t(, 
willful neglect. 
Civil penalty for false information with res ,mct 
to withholding. If you make a false statemellt 
with no reasonable basis that results in no 
backup Withholding. you are subject to a $51)0 
penalty. 
Criminal penalty for falsifying information. 
Willfully falsifying certifications or affirmation', 
may subject you to criminal penalties includi n!l 
fines andlor imprisonment. 
Misuse of TINs. If the requester discloses c,r 
uses TINs in violation of Federal law, the 
requester may be subject to civil and criminll 
penalties. 

Cat. No. 10231X	 Form W-9 (Rev, 1-2(02) 



Form W-9 (Rev. 1-2002) 

Specific Instructions 
Name. If you are an individual, you must 
generally enter the name shown on your 
social security card. However, if you have 
changed your last name, for instance, due to 
marriage without informing the Social Security 
Administration of the name change, enter 
your first name, the last name shown on your 
social security card, and your new last name. 

If the account is in joint names, list first and 
then circle the name of the person or entity 
whose number you enter in Part I of the form. 

Sole proprietor. Enter your individual 
name as shown on your social security card 
on the "Name" line. You may enter your 
business, trade, or "doing business as (DBA)" 
name on the "Business name" line. 

Limited liability company (LLC). If you are 
a single-member LLC (including a foreign LLC 
with a domestic owner) that is disregarded as 
an entity separate from its owner under 
Treasury regulations section 301.7701 -3, 
enter the owner's name on the "Name" 
line. Enter the LLC's name on the "Business 
name" line. 

Other entities. Enter your business name 
as shown on required Federal tax documents 
on the "Name" line. This name should match 
the name shown on the charter or other legal 
document creating the entity. You may enter 
any business, trade, or DBA name on the 
"Business name" line. 

Exempt from backup withholding. If you 
are exempt, enter your name as described 
above, then check the "Exempt from backup 
withholding" box in the line following the 
business name, sign and date the form. 

Individuals (including sole proprietors) are 
not exempt from backup withholding. 
Corporations are exempt from backup 
withholding for certain payments, such as 
interest and dividends. For more information 
on exempt payees, see the Instructions for 
the Requester of Form W-9. 

If you are a nonresident alien or a foreign 
entity not subject to backup withholding, give 
the requester the appropriate completed 
Form W-8. 
Note: If you are exempt from backup 
withholding, you should still complete this 
form to avoid possible erroneous backup 
withholding. 

Part I-Taxpayer Identification 
Number (TIN) 
Enter your TIN in the appropriate box. 

If you are a resident alien and you do not 
have and are not eligible to get an SSN, your 
TIN is your IRS individual taxpayer 
identification number (ITIN). Enter it in the 
social security number box. If you do not 
have an ITIN, see How to get a TIN below. 

If you are a sole proprietor and you have 
an EIN, you may enter either your SSN or 
EIN. However, the IRS prefers that you use 
your SSN. 

If you are an LLC that is disregarded as 
an entity separate from its owner (see 
Limited liability company (LLC) above), and 
are owned by an individual, enter your SSN 
(or "pre-LLC" EIN, if desired). If the owner of 
a disregarded LLC is a corporation, 
partnership, etc., enter the owner's EIN. 
Note: See the chart on this page for further 
clarification of name and TIN combinations. 
How to get a TIN. If you do not have a TIN, 
apply for one immediately. To apply for an 
SSN, get Form SS-5, Application for a Social 
Security Card, from your local Social Security 
Administration office. Get Form W-7, 

Application for IRS Individual Taxpayer 
Identification Number, to apply for an ITIN, or 
Form SS-4, Application for Employer 
Identification Number, to apply for an EIN. 
You can get Forms W-7 and SS-4 from the 
IRS by calling 1-800-TAX-FORM 
(1 -800-829-3676) or from the IRS Web Site at 
www.irs.gov. 

If you are asked to complete Form W-9 but 
do not have a TIN, write "Applied For" in the 
space for the TIN, sign and date the form, 
and give it to the requester. For interest and 
dividend payments, and certain payments 
made with respect to readily tradable 
instruments, generally you will have 60 days 
to get a TIN and give it to the requester 
before you are subject to backup withholding 
on payments. The 60-day rule does not apply 
to other types of payments. You will be 
subject to backup withholding on all such 
payments until you provide your TIN to the 
requester. 
Note: Writing "Applied For" means that you 
have already applied for a TIN or that you 
intend to apply for one soon. 
Caution: A disregarded domestic entity that 
has a foreign owner must use the appropriate 
Form W-B. 

Part II-Certification 
To establish to the withholding agent that you 
are a U.S. person, or resident alien, sign Form 
W-9. You may be requested to sign by the 
withholding agent even if items 1, 3, and 5 
below indicate otherwise. 

For ajoint account, only the person whose 
TIN is shown in Part I should sign (when 
required). Exempt recipients, see Exempt 
from backup withholding above. 
Signature requirements. Complete the 
certification as indicated in 1 through 5 
below. 

1. Interest, dividend, and barter 
exchange accounts opened before 1984 
and broker accounts considered active 
during 1983. You must give your correct TIN, 
but you do not have to sign the certification. 

2. Interest, dividend, broker, and barter 
exchange accounts opened after 1983 and 
broker accounts considered inactive during 
1983. You must sign the certification or 
backup withholding will apply. If you are 
subject to backup withholding and you are 
merely providing your correct TIN to the 
requester, you must cross out item 2 in the 
certification before signing the form. 

3. Real estate transactions. You must 
sign the certification. You may cross out 
item 2 of the certification. 

4. Other payments. You must give your 
correct TIN, but you do not have to sign the 
certification unless you have been notified 
that you have previously given an incorrect 
TIN. "Other payments" include payments 
made in the course of the requester's trade 
or business for rents, royalties, goods (other 
than bills for merchandise), medical and 
health care services (including payments to 
corporations), payments to a nonemployee for 
services, payments to certain fishing boat 
crew members and fishermen, and gross 
proceeds paid to attorneys (including 
payments to corporations). 

5. Mortgage interest paid by you, 
acquisition or abandonment of secured 
property, cancellation of debt. qualified 
tuition program payments (under section 
529), IRA or Archer MSA contributions or 
distributions, and pension distributions. 
You must give your Correct TIN, but you do 
not have to sign the certification. 

*
 

Privacy Act Notice 
Section 6109 of the Internal Revenue Cocle 
requires you to give your correct TIN to 
persons who must file information returns 
with the IRS to report interest, dividends, and 
certain other income paid to you, mortgat1e 
interest you paid, the acquisition or 
abandonment of secured property, 
cancellation of debt, or contributions you 
made to an IRA or Archer MSA. The IRS uses 
the numbers for identification purposes and 
to help verify the accuracy of your tax ret.mn. 
The IRS may also provide this information to 
the Department of Justice for civil and 
criminal litigation, and to cities, states, an:J 
the District of Columbia to carry out their tax 
laws. 

You must provide your TIN whether or IIOt 
you are required to file a tax return. Payers 
must generally withhold 30% of taxable 
interest, dividend, and certain other paym~nts 
to a payee who does not give a TIN to a 
payer. Certain penalties may also apply. 

What Name and Number l'b 
Give the Requester 
For this type of account: Give name and 551'1 of: 

1.	 Individual The individual 
2.	 Two or more The actual owner of t'le 

individuals Goint account or, if combi" 'd 
account) funds, the first individual 

on the account 1 

3.	 Custodian account of The minor 2
 

a minor (Uniform Gift
 
to Minors Act)
 

4.	 a. The usual The grantor-trustee 1
 

revocabie savings
 
trust (grantor is
 
also trustee)
 

b.	 So-called trust The actual owner 1 

account that is not 
a legal or valid trust 
under state law 

5. Sole proprietorship The owner J 

For this type of account: 

6.	 Sole proprietorship 
7.	 A valid trust. estate, or 

pension trust 
8. Corporate 
9.	 Association, club,
 

religious, charitable,
 
educational, or other
 
tax-exempt
 
organization
 

10.	 Partnership 
11.	 A broker or registered 

nominee 
12.	 Account with the 

Department of 
Agriculture in the name 
of a public entity (such 
as a state or local 
government, school 
district, or prison) that 
receives agricultural 
program payments 

Give name and EIN of:
 

The owner J
 

Legal entity •
 

The corporation
 
The organization
 

The partnership
 
The broker or nomine:,
 

The public entity
 

1 List first and circle the name of the person whose 
number you furnish. If only one person on a joint 
account has an SSN, that person's number must bu 
furnished. 

2 Circle the minor's name and furnish the minor's S:';N. 

J You must show your individual name, but you may 
also enter your business or "DBA" name. You may use 
either your SSN or EIN (if you have one). 

• List first and circle the name of the legal trust, est,.Ite, 
or pension trust. (Do not furnish the TIN of the pers1mal 
representative or trustee unless the legai entity itsell' is 
not designated in the account title.) 

Note: If no name is circled when more th,:n 
one name is listed, the number will be 
considered to be that of the first name lisled. 



       PRINCE GEORGE’S COUNTY, MARYLAND 
FIRE/EMERGENCY MEDICAL SERVICES DEPARTMENT GENERAL ORDERS  

Division 07     Fiscal Affairs 
 

Electronic Timesheet Policies and Procedures for H-Scale and  
G-Scale Personnel 
 March 2009 

 

 POLICY 
 
To ensure the effective and efficient use of 
the electronic timesheet system by Prince 
George’s County Fire/Emergency Medical 
Services (EMS) civilian personnel.  
 
 DEFINITIONS 
 
Electronic Timesheet System (ETS) – a time 
and attendance program designed to automate 
payroll.  
 

DIVISION 07 – Fiscal Affairs 1

 PROCEDURES 
 
1. General Guidelines 
 
In addition to the electronic timesheet system 
(ETS) information on County Wide Policies 
outlined in the ETS End User Handbook and 
the Supervisor Handbook and also found on 
the intranet, 
ttp://10.204.1.107/Stromberg/eAccess/start.
asp the following Policies and Procedures are 
for use by Fire/Emergency Medical Services 
(EMS) Department employees: 
 

• Supervisors are responsible for 
monitoring employees’ actual work 
hours and ensure any adjustments are 
made or appropriate action taken. 

 
• Absolutely no deleting of punches. 
 
• Proximity clocks will not be installed 

at the Fire Services Building or 
Apparatus Maintenance until the 
sworn personnel are brought on-board 
with ETS.  Until these clocks are 

installed, employees must punch in 
and out using their computer. If using 
a proximity clock at other than 
assigned location, the time clock will 
accept the punch, but will not show 
the individual’s name.  Be sure to 
check your timesheet on line at the 
first available opportunity if using a 
different proximity clock. 

 
• Employees, who are in locations with 

proximity clocks, are to punch in with 
the clock; however, punch out is 
required by use of the computer. 

 
• Every civilian employee will have an 

automatic 30-minute meal deduction 
during the 6th work hour.  Any 
adjustment for working through lunch 
must be approved by and handled by 
the supervisor.  

 
• No time off requests can be entered on 

the same day that you request leave. 
Employees using leave without 
advance notice (leaving early or 
coming in late) must complete a 
transaction for a missed punch.   

 
• No pre-populating in advance for 

regular work hour schedule, only 
allowed to pre-populate for approved 
special events, example: meetings or 
attending training. 

 
• Every employee should make attempt 

to Punch in and Punch Out during the 
scheduled time of work.  If an 
employee misses a punch, be sure to 
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“Add a Transaction.”  Add a 
Transaction should also be utilized for 
unscheduled leave and off site work 
hours.  Remember if Add a 
Transaction is used, Comments are 
required.  When entering Comments 
follow the following format:  
Comment, initial of employee and the 
date.  Comments must be 
professionally written. 

 
• If requesting Mileage Reimbursement, 

use the form in the Comments section 
that is found on the intranet site. 

 
 

• Civilian Fire Inspectors and 
Investigators must punch in and out at 
a County worksite/station closest to 
their area of response (i.e., LGC, 
CAB, Fire Training Academy) 
according to their normal work 
schedule.  County locations without 
proximity clocks will have access via 
the intranet; however, employees must 
log onto the computer using the 
employees network ID.  Supervisors 
are to monitor these punches and 
make adjustments, via a transaction, 
as necessary. 

DIVISION 07 – Fiscal Affairs 2

 
• As a reminder, an employee should 

not be requesting leave if there is not 
enough in the employee’s leave 
balance to cover the leave.  The leave 
balances shown on the timesheet are 
available for review by the employee. 

 
• Employees must approve their 

timesheet before submitting, unless 
extenuating circumstances prevent the 
approval.  The approval takes the 
place of the employee’s signature.   

 
• Supervisor’s approval will continue to 

be the Monday afternoon following 

the end of the pay period, unless 
notified previously of shortened 
processing time.  If the supervisor is 
unavailable the back up supervisor 
should complete the approvals.  Paper 
reports are still due in on Monday 
morning for processing, i.e. 
overtime/comp justifications, civil 
papers, and military papers.  

 
• Majors/Managers and above will have 

ETS report access.  Other access to 
reports will be on an as need basis and 
will be prepared by Fiscal Affairs. 

 
• Callbacks – Time is based on arrival 

and departure of the worksite/scene.  
Supervisors are responsible for 
monitoring for accountability. 

 
 REFERENCES 
 
N/A 
 
 FORMS/ATTACHMENTS 
 
N/A 
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