Maryland Military Department

State Active Duty Lodging 

ACKNOWLEDGEMENT FORM

Maryland National Guard (MDNG) members in State Active Duty (SAD) status who stay in lodging procured by the state are representatives of their respective Service and the State of Maryland and are expected to conduct themselves as professionals at all times. MDNG members will adhere to the following standards while in state procured lodging. Failure to comply may result in disciplinary action for incidents of misconduct, waste, fraud or abuse of state resources. MDNG members staying in state procured lodging during SAD will review, sign, date and return to their unit this State Active Duty Acknowledgement Form.    
1. Room Assignments. MDNG members are not permitted to change room assignments within his/her place of lodging on their own initiative. Authorization for change of room assignments must be obtained through the unit chain of command and submitted through MDNG J4 to MMD for approval.

2. Parking. The state will pay parking costs for one vehicle per room at state procured lodging when cost-free parking in or adjacent to the lodging premises is not available.

3. Private Arrangements. MDNG members are not permitted to make private arrangements of any kind with state procured lodging vendor management including room occupancy, access to gym facilities, swimming pools or saunas, and parking. Authorization for any such arrangements must be obtained through the unit chain of command and submitted through MDNG J4 to MMD for approval. The MMD will not be obligated to reimburse any vendor or individual without prior approval.

4. Unauthorized Visitors. Only MDNG members on SAD orders are authorized to stay in lodging that is funded by the state. Visitors are not permitted inside individual rooms in state procured lodging, regardless of whether or not it violates the lodging vendor’s policy. Unit command teams will spot-check rooms to ensure this is enforced, using announced visits. However, the command may not conduct room searches or enter a room without an occupant’s permission, or when personnel are not in their room. If the SAD period is lengthy in duration, the unit of assignment is to develop a plan for MDNG members to interact with families and friends, other than visiting in state procured lodging. 
5. Room Keys. Only one (card) key will be issued by lodging establishments for each MDNG member for access to his or her room. A service member is not authorized to possess multiple keys for his/her room. MDNG members will only stay in the room assigned to them. Any changes to room assignments must be approved by MMD.  

 6. Damage to Lodging. Each MDNG member is financially responsible for any damage caused by willful or negligent actions of that member. MMD shall take financial collection action against the service member in the event the MMD has to pay a lodging vendor for damages caused by that member. 
 7. Financial Liability. The State of Maryland will not be financially responsible for any personal items of MDNG members that may be lost, stolen or damaged while in the hotel or lodging room, parking area, or in a public or privately-owned vehicle. MDNG members are responsible for the security of their personal items. MDNG members are personally responsible for any charges they incur for unauthorized parking, telephone calls (other than for official business), pay television, room service, mini bar item(s) or any other incidental charges (beyond the basic room rate) incurred in their place of lodging. 

8. Misrepresentation to Lodging Vendors. MDNG members will not misrepresent themselves to lodging vendors for any reason. There is no authorization for MDNG members to negotiate terms or conditions of state contracts or state purchase orders with lodging management or to conduct fire inspections or safety patrols in lodging establishments, or otherwise interfere with their normal operation. Any potential fire or safety concerns in lodging establishments will be referred to the proper authorities, such as the fire marshal or local law enforcement, as appropriate. 

I understand that I am to consult with the chain of command of my unit of assignment regarding any questions I have about the standards of conduct contained in this form. I further understand that any changes to the standards of conduct described here will be communicated only through my chain of command, and I understand that revised information may supersede or modify these standards of conduct.  
I acknowledge I have reviewed the above standards of conduct and I understand that it is my responsibility to comply with these standards and any revisions made to them.  I understand that a copy of this acknowledgement form will be kept on file at my unit of assignment as evidence of my receipt and knowledge of the MMD SAD Lodging Standards of Conduct.

_________________________________________            

MDNG MEMBERS'S SIGNATURE


DATE

___________________________________________

MDNG MEMBER’S NAME (TYPED OR PRINTED)
DATE
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