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A-1

A
Agency Descripti on

Addiction Assessment Unit Functi on, Responsibiliti es and Organizati on

The Addicti on Assessment Unit is physically housed within the Mitchell Court-
house, and is operated under the Pretrial Release Services Program.  The Addicti on 
Assessment Unit provides evaluati on of defendants by the counselors and prepares 
reports of the evaluati on for the court to provide the court with as much informa-
ti on as possible to assist the Circuit Court in making an informed decision with 
respect to the substance abuse, or any other indicati on of recidivism, as it relates 
to the public safety.

Defendant cases are managed by the counselors.  The counselors provide treat-
ment referral, verify att endance of referrals, review urinalysis tests, review other 
concern expressed and noted during the individuals interview, and review ancillary 
referrals are made (i.e. GED, health department screenings for TB, STD, HIV test, 
job readiness, and similar services).  The Addicti ons Assessment Counselor must 
maintain contact with the defendants, referral source, case agent and other sup-
port staff  as required unti l the defendant’s case is adjudicated.  A lett er to the Court 
is composed containing assessment fi ndings and outcome; informati on as reported 
by the interventi on source, Pretrial case agent informati on with regard to supervi-
sion, and urinalysis results and compliance.  Treatment informati on is maintained 
with regard to treatment intake and compliance and treatment recommendati ons 
to be imposed if the defendant is found guilty.

The court report is delivered to the Judge on the defendant’s trial date, to provide 
the court with as much informati on as possible to assist the Circuit Court in making 
an informed decision with respect to the substance abuse, or any other indicati on 
of recidivism, as it relates to the public safety.

Defendants may remain on the counselor’s caseload from thirty days to two (2) 
years, depending on postponements.  Oft en ti mes, anywhere between one to 
four lett ers are writt en for each defendant, depending on the case and number of 
postponements.  A court report must accompany each defendant at each court 
appearance.

Each staff  member has a computer workstati on that has Internet access and Lotus 
Notes.  Lotus Notes is the system that the Circuit Court uses.  Also each staff  person 
is given access to the Criminal Records System aft er a successful probati on period 
and criminal background check done by Pretrial Release Services Division.  Mr. Neil 
Mores coordinates Judiciary Informati on Systems (JIS) computers that are uti lized 
and services the unit’s technical needs.  All computer records generated by the Unit 
are backed up by the Judicial Informati on Systems (JIS).  All computers inquire and 
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services needs are coordinated through the Director or Lead Clerical Assistant prior 
to contacti ng Mr. Mores and his team.

 Operati onal Patt erns

The following narrati ve briefl y highlights several key operati onal patt erns:

• All defendants are greeted at the front recepti on desk of the unit.  The 
defendants may have to wait thirty minutes for an assessment.  Paperwork is 
started at the front recepti on desk such as release on own recognizance (ROR), 
and NAST (alcohol assessment).  

• If the defendant is being released by a judge a number is assigned to the 
defendant that is matched with their paperwork fi le.  The defendants are then 
called by number rather than name. This procedure allows the unit can comply 
with HIPAA requirements for pati ent confi denti ality of records.  

• When the case number is called, the assessment begins.  Open case assessments 
are sent down as assessment request by the Pre-Trial Intake Unit.

Offi  ce hours are between 8:30 AM and 4:30 PM, Monday through Friday.  The unit 
does not routi nely have aft er-hours access.  The director may come aft er-hours for 
one to two hours to work on Grant Applicati on Development

Each employee will require an individual workspace.   Work space should be indi-
vidual offi  ces for privacy while health informati on is discussed (per HIPAA regula-
ti ons), though the offi  ces can be parti al height not all the way to the ceiling so 
that the director can hear if a signifi cant issue or altercati on is occurring.  Smoke 
Plexiglas doors on offi  ce cubicles were requested to allow staff  some privacy during 
interviews.  Safety is a concern. Currently printers, a copier and a shared fax are 
convenient to staff , and do not need to be in the offi  ces.  

The clerical assistants work together and share the job juncti ons.  The clerical as-
sistants should have individual work stati ons located together.

Primary Support Space Requirements

• Recepti on Area - The recepti on area serves the Addicti on Assessment Unit and 
the Pretrial Intake Unit.  The recepti on area is served by the two clerical 
assistants, who should have a direct view of the waiti ng.  Oft en, defendants will 
leave if there is extensive waiti ng, so having the waiti ng supervised by the 
clerical assistance can reduce this “balking”.  

• Conference Room - The unit needs a conference room to support unit meeti ngs.

• File / Records Area and Archives Storage - The records are protected informati on 
and must be retained for at least fi ve years.  Counselors maintain an assessment 
folder packet, monthly logs, et cetera.

• Storage Room

• Copy Area / Room - An area is required for copier/fax and printers.

Addicti on Assessment Unit also shares an IDF network switch room with Pretrial 
Release Services Division

Recepti on / Waiti ng Areas

Defendants come to the offi  ce for assessments, between 8:30 AM and 2:30 PM 
daily.  The typical peak number of visitors ranges between eight and fourteen de-
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fendants at a ti me, with daily peaks of thirty defendants.  It is not unusual for 25-30 
defendants to be waiti ng at one ti me (note that this includes Pretrial Release visitors).  
It is not uncommon for clients to bring one or two family members to interviews 
or meeti ngs.  Aft er they arrive, defendants are given a second reporti ng ti me for a 
scheduled interview, which are scheduled on Mondays through Fridays. 

One main recepti on area is needed to serve the enti re offi  ce.  This unit shares the 
recepti on with the Pretrial Unit which is located on the fl oor above but connected 
via an internal stairs.  The Pretrial Release Services unit accounts for approximately 
50% of the visitors.  No special security -- such as transacti on windows or paper pass-
through trays -- has been needed to date.

Records Requirements / File Area

Archives are housed in separate fi le cabinets.  The Addicti on Assessment unit does 
not currently have a separate fi le or archive fi le room, and the existi ng space is small.  
No changes are anti cipated to the fi ling requirements that impact offi  ce equipment, 
staff  and space requirements.

The unit maintains assessment fi les in rooms A51 017.  These fi les are not available to 
the public.  These assessment reports are maintained in 8.5 x 11 Packets of thirteen 
(13) sheets each for fi ve years in hardcopy form.  There is a new project to put the 
fi les on CDs.

Meeti ngs and Conference Requirements

A conference meeti ng room is needed that could be shared with Pretrial Release.  
This room would be used daily by the unit, for acti viti es such as supervision discus-
sions, depending on how it was designed.  The following types of conferences occur 
in Addicti on Assessment:

• Staff  meeti ngs of one or two hours in length are held three ti mes per month, 
with eight to twelve att endees at work areas.  Special requirements include DVD, 
Monitor, and TV.

• Case conferences, which are att ended by the case agent, defendant, and 
counselor, last fi ve to thirty minutes, and occur ten to thirty ti mes per week with two 
to four att endees.  These meeti ngs are held at work stati ons.  

• Future Treatment Readiness Groups. These meeti ngs are not currently held 
but need to be planned for.  Because medical informati on is discussed, the Treat-
ment Readiness Group meeti ngs need to comply with HIPPA requirements by being 
conducted in privacy.

Security and Access

The Addicti on Assessment Unit requires parti ally restricted security for control of 
staff  and visitor access to the Unit, with access for all employees and screened visi-
tors.  Internal access beyond the recepti on desk will be provided by escorti ng visitors.  
Additi onal security measures may be considered at the recepti on desk.  Each offi  ce 
desk will have a duress alarm.  This assumes that all access into the facility will be 
strictly monitored and controlled at all building entrances.

The unit has some special requirements related to the movement and handling of 
documents.  The unit receives assessment packets that contain highly confi denti al 
documents.  The packets are hand-delivered to Pretrial Release staff .  Court lett ers 
are hand-delivered to the Mitchell Courthouse across the street.  Other documents 
are sent in the interdepartmental mail. 
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Circuit Court Medi-
cal Services Division

Jury Faciliti es / Offi  ce of 
the Jury Commisioner

Parking

An assigned parking space is requested for the Director.

Other Comments and Issues

The ideal offi  ce would be warm and business-like.  Staff  ask very personal informati on 
in the interviews, and need the interviewees to give honest answers, so the offi  ce 
should encourage respect and honesty.

Functi on / Acti viti es

The Medical Services Division provides mental health evaluations from the Baltimore City 
Circuit Court (Criminal, Family-Domestic, and Family-Juvenile Divisions) and from the 
District Courts in Baltimore City.

The unit should include a conference room and interview rooms, which are used by 
social workers. The psychiatrists and psychologists should have private offices where 
they conduct interviews with prisoner.

Hours of Operati on

Monday through Friday, 8:30 am to 4:30 pm.

Access / Security

Medical Services is visited by staff, prisoners and juveniles. Both staff and juveniles 
access the Medical Services area from public circulation. Access to the staff office is 
restricted to the staff. Members of the general public are admitted by appointment only. 
Prisoners enter from secure circulation and remain in holding in a secure area.  
Psychiatrists and psychologists may interview prisoners in their offices, so their offices 
should have direct circulation service from the secure holding area.

The Jury Commissioner is responsible for the qualifi cati on and processing of jurors, 
supplying jurors to the Courts, and remunerati on of the jurors. The Jury Commission-
er also is responsible for managing the Grand Jury Rooms.  Jury faciliti es include the 
jury assembly area, the Jury Commissioner’s offi  ces, and the Grand Jury suite.  The 
jury assembly area requires a public counter, a cashier’s stati on, and a break room.  
The Jury Assembly serves as an area where jurors and prospecti ve jurors are received 
in the courthouse and where the jurors await selecti on.

The Grand Jury Room accommodates the 23-person Grand Jury, which hears cases 
presented by the State’s Att orney for indictments.  Based on the informati on pre-
sented, the Grand Jury may issue indictments on the individual cases. The Grand Jury 
Room is located within a suite which includes a coff ee bar, juror toilets and confer-
ence/break rooms, Grand Jury staff  workstati ons (for a court reporter and an att or-
ney from the  State’s Att orney’s Offi  ce), a conference room, waiti ng area, a vending 
machine, and restrooms.

Operati onal Patt erns

Hours of operati ons are between 8:00 AM and 4:30 PM, Monday through Friday. The 
Jury Commission has an extensive mail operati on which is involved in preparati on of 
mass mailings of jury summons, failure to appear noti ces, and reports.  Mailers are 
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printed on triplicate forms.  The mail is transported by a vendor to the U.S. Post Offi  ce 
then metered by the USPS.  The envelopes are stuff ed by the staff , though the Jury 
Commission also uses student labor.  This involves stuffi  ng 800 envelopes three ti mes 
per year.  If the overall Grand Jury operati on in Balti more City grows from one to two 
grand juries, the approximate count for mailing will double.

Adjacencies

The Jury Assembly Room should be proximate to the public entrance of the court-
house and have convenient access to the courtrooms where possible. The admin-
istrati ve offi  ces should be adjacent to the Jury Assembly Room, parti cularly for the 
purpose of staffi  ng the public counter and cashier stati on.

The Grand Jury Room should be close to the Jury Assembly Room and the Jury Com-
missioner’s administrati ve offi  ces. The acti viti es of the Grand Jury are typically secret 
and highly restricti ve, and the Grand Jury Rooms should not be openly marked or 
accessible from a primary public area.  Instead, the entry for both the Grand Jury wit-
nesses and for the grand jurors and staff  should be from a sub-corridor, not casually 
observed by the general public.

Access/Security

The Jury Assembly Room is accessed via public circulati on. Jurors and prospecti ve 
jurors move within public circulati on when not immediately engaged in a jury trial or 
deliberati on.  The administrati ve offi  ce area is within restricted staff  circulati on.  The 
public counter and cashier stati on should be secure to prevent free movement from 
the Jury Assembly Room and public circulati on into the staff  area.  Specifi c security is 
required for the cashier.

Change and Growth

The JIS is developing a web-based jury system that will impact check in, management 
reporti ng, show cause reporti ng, and the actual number of “no shows.”  This system 
will reduce the amount of manual labor associated with each of these functi ons.  The 
web system will also impact the operati onal sequence of acti viti es, and the organiza-
ti on and the staffi  ng levels of the Jury Commission.

A study of the Jury Summons system ti tled “Improving the Juror Yield in the Circuit 
Court for Balti more City”, published April 12, 2006, was conducted by Thomas Mun-
sterman of the NCSC. The Jury Commission is implementi ng some of the recommen-
dati ons of that study.  

Special Design Considerati ons

The Jury Assembly Room should be dignifi ed in appearance. Fixed seati ng is desir-
able in the waiti ng area. A high ceiling and natural light is preferable.  The Grand Jury 
Room should have the dignity of a courtroom.

The Offi  ce of the Public Defender provides legal services to eligible individuals.  
Representati on is provided in District Courts, Juvenile Courts, Circuit Courts, police 
custody and related collateral hearings, Children in Need of Assistance (CINA) and 
terminati on of parental rights (TPR) cases. 

OPD Mission Statement:  The mission of the Offi  ce of the Public Defender (OPD) is to 
provide superior legal representati on to indigent defendants in the State of Maryland 
by safeguarding fundamental individual rights and ensuring access to the guaranteed 
protecti ons aff orded by the United States Consti tuti on, the Bill of Rights, the Mary-
land Consti tuti on and Declarati on of Rights, and the laws of Maryland.  

Offi  ce of Public Defender
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Declarati on Of Policy & Legislati ve Intent:  It is the policy of the State of Maryland to 
provide for the realizati on of the consti tuti onal guarantees of counsel in the repre-
sentati on of indigents, including related necessary services and faciliti es, in criminal 
and juvenile proceedings within the State, and to assure eff ecti ve assistance and 
conti nuity of counsel to indigent accused taken into custody and indigent defendants 
in criminal and juvenile proceedings before the courts of the State of Maryland, and 
to authorize the Offi  ce of the Public Defender to administer and assure enforcement 
of the provisions of this arti cle in accordance with its terms.   

Trial Divisions for the offi  ce of the Public Defender are maintained in all Circuit, Dis-
trict and Juvenile Courts.  

Divisions within OPD include the following:

• Executi ve Administrati on

• Felony Division

• MJT Division

• Investi gati ons

• Intake

• Juvenile

• Records

• Client Services

• Offi  ce Support

• Northwest Defender Unit

• Child in Need of Assistance

• Team Core Support Units

• Cluster Core Support Units

Adjacencies

The OPD has requested that the offi  ces for the OPD should be located near to the 
courthouse but not within the courthouse.  The locati on of the OPD should be conve-
nient for trial att orneys to go from their offi  ce to the courtrooms, and convenient for 
clients who must appear in court to come to the OPD att orney offi  ces fi rst.  The OPD 
offi  ces should not be directly inside the courthouse so that the OPD maintains an im-
age of independence of the courts and do not appear to be biased towards the court 
family in terms of representati on of their clients. 

The Executi ve Administrati on unit manages the enti re offi  ce in Balti more City, which 
provides criminal defense services to the indigent.  The State OPD Offi  ce handles 
human resources and accounti ng issues.  The secretarial and recepti onist positi on 
sort the mail and summons at their desk.  The offi  ce manager also gets involved in 
this acti vity.  This requires understanding who “owns” the case. The units come to the 
administrati on area to retrieve the mail.

OPD Executi ve Administrati on
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Workload / Caseload

The OPD Administrati on receives more than 40 telephone calls per hour, processes 
and responds to 40 lett ers per day, and schedules meeti ngs for the District Public De-
fender.  Administrati on handles all freedom of informati on requests - approximately 
60 per year.  OPD Administrati on also processes 10,000 panels for peti ti ons per year.  
Administrati ve staff  need “confi denti al” space to deal with many personnel issues.

Operati onal Patt erns

Offi  ce hours are between 8:00 AM and 5:00 PM, with frequent aft er-hours work and 
meeti ngs.  Staff  working late and need HVAC and security services aft er hours and 
during weekends.

Recepti on / Waiti ng Areas

Visitors include:

• Clients, who come for att orney visits. These occur approximately twice a month.  

• Staff  or other agency heads come to the offi  ce for meeti ngs. These visits usually 
occur daily.  

• Citi zens, who come for job applicati ons. These visits usually occur daily.

A small recepti on area is needed for staff  and others to wait before meeti ngs with the 
Deputy Public Defender.

Meeti ngs and Conference Requirements

The following is a summary of the number and nature of meeti ngs and/or confer-
ences held:

• Staff  meeti ngs of one to two hours are held daily with as many as fi ft een 
parti cipants.

• Hiring conferences of one hour are held fi ve ti mes per month on a week day with 
up to ten att endees.  

Security and Access

Restricted: security is required. Access is controlled strictly, although visits are not 
uncommon.

Parking

Two assigned parking spaces are requested for the District Public Defender and Depu-
ty District Public Defender.  Twelve additi onal parking spaces have been requested for 
supervising att orneys.

Functi on, Responsibiliti es and Organizati on

Under Arti cle 27A – Annotated Code of Maryland:  The Felony unit represents indi-
gent clients charged with serious crimes.

Functi ons and responsibiliti es, by subgroup, include:

• Supervising Att orney – Angela Shelton

• Drug Treatment Court (DTC) Unit: represents defendants charged with crimes who 
are sent to the drug treatment court.  The DTC unit follows and represents the 
defendant at hearings unti l graduati on or revocati on.

• Federal Drug Interventi on Unit (FDI):  supervises the federally-fi nanced 

OPD Felony Division
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drugprogram.  This program provides some of the same services as DTC Att orneys.

Operati onal Patt erns

Case fi les are received from the District Court and are assigned by the arrival date to 
the att orneys.  Once the att orney receives the fi le, the att orney and his / her sup-
port staff  are responsible for all future work.  Routi ne “aft er-hours” access is required 
because the juries may deliberate unti l late in the day.  Att orneys work nights and 
weekends to keep up with the caseloads.  The low acti vity periods of this offi  ce oc-
curs during the summer (June through August).  Changes in legislati ve requirements 
periodically impact the operati ons.

Spaces

A library area and conference / training room are required for the team to meet 
together for conti nuing legal educati on (CLE) and staff  meeti ngs.  Space for media 
support with scanners and similar equipment is required for trial preparati on.

Records Requirements / Files

Att orneys maintain acti ve records in their offi  ces, including some post-trial fi les and 
some research fi les.

Meeti ngs and Conference Requirements

Meeti ngs and conferences include:

• Meeti ngs for felony teams of one hour are held four ti mes per year with 53 
att endees.  These meeti ngs are usually held at the law library.

• Meeti ngs for conti nuing legal educati on of one to two hours are held once per 
month with 30-50 att endees.  These meeti ngs are usually held at the Law Library.

• Meeti ngs for Forensics of three or four hours are held once or twice per week with 
fi ve to ten att endees.  These meeti ngs are usually held at law library.

• Meeti ngs for Client Services of four hours are held once each week with fi ve to ten 
att endees.  These meeti ngs are usually held today in the 6th fl oor offi  ces.

This group can share a large conference room with access required at least once per 
week.  A room with movable dividers to allow for smaller conferences is needed.  
Rooms are also needed for trial preparati on.  These rooms should be equipped for 
power point presentati on, smart boards and internet access and support.

Security and Access

Restricted: security is required. Access is controlled strictly, although visits are not 
uncommon.  This group receives signifi cant amounts of mail, oft en with confi denti al 
documents.

Parking

OPD requests that the following positi ons are assigned parking spaces.  

• Chief

• APD IV

• APD III
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OPD Misdemeanor Jury Trial 
(MJT) Division

Functi on, Responsibiliti es and Organizati on

The MJT Division provides public defense for defendants in substance abuse cases, 
violati on of parole and criminal non-support cases.

Functi ons and responsibiliti es, by subgroup, include:

• Misdemeanor Jury Trial Teams (MJT).  Each team consists of six lawyers which 
alternate each day handling instant jury trials.  These teams also handle two 
Violati on of Parole (VOP) dockets a month.

• Violati on of Parole (VOP) Unit.  This team consists of four lawyers who handle VOP 
dockets every other day.

• Non Support Unit.  This team consists of two lawyers who handle all criminal 
non-support matt ers.

• Support Staff .  The unit has an offi  ce manager and four clerical staff .

• Law Clerks.  The unit would need fi ve paralegal or law clerks in the future. 

• Social Worker, who aids clients with various problems such as unemployment, 
homelessness, mental illness and substance abuse.

Workload / Caseload

The primary workload is driven by jury trials that are “prayed” (requested) in District 
Court the day before.  There are two dockets a day which can be up to fi ft y cases 
each.  The non-support unit handles the cases in courtroom F1 on a daily basis and 
some ti mes appears in courtroom F3. The MJT unit handles appeals concerning jail 
ti me in the district court, and handgun cases in the Circuit court.

Operati onal Patt erns

Typical offi  ce hours are between 8:30 AM and 5:00 PM.  Routi ne “aft er-hours” access 
requirements include provisions for lawyers who are in court late.

Space Comments

Support staff  and law clerks should be grouped together. Support staff  requires work 
space for compiling dockets.  The unit requires a large fi ling area.  

This unit needs access to a large conference area for staff  meeti ngs and training, 
which can be shared with other units. The conference room should be provided with 
tables, chairs, eraser board, DVD player and a large monitor.

Recepti on / Waiti ng

Visitors include clients, who come for meeti ngs with lawyers for instant trials and for 
dockets. Overall, there are twenty to thirty visitors daily.  Each visitor may be accom-
panied by friends and family members.  The offi  ce requires a service of a recepti on 
area, which can also serve the enti re offi  ce of the Public Defender, with individuals 
escorted from the recepti on to the individual lawyers.

Meeti ngs and Conferences

Meeti ngs for training and educati on of 90 minutes are held twice per month with 30 
att endees.  These meeti ngs are usually held at the conference room.  Staff  meeti ngs 
of one hour are held once per month with 40 att endees.  These meeti ngs are usually 
held in the open area within the unit.
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Security and Access

Restricted: security is required.  Access is controlled strictly, although visits are not 
uncommon.  Special security needs include a duress alarm.  This unit does not require 
att ack-resistant barriers at the recepti on area.

Special Technical and Equipment Requirements

File servers are located off  site.  All employees have personal computers. There are 
three combinati on printer/copier/fax machines.  This unit currently has two shred-
ders.

Parking

Assigned parking spaces are requested for the following positi ons.  

• Chief Att orney

• Supervisor Att orney 

Other Comments and Issues

The ideal physical setti  ng for the offi  ce would include an open recepti on and support 
staff  space, with a large conference room that can be shared with other OPD units.  

Functi on, Responsibiliti es and Organizati on

The intake unit receives the defendant clients and initi ates the case within the OPD. 
The Intake Unit serves as the locati on where out-of-custody defendants who are 
released on bail or ROR initi ally apply for public defender assistance with their cases.  
If the defendant is incarcerated, including those remanded by court, then the defen-
dant’s intake functi on is performed by the Intake Unit located at the central booking 
intake facility (CBIF) at the jail. A public defender att orney is present to represent 
indigent individuals during bail review.

Operati onal Patt erns

Typical offi  ce hours are between 8:00 AM and 5:00 PM, Monday and Friday.  The 
central booking intake facility (CBIF) at the jail operates two shift s (8:00 AM – 4:00 
PM and 4:00 PM to 12:00 Midnight).  At intake, the recepti on desk reviews the ap-
plicati on. The applicant must provide proof of their level of income such as paycheck 
stubs.  Paperwork is completed at intake. Intake performs a background interview 
and has the applicant sign the appropriate paperwork. Informati on on the case is 
entered into the Pro-Law system. Intake schedules the att orneys including scheduling 
of misdemeanor trials.  The att orneys are on rotati on for the arraignment hearings.  
Defendants in District Court must make arrangements via phone before their trial 
date.  The att orneys on rotati on at the CBIF do not rotate with the att orneys at 201 
St. Paul.

Space Comments

The space should be designed for client qualifi cati on for services.  Interviews are 
private and should not be conducted at the front desk because of the nature of the 
informati on discussed.  Offi  ces should be provided for the intake staff  to keep the 
interviews private.  Each offi  ce and workstati on requires a computer, telephone, and 
storage space for paperwork and forms. 

OPD Intake
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OPD Juvenile

Recepti on / Waiti ng

Visitors consist primarily of clients who come for interviews and att orney visits.  A 
recepti on area should be provided.  A play area should be provided for defendants 
who bring children.

Records Requirements / File Area

When records are created, the records are sent to the Records Management unit, 
who distributes the records to the assigned att orney.

Meeti ngs and Conference Requirements

Interview meeti ngs of fi ft een minutes are held ten to twenty-fi ve ti mes per day with 
two to four att endees.  These meeti ngs are usually held at the att orney’s offi  ce.

Staff  meeti ngs are held as needed.  This unit needs access to a shared conference 
room.

Security and Access

Parti ally Restricted security is required. Areas are generally accessible to all employ-
ees and screened visitors, although access into staff  areas of the unit is typically 
monitored or screened by security or recepti on staff .  The unit should be directly 
adjacent to a security post to allow the security staff  to provide assistance if the unit 
has a security incident with a defendant.  About one percent of the defendants come 
to the offi  ce either intoxicated or with a “bad atti  tude”.

Functi on, Responsibiliti es and Organizati on

The Juvenile unit of the OPD provides public defense service to juveniles charged in 
juvenile court.  A separate but connected group provides defense services to parents 
who have children with cases in CINA.

Functi ons and responsibiliti es, by subgroup, include:

• Administrati on

• Court Teams, which represent the clients in court.

• Intake – this unit operates separately from the OPD Intake for adult defendants 
and processes request for representati on by juveniles.  OPD represents 98% of all 
juvenile cases that appear before the juvenile courts.

• Contract att orneys, who are hired when OPD has a confl ict on the case.

• Support team, which provides clerical support.

Meeti ngs and Conference Requirements

Meeti ngs and conferences include:

• Client interviews are conducted, normally on the day of a trial.  These occur three 
to four ti mes per day per att orney, att ended by four or fi ve individuals.  These 
meeti ngs are usually held at the att orney’s offi  ce.  

• Pre-hearing meeti ngs of thirty minutes each are held about three ti mes per year, 
with four or fi ve att endees.  These meeti ngs are held in the att orney’s offi  ce.

Security and Access

Restricted security is required. Access is controlled strictly, although visits are not 
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OPD Records Functi on, Responsibiliti es and Organizati on

Primary functions and responsibilities include:
• Maintain inventory of closed case fi les.  

• Provide access to closed case fi les per request, which may come from PD 
att orneys, support staff , and on occasion from other agencies.  Clients may request 
charging documents.

• Data Entry receives closed folders.  This group used to open cases, but now intake 
opens the cases.  The Data Entry now verifi es that the forms are completed, 
including the dispositi on, that the att orney’s names are entered, and that the 
archive date is entered.  The Data Entry makes up a folder jacket.  Only circuit 

court cases are color coded.

• File Room, which maintains fi les folders on shelves using an alpha-numeric fi ling 
systems.  The fi le room is responsible for disposal or archiving of records at the 
hall of records which is located in Jessup, Maryland.  OPD reports that Jessup is 
short-staff ed and out of space, which causes the local offi  ces to hold onto the 
records longer.  

• Juvenile, which has a separate fi le room, performs their own data entry and 
maintains their own fi les.

Technology with paperless case management can change this operati on signifi cantly.  
Case fi les replicate informati on contained in the Pro-Law system.  The Pro-Law system 
which was started in 2005 lacks a method for incorporati ng signatures.

Operati onal Patt erns

The following are the general operati ons of the offi  ce.  
Files come from intake, including from the jail and at other district court locati ons.  
The offi  ce also performs statewide functi ons including appellate and collateral review.
Files move from intake to the respecti ve defense att orneys handling each case, then 
to court and then back to records.

Recepti on / Waiti ng

Visitors include:
• OPD att orneys, who come to access records. There are usually ten to twelve visits 

per day. 

• Clients, who come for charging documents. 

• Outside agencies, who come to view fi les which are approved for review by OPD 
Management. 

Security and Access

Restricted: security is required. Access is controlled strictly, although visits are not 
uncommon.

Functi on, Responsibiliti es and Organizati on

OPD Client Services provides social worker assistance to OPD clients. The unit man-
ages the social services for adults and juveniles and is part of the case team with the 
att orneys.  The unit helps investi gati on and provides alternati ve placement 

OPD Client Services
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The Juvenile Unit work includes helping the Department of Juvenile Services (DJS).  
DJS must place the kids and must set up the services.  Client Services monitor if kids 
are getti  ng the services and help fi nd appropriate services instead of jail ti me. Client 
Services also testi fy in court.

Client Services is divided into the following teams:
• Juvenile team -- including general social worker, educati onal social worker and 

youth defender unit for youths charged as an adult.

• Adult team -- including the felony division, the MJT team, and the District Court 
(which is now vacant).

• Neighborhood Defender Unit – located with the Northwest Defender Unit, which 
is not located at the courthouse.

Operati onal Patt erns

Offi  ce hours are between 8:30 AM and 5:00 PM.  Routi ne “aft er-hours” access re-
quirements include occasional early or late court ti mes.

Space Comments
The social workers need an enclosed space to interview clients over personal infor-
mati on.  The recepti on area can be shared.  This unit should not share recepti on with 
CINA.

Recepti on / Waiti ng

Visitors include:
• Juvenile clients, who come for interviews. These visits usually occur once each day, 

and may include up to two or three family members.  

• Providers, who come to coordinate and plan cases. These usually happen once 
each week.  

• Adult clients, who come for interviews. These visits usually occur once each day 
with as many as eight att endees.

Records Requirements / File  

Files are a problem currently.  Most fi les go to storage.  There are a lot of return 
clients, which force staff  to retrieve records from storage.  Reports and notes are 
generated on personal computers, so the informati on starts out in electronic format.  
Records have extensive personal and restricted informati on that is received from 
other agencies such as hospitals and schools electronically as well. Client Services 
keeps fi les for a limited ti me (fi ve years).  Client Services is considering using scanning 
for records retenti on.

Meeti ngs and Conference Requirements

Meeti ngs and conferences include:
• Meeti ngs for client interviews of ninety minutes are held once a day.

• Meeti ngs for in custody interviews.  These meeti ngs are usually held at the jail.

Client services needs access to interview rooms.   

Security and Access

Restricted: security is required. Access is controlled strictly, although visits are not 
uncommon. Adult and juvenile services should be separated. Controlled access with a 
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Northwest Defender Unit Functi on, Responsibiliti es and Organizati on

The NW Defender Unit is a neighborhood unit of the OPD that assist clients with 
expungements, minor off enses, probati on, not guilty pleas, and null process cases.  
This unit is part of a program that brings resources, including health, housing and 
employer contacts, to the community.  The NW Defender Unit has both walk in cases 
and appointments.

Space Comments

Waiti ng area should be integrated as part of the community resources where defen-
dants can gather informati on. It should also have a computer att ached to the web 
with site blockers to restrict the computer to authorized web sites. The NW Defender 
Unit use conference space for trial preparati on.

Recepti on / Waiti ng

The center receives approximately 40-50 visitors a week, and may receive up to fi f-
teen visitors at a ti me.  The peak ti mes include late mornings, early aft ernoons, with 
the peak day being Wednesday.

Security and Access

Restricted: security is required.  Access is controlled strictly, although visits are not 
uncommon.  The recepti on will have a sign-in log, and should have a duress alarm 
with remote door release.  Video camera surveillance should be provided around the 
perimeter.

Parking

An assigned parking space is requested for the supervisor.

The responsibility of the Clerk of the Circuit Court is to receive, record, update, 
retrieve and issue documents to judicial offi  cials and the public. The Clerk’s Offi  ce is 
the central repository of all court records and fi les regarding judicial and non-judicial 
matt ers within the Circuit Court.

The following divisions within the Clerk’s Offi  ce support the Criminal, Civil, Family-
Domesti c, and Family-Juvenile Divisions of the Circuit Courts and the Circuit Court 
Administrati on:

• Administrati on

• Human Resources

• Special Projects

• Accounti ng

• Purchasing

• Assignment

• Civil

• Criminal

• Courtroom Clerks

Clerk of the Circuit Court
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• Family

• Paternity

• Trust

• Land Records/License

• Juvenile Clerks

• Jury Commissioner

Back-offi  ce functi ons include the initi ati on of case openings, data entry, maintenance 
of case fi les and generati on of daily court appearance calendars. In additi on to its 
clerical functi ons, the Clerk responds to a tremendous volume of visitor acti vity 
(individuals fi ling peti ti ons and orders) as well as other public and private agencies 
requesti ng access to case records.

Hours of Operati on 

Monday through Friday, 9:00 AM to 5:00 PM.

Adjacencies
Proximity to the courtrooms would be convenient. Public counters should have con-
venient access to public circulati on.  The Jury Commission should be directly adjacent 
to the Jury Assembly area and the Grand Jury.

Access/Security

Public visitors report to clerk recepti on/informati on counters. Visitors are then di-
rected to their desti nati on (i.e. courtrooms), or are required to fi ll out the necessary 
paperwork for fi ling a complaint or requesti ng informati on.  A fi rst fl oor locati on for 
public counters is preferred. Public access to staff  offi  ce space and fi le areas is limited 
and controlled. Security is required for all court fi les.  Staff  enters through the public 
entrance. 

Special Design Considerati ons

The public counters should be conducive to fi ling and paperwork and communicati on 
with the counter staff .  The Clerk’s counter may require impact resistant glazing.  Ac-
commodati ons for disabled individuals must be provided at all public counters.

Team Core Support Units are provided through out the offi  ces of the Clerk of the 
Circuit Court at regular intervals providing common shared support spaces, with each 
core provided for approximately 75 staff .  This allows each team to have the neces-
sary resources without excess duplicati on of resources.  Spaces that are included 
in each team core support unit include a conference room with seati ng capacity of 
eight, a pair of copiers, offi  ce storage, a mail stati on, a coff ee bar, and a pair of staff  
toilets.

Cluster Core Support Units at each major level or secti on of the offi  ces of the Clerk of 
the Circuit Court, with provisions for two separate support units for split areas of the 
clerks operati on.  The spaces included in the Cluster Core Support Unit include a large 
conference room seati ng sixteen, a smaller conference room seati ng eight, a confer-
ence/training room, a break room, and staff  restrooms.
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Functi on, Responsibiliti es and Organizati on

Accounti ng provides payroll, budgeti ng, fi nancial reporti ng, cashier receipts, escrow 
accounts, accounti ng payouts and accounti ng recepti on.  Accounti ng also oversees 
Purchasing.

Operati onal Patt erns

This unit deposits all receipts collected by the Offi  ce of the Clerk of the Circuit Court, 
including the land records unit. Deposits are done by Dunbar armored vehicles.

Change and Growth

A new accounti ng system is under development.  This may decrease the fi ling space 
requirements, but will increase technology requirements. The system will handle 
inventory, procurement and cash receipts.

Space Comments
• Recepti on counter with restricted access.

• Deposit room, separate from the counter.

• Vault – a walk in cash vault.

• File and archiving room

• Archiving room

• Copier, printer, scanner and fax.

• Printers –  a separate UCS printer is needed.

• Shredder.

Recepti on / Waiti ng Areas

Visitors include:
• Clerks from Civil, Criminal Land Records, Family, Paternity, who come to deposit 

funds received from parti es.  There are typically six visitors each day on average. 

• Bail deposits, escrow accounts, which average one visit per day.

• Check request, which occur one at a ti me.  

Security and Access

Restricted: security is required. Access is controlled strictly, although visits are not 
uncommon.  A vault, counti ng room, and cashier area will require maximum security.

Parking

A parking space for the armored transport vehicle is required.

Functi on, Responsibiliti es and Organizati on

The following are the primary functi ons and responsibiliti es of this unit.
• This unit picks up and delivers mail to and from the post offi  ce. 

• It verifi es and signs incoming certi fi ed or registered mail from the post offi  ce. 
Incoming mail is sorted, delivered to 23 departments.  

• Purchasing uses an electric mail scale, allocator and mail machine to post postage 
on outgoing mail.  

• Purchasing delivers supplies and equipment to departments in three courthouses.  

Clerk of the Circuit Court
Accounting

Clerk of the Circuit Court
Purchasing
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• Purchasing assists the unit supervisor in the receipt and inventory of supplies and 
equipment, disposal of excess property, the tracking of maintenance service calls 
for equipment, and responding to phone calls from vendors.

• Purchasing mails Jury Summons, Failure to Appear, Postponement noti ces.  

• Purchasing verifi es outgoing mail addresses if it is missing.

• Purchasing mails Grand Jury summons.

Workload / Caseload

The primary workload that determines the capacity requirements of this department 
include the following: 
• The receiving and sorti ng of mail: to make sure the mail is sorted and delivered to 

23 departments in three courthouses.  The external factors include the postal 
system not delivering mail on ti me, to broken service elevators which make the 
ti me vary.

• The receiving and delivery of supplies and equipment.  In courthouse east supplies 
and equipment are received on the loading dock in the garage area.  The vendors 
have a certain ti me to deliver and unload supplies and equipment from their truck.  
The purchasing department has to bring those supplies to the 4th fl oor on the 
service elevators.  That service elevator is shared.  By the correcti onal offi  cers, as 
well as the maintenance crew.  So it takes ti me to bring our supplies and 
equipment to our offi  ce.

• Storage of equipment and excess property.  Purchasing does not have the space to 
store old furniture and equipment from diff erent departments.  As a result, 
Purchasing has no choice but to use the hallways by the purchasing department for 
storage unti l the department of general services removes the material.

• Purchasing unit personnel deliver water throughout the courthouse.

• Forms are printed annually, stored and delivered to the offi  ces as needed.

All items over a certain (economic) value are bar coded.
 
Operati onal Patt erns

Offi  ce hours are between 8:00 AM to 4:30 PM.

Space Comments

The following are comments concerning the type of spaces required in this unit.  Pur-
chasing desires more space for storage of executi ve property, as well as for storage of 
old damage furniture and equipment.

Functi on, Responsibiliti es and Organizati on

The following are the primary functi ons and responsibiliti es of the Assignment Divi-
sion.
• In conjuncti on with the Circuit Court Management Committ ee Administrati ve 

Judge and Judges-In-Charge of the various specifi c dockets, the Assignment 
Commissioner assist in the development of plans and procedures to govern the 
scheduling of all Civil and Criminal matt ers within a Thirty-Two Trial Judge 
Jurisdicti on. This fi gure does not include the daily uti lizati on of ten to thirteen 
reti red judges.  The Assignment Commissioner is directly responsible for 
scheduling all Juvenile Transfer of Jurisdicti on Cases.

• The Assignment Commissioner has overall management responsibiliti es for 
scheduling acti viti es associated with the calendaring of all Civil and Criminal cases/
hearings, maintaining a yearly Judicial Leave Calendar for a thirty-two judge 
jurisdicti on, maintaining a yearly Judicial Calendar for all protracted Civil and 

Clerk of the Circuit Court
Assignment
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Criminal Cases.

• The Assignment Commissioner is directly responsible for developing a calendar 
system which designates specifi c court days to each Circuit Court and some visiti ng 
reti red Judges to schedule their collateral proceedings. This calendar system 
designates all Civil Judges equal tours of weekly duty to hear Civil Fast Track Cases 
during a yearly rotati on.

• The Assignment Commissioner is directly responsible to assure that all assignment 
personnel adhere to rules governing the scheduling of all Civil and Criminal cases 
for the Circuit Court for Balti more City.

The scheduling order is generated for all trials.  The order establishes relevant 
procedural milestones, deadlines, pre-trial conferences and trial dates.

Functi ons and responsibiliti es, by subgroup, include:

• The Civil Assignment Division of the Court processes and manages all civil non-
domesti c matt ers with the Courts jurisdicti on.  The Civil division operates a Unifi ed 
Court System (UCS) computer system.  

• The Criminal Assignment Division of the Court processes and manages all criminal 
matt ers with the court’s jurisdicti on.  The Criminal Division operates under the JIS 
computer system.  

• The Assignment Division mails out noti ces, which must be stuff ed into envelopes 
by staff .

Records Management

The department maintains one year’s worth of records, with some records main-
tained for only one to two months.

Security and Access

Restricted: security is required. Access is controlled strictly, although visits are not 
uncommon.

Functi on, Responsibiliti es and Organizati on

The Civil clerks perform fi ling of pleading moti ons, for civil cases, foreclosures, tax 
sales, asbestos, and appeals.

Functi ons and responsibiliti es, by subgroup, include:

• Clerks offi  ce logs and processes civil case fi lings and other related civil 
proceedings.  Provide customer services in person by telephone and mail.

• The Records unit maintains and disperses closed court fi les.

• Mortgage processes all mortgage foreclosure case fi les in Balti more City

• Asbestos processes all asbestos related cases.

• Cashier takes in checks, fi ling fees, photo copy cost for records, and payment for 
judgment.

Clerk of the Circuit Court
Civil
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Operati onal Patt erns

Offi  ce hours are between 8:30 AM and 4:30 PM, Monday through Friday.  For each of 
the subgroups, the following are special operati onal patt erns for each subgroup:
• Clerks – workload from the previous day is distributed evenly amongst the 

employees.

• The Records unit is located in two diff erent suites due to space constraints.  The 
records room is where citi zens come to review a case fi le, access computers and 
obtain copies.  

• Mortgage employees are assigned work according to the last digit of the fi ling 
(0-9).

Space Comments

• Public work space is needed.  Presently there is a table in the records room that 
citi zens can sit at.  The space is open and may be a safety issues.  The space 
needs to be separated from the employees work stati ons. 

• A fi le and records area.

• Storage room is needed large enough to devote to storing records from court of 
special appeals.

Recepti on / Waiti ng Areas

Visitors include:
• Counter visitors who come to get copies.  These visits usually occur in the early 

morning and during lunch.  There are usually four visitors and may include family 
and children, parti cularly for pro-se. 

• Public viewing of records.  These visits usually occur in the early morning and 
during lunch.  There are usually one to two visitors.

The public counter needs a protecti ve barrier with a paper pass.  The recepti on 
area should be designed to screen views of the offi  ce.  The cashier should be a 
separate area with protecti ve barrier and a code to get in.

Meeti ngs and Conference Requirements

Meeti ngs and / or conferences include:
• Staff  meeti ngs of 45 minutes are held every month with twelve att endees.  

These meeti ngs are usually held at open work area.

• Supervisor meeti ngs of one half hour are held two or three ti mes per month 
with four att endees.  These meeti ngs are usually held at offi  ce.

• Judge meeti ngs for civil commitment meeti ngs.  These meeti ngs are usually held 
at the respecti ve judge’s chambers.

• Supervisor consultati ons of one hour are held every day.

A conference room is needed.  This conference room can be shared.

Security and Access

Parti ally Restricted security is required. Areas are generally accessible to all 
employees and screened visitors, although access into staff  areas of the unit is typi-
cally monitored or screened by security or recepti on staff .
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Parking

An assigned space is requested for the unit manager.  The currently assigned space is 
three blocks away.  General parking has been requested for the supervisor and staff .

It is the functi on of the criminal division to record, fi le and maintain all case fi lings 
for the Circuit Court for Balti more City.  Functi ons and responsibiliti es, by subgroup, 
include:
• New Case/Moti on Unit - Edit new cases-verify defendant informati on, such as: 

locati on, DOB, race, sex, and home address. Verify case informati on listed on 
transmitt al sheet. Edit all moti ons. Verify att orney informati on. Read moti ons and 
determine if a judge should receive a copy, if so, you need to determine which 
judge.  A lot of moti ons/lett ers are lengthy and must be read to determine what 
course of acti on is needed.  

• Warrant Unit - Verify and process all warrants:  Failure to appear, violati on of 
probati on, body att achments, peti ti ons to show cause, and noti ce of violati ons of 
probati on. Verify all defendant informati on, such as: case number, date of birth, 
address, then enter each warrant on the JIS. Pull card fi le, update and fi le warrant 
into case fi le.  Send original warrants to the Balti more City Sheriff  for processing. 

• Bail Unit/Orders of Court - Process all bail documents from district court. Verify 
and process bail checks received from district court. Update and verify the 
informati on on the JIS computer system with all perti nent bail informati on. 
Process circuit court bail documents by updati ng the computer system.  Process 
bail judgments, and failure to appear bail forfeitures on the computer and update 
the case fi le.  Type orders of court on the computer system and send out copies to 
all interested parti es. 

• Docket Preparati on Unit - Process court dockets by part number for each judge 
sitti  ng in the criminal rotati on. Also, prepare collateral dockets for the thirty-two 
sitti  ng judges. Prepare writs, jail cards, summonses for defendants, as well as, 
subpoenas for court records and witnesses. This unit also verifi es the defendant’s 
locati on using the B.C.D.C. and D.O.C. computer systems.  

• Post Trial Unit - This unit processes all post trial matt ers, such as: Post Convicti ons, 
District Court and Circuit Appeals, expungements, search and seizure warrants, not 
criminally responsible orders, certi fi ed exemplifi ed copies, etc.  All informati on is 
added to the computer, fi les are pulled for processing, judges and other court 
personnel are noti fi ed of such fi ling by this offi  ce in order to initi ate the case 
process. 

• File Room/Records Unit - The fi le unit is responsible for all moti ons, and fi les. The 
fi le clerks must retrieve and fi le moti ons and fi les on a daily basis. Unit personnel 
retrieve fi les for the daily dockets, court personnel and the public. The staff  must 
make copies of records for the public and other court personnel on a daily basis.

Space Comments

The following are comments concerning the type of spaces required in this unit.
• In all areas of this offi  ce, employees are currently located in cramped spaces. The 

immediate desk areas are small, and the rooms themselves are small. The spaces 
are clutt ered and dingy. The opti mal space would be unclutt ered, clean, large and 
organized. The offi  ce cannot be organized, if the unit does not have the space. 

• The records unit does not have space to accommodate the public and other court 
personnel who need to make copies, and view fi les. 

• The Criminal division is at maximum capacity, not only with personnel, but with 
desk space, cabinets and offi  ce equipment, etc.

Clerk of the Circuit Court
Criminal
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• The space the Criminal division has now is not adequate; it is anti quated. There are 
several employees with small work tables as their desk space. The employees do 
not have enough storage space in each area.   

• Each unit should have close access to a copy/fax machine to avoid extensive down 
ti me leaving their desks.

• There is a need for work tables other than desks for employees. This will give 
workers a place process bulk mail, fi les and other work related paper work.

• Provide storage space for work supplies. They need supplies of large envelopes, 
large accordion fi les, boxes and court fi les, etc. 

• The Records Unit needs more space for the public and other court personnel to 
review and copies fi les. Right now there is no space for the public and other court 
personnel to sit and review fi les. The public has to stand at the front counter. This 
are needs to be under the observati on of staff .  There have been ti mes when an 
employee has turned away for a moment, and someone has walked out with a 
court fi le.

• The unit should have a true recepti on area. The recepti on area should be separate 
from the other units. The public should not be able to roam freely throughout the 
criminal division.  The current space has too many open doorways for the public to 
enter.  

• The Bail Unit, Docket Preparati on Unit, Post Trial Unit all need to be able to see the 
public and other court personnel from ti me to ti me, but there should be some 
ti me of Plexiglas enclosure to distance the public from the employees. 

• There is a need for a public work space for the records unit.  In additi on, there is a 
need for an area for the public to copy and review fi les. 

• There is a need for a conference room. 

 
Recepti on / Waiti ng

Visits to the unit include:
• Defendants/family and friends of defendant, who need to fi nd their room number 

for their court appearance or need a copy of their paperwork aft er coming from 
court.  Usually the sheriff  sends them to this offi  ce.  These visits usually occur 
between 9:00 AM and 2:00 PM Monday – Friday, and involve typically two to three 
visitors at a ti me.  The visitors may be accompanied by one or two members of 
their family/friends.   

• Att orneys, who come for fi ling paper work, need to review fi le, questi ons about 
case fi lings. These visits usually occur between 11:00 AM and 4:00 PM, Monday-
Friday and regularly involve one or two att orneys at a ti me.  

• Other court personnel such as probati on agent, police, record researchers, media 
and schools representati ves who need to review a court fi le or to obtain copies 
from a fi le or from the computer. These visits usually occur between 9:00 AM and 
3:00 PM, Monday – Friday and involve three to four visitors regularly. Some of the 
probati on agents are coming from or going to a court hearing.

The recepti on area should have two counter areas, one for court inquiry and one for 
fi le inquiry.  The court inquiry recepti on area staff  should direct individuals to the bail 
unit, docket preparati on, warrant, and post trial units. A small waiti ng area also is 
needed.  

The recepti on area should have some type of glass separati on with a pass-through for 
paper work. Bail Unit receives paper work and cash bail payments. The Post Trial Unit 
also takes in cash payments. Warrant and Docket Preparati on Unit receives fi les and 
other paper work. 
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Records Requirements / File Area

Requirements for physical records storage include:
• The majority of fi les should be kept adjacent to the criminal division on open 

shelving for easy access. Personnel retrieve fi les on a daily basis. Moti ons are fi led 
daily. The courtroom docketed fi les are retrieved daily.

• A separate area for sealed cases is needed.  

• A work space is needed for the public and non-court or clerk personnel to review 
and copy fi les.

Meeti ngs and Conference Requirements

Meeti ngs and conferences include:
• Meeti ngs for with supervisors/leads of thirty minutes are held once per week 

normally with four att endees.  These meeti ngs are usually held at the manager’s 
offi  ce.

• Meeti ngs for supervisors are held daily with one or two att endees.  These 
meeti ngs are usually held at the manager’s offi  ce.

• Meeti ngs with supervisors/lead and employee(s).  These meeti ngs are usually held 
at the manager’s offi  ce.

One large conference room would be necessary for an enti re staff  meeti ng. If shared, 
the room must be adjacent to the offi  ce.

Security and Access

Restricted: security is required. Access is controlled strictly, although visits are not 
uncommon.  When a bail is posted for a defendant, the defendant must be present to 
sign paper work. As it stands now, the defendant is walked through the offi  ce by an 
offi  cer.  The defendant should be brought to a special area, and not paraded through 
the offi  ce.  

Special Technical and Equipment Requirements

Special technical requirements include heavy fl oor loading for the fi le rooms.  Equip-
ment required include PCs at all work stati ons, shared printers, fax and copy ma-
chines, and a large shredder.

Parking

An assigned parking space is requested for manager.

Other Comments and Issues

The ideal physical setti  ng for the offi  ce would consist of a spacious and professional 
atmosphere throughout the offi  ce. There should be suffi  cient space for storage, so 
there is no clutt er underneath desks and boxes sitti  ng around.  The offi  ce should be 
warm, clean and inviti ng.
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Clerk of the Circuit Court
Courtroom Clerks

Functi on, Responsibiliti es and Organizati on

The courtroom clerks provide clerks presence in the courtroom.  This includes the 
administrative, documentation, case fi les, fi lling out forms, swearing in witnesses, 
managing jury panels, evidence control.  Staff edit the department reviews of the prior 
days work form.  The clerks use a time card and punch in and out at the start and end 
of the day.

Functi ons and responsibiliti es, by subgroup, include:

• Manager – oversees and manages all facets of the Courtroom Clerks division, 
including personnel issues, courtroom functi ons and editi ng department.

• Supervisor -- assists the department manager with scheduling, payroll, personnel 
fi les and personnel issues.  Contact person for all courthouse personnel.  Edits 
court case fi les.  A second supervisor oversees the operati on of the editi ng 
department for editi ng criminal fi les and forms, supports staff  for criminal clerk 
processes and prepares misdemeanor docket.

• Trainer -- this clerk is responsible for training and certi fi cati on of new clerks and 
serves as an acti ve courtroom clerk.  The trainer also assists in the editi ng 
department.

• Courtroom Clerks are assigned to individual courtrooms and judges.  The clerk 
maintains and facilitates all clerical in court functi ons.  Assisti ng the judge injury 
selecti on; handling of evidence, swearing in of witnesses, et cetera. 

Operati onal Patt erns

The clerks serve at the discretion of the judge or court.  Courtroom clerk workspace is 
normally situated in front of or to the side of the judge’s bench. Late work hours occur 
frequently based on the individual courts schedule.  The clerk will need access to their 
personal areas and desk after hours. 

Workload varies from day to day, docket to docket and judge to judge.  However, most 
courts have large work space for the courtroom clerks.  The few that don’t have large 
spaces have proven to be cumbersome and diffi cult to work in.
The courtroom clerks’ offi ce is mainly used in the morning and at the end of the work 
day.  Smaller seating and work areas are suffi cient.  Storage areas for personal belong-
ings would be needed.  However, no fi les are stored there.

Space Comments

The manager and supervisor require separate work areas.  
Space for computers, fax, printer and fi les cabinets is needed.   Evidence is stored in 
Room 438, which is not large.  Items are stored at the police include weapons, biohaz-
ards, lab evidence and narcotics.  Civil evidence is held for 30 days.

Security and Access

Restricted: security is required. Access is controlled strictly, although visits are not 
uncommon.  Evidence storage requires high security.

Parking

The manager currently has an assigned parking space.
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Functi on, Responsibiliti es and Organizati on

The Family Division processes all paper work for family related cases.  Cases include 
divorce, child custody, visitation, child support, adoptions and guardianship.

Groups include:
• Front Counter, which accepts pleadings and new cases for fi ling.  Staff  answer 

questi ons and give directi ons.

• Cashier, which accepts and process all money, as well as answer phones.

• Order/Pleadings Clerks.  This unit processes all pleadings and orders from the 
court.  These clerks enter informati on into the computer system, mail out copies, 
and answer phone questi ons related to pleadings and orders.

• File Clerks.  This unit opens the mail, pulls fi les for mail, delivers fi les to the judges 
and masters, fi les record copies, maintains the fi ling system and answers the 
phones.

• Courtroom clerks.  These clerks att end family hearings and trials, but use the 
Clerk’s Family Court Division offi  ce suite as a base.  

Operati onal Patt erns

Offi ce hours are between 8AM – 4:30 PM.  Each clerk processes fi les, which are then 
sent to the central area for fi ling logging into the record system via a barcode.  Every 
document has the bar code scanned when the documents are fi led or pulled from the 
fi le.

Space Criteria

Each employee needs an individual workspace because each employee is required 
to come to the suite and answer their phone calls.  Employees should be far enough 
away from each other so the co-workers don’t have to hear every word that is said to 
the person on the other end of the phone.  However, the coworkers need to be close 
enough to answer each others’ questions.  Each employee needs their own space to be 
able to organize their work.

The current offi ce suite does not have space for supply storage.  When the clerks 
receive their fi les for the year, the fi les are stored in the offi ce, which takes up valu-
able offi ce space.  A large area to hold at boxes of fi les and boxes of paper and other 
supplies is needed.

Reception Area.  On any day the current reception area has visitors standing because 
there is not enough available seats.  

File Area.  The present fi le area is inadequate.  The Family units need additional space 
to house the current fi les, with additional fi le space needed for future growth enough 
to handle seven years of fi les.

Archive File Storage.  Files are housed in the suite uti le the appeal deadline has 
expired.  Files are stored on another fl oor in a diff erent unit to meet their current 
capacity requirements.  An archive area large enough to hold ten to thirteen years of 
fi les is needed.
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Recepti on / Waiti ng Areas

Visitors include:
• Walk in pro se clients, who come to fi le paper work or ask questi ons. These visits 

usually occur 9 AM to 4 PM and involve 250 visitors per day, with as many as 50 
waiti ng in the recepti on area.  The visitors may be accompanied by children, 
spouse, other family members or friends.  

• Att orneys, who come to fi le paper work. These visits usually occur 9 AM to 4 PM 
and involve 5-ten visitors per day.

A larger recepti on area is needed.  Only one recepti on area is needed for both the 
walk-in and the pro-se clients.  The recepti on area should have sub-areas to allow for 
separate waiti ng for opposing plainti ff s.  The front counter should have a safety parti -
ti on separati ng the client from the Clerks staff .  The parti ti on should have a paper 
pass for forms and payments.  A duress alarm is needed.

Records Requirements / File Area

Files are kept separate for adopti on, confi denti al domesti c and trust fi les.  Currently, 
additi onal fi ling capacity is required to accommodate the record retenti on ti me 
frames sti pulated for the cases.  The unit must use fi ling areas located elsewhere in 
the building to meet this demand.

The following is a summary of File Storage Media, Record Counts and Locati ons:
• Adopti on fi les are kept for ten years, in locked fi les.

• Domesti c fi les are kept for thirteen years.

• Confi denti al fi les are kept for thirteen years in locked fi les

• Trust fi les are kept for thirteen years.

Meeti ngs and Conference Requirements

The following is a summary of the number and nature of meeti ngs and/or confer-
ences held:
• Meeti ngs for staff  conferences of 1 hour are held twice per month with thirty fi ve 

att endees.  These meeti ngs are usually held at the lunch room.

• Training sessions of two hours in length for staff  are held four ti mes per month 
with approximately ten att endees.  These training sessions are held in room 110.

Security and Access

Parti ally Restricted security is required. Areas are generally accessible to all employ-
ees and screened visitors, although access into staff  areas of the unit is typically 
monitored or screened by security or recepti on staff .

Special security needs include:

• Staff  must be protected from clients by a glass barrier at the front counter.  The 
clerks receive cash, which is transferred to the accounti ng department at the end 
of the day.  The cash comes from fees and from bail.

• The waiti ng are should be sub-divided to provide separati on for opposing 
plainti ff s.
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Special Technical and Equipment Requirements

Equipment required include PCs; copy machines, printers, FAX equipment, paper 
shredders, scanners, and cash register drawers.  The cash register should be located 
at the front counter where fees are collected.  PCs should be located at every desk.

Parking

Assigned parking spaces is requested for the manager.

Functi on, Responsibiliti es and Organizati on

Paternity is part of the state agency but receives federal grant funds.  The Paternity 
division processes cases received from the Balti more City Offi  ce of Child Support 
Enforcement into the court system.  Cases include child support, medical support, 
establishment of paternity, and criminal prosecuti on of non-support. 

The States Att orney has att orneys dedicated to the specifi c cases for offi  ce of child 
support enforcement, so the Clerks operati on is part of a grant funded system focus 
on enforcing child support cases.  Sentences for violators can be up to three years.  
These cases can have jury trials for criminal nonsupport cases.

Operati onal Patt erns

The days and hours of operati on of the offi  ce and the divisions are 8:00 AM to 4:30 
PM, with public service starti ng at 8:30 PM.  The peak acti vity periods of this offi  ce 
are at noon.

Change and Growth

The current system is paper based. Most of the liti gants do not have enough comput-
er knowledge or resources to use a web based system.  Also, the proof of signature 
must be resolved.

Space Comments

The following are comments concerning the type of spaces required in this unit.
• A cashier window is required – it can be shared with the Family division.

• Public work areas are required at the recepti on counter to allow the public to fi ll 
out paperwork.

• Conference.  A special room is needed for staff  to meet clients for collecti ng and 
counti ng bail money. The conference to fi ll this functi on is included in the team 
core support area but should be close to the recepti on area.

• A storage room with fi le cabinets is required.

• Copiers are required accessible for the teams.

• A mail area is required because pleas come in and must be sorted and delivered 
– this space can be part of a shared mail functi on.

 
Recepti on / Waiti ng Areas

The following are the type of visits this group receives
• Plainti ff s, who come don’t have paperwork but come to fi ll out and fi le paperwork. 

There are approximately 20-30 plainti ff s per day.  These visitors may be 
accompanied by children and family members.  

Clerk of the Circuit Court
Paternity
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• Att orneys and pro se clients, who come with paperwork to be fi led. 

• Sheriff ’s staff , who come with defendants for bail payments. 

The Clerks do not accept credit cards and need to receive the exact amounts.  In the 
future the Clerks could accept debit cards.  The Clerks need space to count bail with 
the person posti ng bail so the person posti ng bail has proof of the exchange.

A duress alarm is needed at the front counter.  A Plexiglas barrier is needed at the 
front counter separati ng the public from the staff .

Meeti ngs and Conference Requirements

The following is a summary of the number and nature of meeti ngs and/or confer-
ences held:
• Staff  meeti ngs of one hour are held every month with fourteen att endees.  These 

meeti ngs are usually held at the lunch room.

• Bail meeti ngs of fi ft een minutes are held with up to six att endees.  These meeti ngs 
are usually held at the counselor’s offi  ce.

The Clerks need space to train new hires.  

Security and Access

Restricted: security is required. Access is controlled strictly, although visits are not 
uncommon.

Special security needs include:
• Cashier for bail – which can be shared with Family.

• Counter with Plexiglas barrier and duress alarm

• Waiti ng area fi tt ed with fi xed seati ng.

Special Technical and Equipment Requirements

Special technical requirements include heavy fl oor loading.

Equipment required includes PCs; copy machines, printers, FAX equipment, paper 
shredders, scanners, and cash register drawers.  

Other Comments and Issues

The ideal physical setti  ng for the offi  ce should have healthier air, natural light with 
windows, cleaner fl oor covering, and venti lati on.

Functi on, Responsibiliti es and Organizati on

Trust oversee Court appointed guardians trustees and receivers.  The Clerks Trust divi-
sion reports to the court.  Types of cases include:
• Minor’s Trusts – someone under eighteen has inherited from a deceased individual 

and the insurance company requires that a guardian be appointed separate from 
an immediate family member.  This is usually when a minor has been injured.  The 
trustees fi le peti ti ons for money for educati onal or medical purposes.  On very rare 
occasions, the court may let the peti ti oner draw funds for rent, uti liti es or 
transportati on to assure that the minor has a stable home.

• Guardian of Person – These cases involve medical problems, but no assets, where 

Clerk of the Circuit Court
Trust
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a guardian is required to give medical approval for treatment.

• Guardian of Property (for cases involving adults).

• Guardian of Property (for cases involving minors) – if minor has money (from 
inheritance).

• Receiverships – bankruptcy.  When there are assets that can be sold or receivables 
that can be collected.

An example is when an elderly individual has amnesia/aneurism/stroke or otherwise 
become incapacitated, a family member may peti ti on the court to be appointed 
guardians.  The plainti ff  normally have a doctor’s certi fi cate, and prove to the courts 
that someone needs to oversee the person’s assets and other legal responsibiliti es.  
The court will have a hearing, and determine guardianship based on the medical 
report’s verifi cati on of the peti ti on request and the relati onship of peti ti oner with 
alleged disabled individuals.
 
Workload / Caseload

Show Cause Orders require more ti me and court appearances.  These may take an 
hour to prepare the report plus court appearance

Operati onal Patt erns

The following are the general operati ons of the offi  ce.  
• Peti ti oners fi le at the clerks fi ling division.  A hearing is scheduled aft er the peti ti on 

is fi led.

• Judge sends newly appointed guardians to the Clerks offi  ce for interviews.  These 
guardians are “lay” people appointed as guardians.   In some instances, att orneys 
that the courts are familiar with are appointed as guardians, and these att orneys 
do not need to be interviewed.

• The Clerks receive paperwork from courts.  These include the orders for 
Guardianship.

• The att orney for the guardian will escort the guardian to the offi  ce with a copy of 
the order.  From the order, the Clerks can tell if the person is the guardian for 
persons, guardian of property or guardian of both.

• The Trust generates an initi al lett er with a copy of the fi duciary report.  The lett er 
formalizes the guardian relati onship and gives the guardian guidelines on their 
duty as guardian.  Trust conducts a review of the lett er with the guardian.

• As part of the clerk’s review of the case, they obtain a copy of the original peti ti on 
and verify the assets, the parti es involved, and the due date.  The clerks prepare 
inventories at 60 days, plus prepare annual reports for each case.  They also review 
bank statements.

• If the guardian does not show up, the Clerks issue a “body att achment” to the 
Sheriff  (like a warrant), and the Sheriff  picks them up.

The days and hours of operati on of the offi  ce and the divisions are 8:00 AM to 4:30 
PM Monday through Friday except court holidays.  Staff  receive 35 minutes each for 
lunch under a staggered schedule.
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Space Comments

The following are comments concerning the type of spaces required in this unit.
• Recepti on

• A small conference area is required for negoti ati ons, audits and interviews.  

• Vault, which contains sealed cases – this can be shared with the Clerk’s Family 
division.

• Storage area for offi  ce supplies

• Archive fi les for closed cases

Recepti on / Waiti ng Areas

The following are the type of visits this group receives
• Guardians, who come for interviews. These visits usually occur mornings and 

involve three visitors.  These visitors may be accompanied by an att orney or other 
individuals.  

• Guardians, who are dropping off  reports and observing report audits. These visits 
occur six to eight ti mes per day, not counti ng lost individuals visitors.  

• Guardians, who bring receipts.

Records Requirements / File Area  

Requirements for physical records storage include:
• Hardcopy records storage, directly accessible from offi  ce area.  The fi les are closed, 

in a restricted offi  ce area

• Locked cabinet for sealed cases.

Meeti ngs and Conference Requirements

The following is a summary of the number and nature of meeti ngs and/or confer-
ences held:
• Meeti ngs with guardians of one hour are held three ti mes per day with two to 

three att endees.  These meeti ngs are usually held at the conference room.

• Meeti ngs with guardians who come for miscellaneous reasons.

• Meeti ngs with guardians who come to get their receipts stamped.  This is done at 
the counter.

Security and Access

Restricted: security is required. Access is controlled strictly, although visits are not 
uncommon.

Special security needs include:
• A restricted offi  ce area

• Duress alarm at the recepti on desk

• Locked sealed case fi le

• Files that contain medical informati on must comply with HIPPAA requirements.

Special Technical and Equipment Requirements

Special technical requirements include heavy fl oor loading, rooms for fi le areas.  Con-
sider scanner for digiti zing documents and scanner for bar coded fi les
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Parking

Assigned parking space is requested for the trustee.

Other Comments and Issues
The ideal physical setti  ng for the offi  ce will be warm, spacious and business like.  The 
Trust and circuit court trust fi les should be combined to allow access to the fi les and 
control of the fi les. This would double the fi le size.  Every trust fi le has a circuit court 
fi le

Functi on, Responsibiliti es and Organizati on

Under the directi on of the Clerk, Circuit Court for Balti more City the responsibiliti es 
and functi ons of the department are to ensure that regulati ons, policies and proce-
dures are followed for the processing of the Recording & indexing of all documents 
pertaining to the property and /or /and within Balti more City, recording of State/
Federal liens, and service discharge records.  The Clerks are responsible for issuing 
marriage and business licenses for Balti more City.

Subgroups, and Responsibiliti es and Functi ons of Each Subgroup
• Recording – Customer service, recording of land records documents, swearing of 

notary, public offi  cials, special police, as well as scanning of documents.

• Block/Indexing – assignment of land record block number, indexing of documents 
into the opti cal system, locati ng deed references or documentati on references 
informati on for customers to obtain copies. 

• Reproducti on Lien Secti on obtains copies of documents.  Complete copy orders for 
ti tle purposes.  Record services discharge records, noti ce of ejecti on, noti ce of 
sales, HOA, and electi on records.

• Marriage secti on – issuing marriage licenses, certi fi ed copies of marriages, and 
conducti ng civil marriage ceremonies.

• Business License secti on, issuing of sate business licenses for Balti more City.

Operati onal Patt erns

The days and hours of operati on of service provided by clerks in the offi  ce and the 
divisions are 8:30 to 3:30 Monday through Friday. The public can use computer 
equipment unti l 6:30 PM.

Change and Growth

Future electronic applying and renewal for business licenses would impact the opera-
ti ons of the Business License secti on.  Future electronic fi ling of land records would 
reduce the counter acti vity in the Lands Records area.

Recepti on / Waiti ng Areas

The following are the type of visits this group receives
• Clients, ti tle companies and appraisers, who come for copies of documents.  

• License applicants, who come for business and marriage licenses. 

The following recepti on area(s) should be provided for the offi  ce. 
• Area for employees and customers to sit and wait to be served for each division.  

Currently marriage and business share a waiti ng area.

Clerk of the Circuit Court
Land Records/License
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• A security barrier with a pass through is required for the recording and lien fi ling.

Meeti ngs and Conference Requirements

The following is a summary of the number and nature of meeti ngs and/or confer-
ences held:
• Meeti ngs for employees of 30 minutes are held with up to twenty att endees.  

These meeti ngs are usually held at manager’s offi  ce.

A conference room for meeti ng is needed which can be shared with other depart-
ments.  This conference room should be equipped with conference table, chairs, 
writi ng board and computer equipment.

Security and Access

Restricted: security is required. Access is controlled strictly, although visits are not un-
common.  Within the courthouse screened public areas, the public have free access 
to computer and land records under the visual supervision of the staff .
Security needs to be provided for the transfer of money received at the cashier.

Security is needed for the unit to restrict public who are in the courthouse aft er stan-
dard business hours.

Parking

Assigned parking spaces are requested for the following positi ons;  
• Managers

• Assistant Managers

• Staff  do not received assigned parking.

Functi on, Responsibiliti es and Organizati on

The responsibiliti es of the staff  include the following:

• Supervisors – the primary responsibility and functi ons of the supervisors are 1) 
workfl ow management within standard guidelines and according to juvenile court 
practi ces; 2) human resource duti es including determining whether leave requests 
are granted or denied; 3) promoti ng department moral and cohesive by uti lizing 
leadership skills; 4) payroll and accounti ng functi ons and document processing on 
a data base.  Supervisors schedule employees work.

• Lead Worker – lead workers train other employees, prepare covert orders aft er 
emergency evaluati on hearing and contact sheriff  department employees.  Lead 
workers support supervisors in the performance of their job functi ons as stated 
above.  Lead workers who are courtroom clerks someti mes work on the courtroom 
when needed.

• Courtroom clerks – courtroom clerks open courtroom(s) and hearing rooms 
initi ally addressing the public taking att endance, calling the docket, booti ng up the 
CourtSmart database system to record and videotape the proceedings.  The 
courtroom clerks prepare court orders and masters’ recommendati ons.

• Hearing Offi  ce Clerks – Hearing/offi  ce clerks are the fi rst point of contact for the 
public who visit the Juvenile Department Clerks Offi  ce.  The clerks enter data on a 
database system called EQuest.  Documents are data stamped on a machine at the 
front counter in the recepti on area.  The documents are distributed by the 
supervisor to the clerks depending on the court to which the cases are assigned 
this month.

• File Room Clerks take case folders off  the shelves and place them on shelves on the 

Clerk of the Circuit Court
Juvenile Clerks
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outside of the aisles according to daily dockets for hearing clerks to pick them up.  
Each of the fi le room clerks are assigned several of the dockets.

Operati onal Patt erns

The general operati on of the offi  ce is to process documents fi led in the Juvenile 
Clerks Offi  ce and record the proceedings in the Juvenile court.

For each of the subgroups, the following are special operati onal patt erns for each 
subgroup:

• Hearing clerks, who come in between 7 AM to 8:30 AM and access the fi le room 
for folders.  The clerks consult dockets for future dates, make docket entries based 
on pleadings, and correspondence stamped in the recepti on area or delivered by 
mail, delivered documents to judicial offi  cers in the courtroom, chambers or 
offi  ces, depending on the nature of the document, and provide customer service.

• Courtroom Clerks who come in between 7 AM and 8:30 AM to access the fi les.  
The Courtroom Clerks obtain folders from the offi  ce clerks, add document to the 
folders, then open court proceedings, start CourtSmart to record the proceedings 
unti l the court breaks for lunch.

• Supervisors adjust schedules to accommodate leave usage, sort and distribute 
work, and search for missing fi les.

• Manager makes adjustment to courtroom and hearing room dockets, consults 
with judges in charge and the court administrator to see if changes need to be 
made to the docket, and creates Redbook notes to communicate changes to 
members of the legal community.  

Space Comments

The following are comments concerning the type of spaces required in this unit.

• The current fi le room is too small.   The movable fi le system needs more aisles and 
wider aisles.

• The public uti lize the recepti on area as work space to prepare Pro-Se documents 
but there is not enough counter space for that acti vity.

• There is not a storage room.  The lunch room is used for storage.  

• Supplies are in the same room as acti ve fi les.

• Trash, discarded debris and damaged equipment is left  in the lunch room.

Recepti on / Waiti ng Areas

The following are the type of visits this group receives

• Public, who come to peti ti on for emergency evaluati on and peace orders. These 
involve two visitors who may be accompanied by parents, friends and family.  

• Att orney/Law Clerks, who come to fi le documents with the Clerks. These visits 
usually involve three visitors.  The att orneys may be accompanied by the clients.  

The offi  ce needs one major recepti on area that is child friendly and larger.  People 
bring children in the offi  ce and peti ti on the court for emergency hearings.  This 
results in wait ti me.  There are not enough chairs to accommodate visitors waiti ng 
and visitors fi ling documents.  People are oft en standing or in the hall.

The recepti on area should have stati ons for writi ng documents, and stati ons for 
stamping documents.  Seats need to be provided for family members.
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The recepti on workstati on area should be separate from the waiti ng area by glass 
with a paper pass and it should be equipped with a duress alarm. 

Meeti ngs and Conference Requirements

The following is a summary of the number and nature of meeti ngs and/or 
conferences held:

• Unit / department meeti ngs of 30 minutes are held every month.  These meeti ngs 
are usually held at the lunch room.

A conference room is needed to conduct meeti ngs with staff  in a professional 
environment.  Now meeti ngs are held in the lunch room, which is also used for 
storage.  The conference space can be shared with other units.

Security and Access

Restricted: security is required. Access is controlled strictly, although visits are not 
uncommon.

The front counter needs Plexiglas to protect staff  from excited or hosti le parents or 
family members.

Special Technical and Equipment Requirements

Equipment required include copies machines, printers, fax  machines, paper 
shredders and scanners.

Parking

Assigned parking spaces are requested for the following positi ons: 

• Departments heads

• Manager 

• Supervisors 

• Lead workers 

Functi on / Acti viti es

The Police Liaison Unit coordinates police offi  cer appearances in the Circuit Court 
and acts as a liaison between judges, State’s Att orneys, court personnel and the 
Balti more Police Department.  The Police Liaison Unit includes a recepti on/
informati on desk with a waiti ng area and work space for the police offi  cers manning 
the Unit.

Hours of Operati on

Monday through Friday 8:30 am to 10:00 am. and 12:00 pm to 2:00pm.

Access / Security

The Police Liaison Unit is accessed from public circulati on

Police Liaison
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Register of Wills Functi on / Acti viti es

The Register of Wills provides probate process for decedents of Balti more City 
residents. The Register of Wills includes the following divisions:

• Executi ve Administrati on

• Records / Files

• Probate Proceedings

• Audit

• Joint Accounts

• Delinquent Accounts

• Fiscal Operati ons

• P.C. Support

Records are available to the public on computer, dockets, fi che, and fi les.

Hours of Operati on

Monday through Friday 8:00 am to 4:30 pm.

Adjacencies

The Register of Wills should have convenient proximity to the Orphans’ Court.

Access / Security

The Register is Wills is accessed by the public and should be directly open to public 
circulati on. Staff  work areas should be restricted from the public

Functi on, Responsibiliti es and Organizati on

This offi  ce services as the Executi ve Administrati ve offi  ce for the Register of Wills for 
Balti more City.  All matt ers of personnel and agency operati ons come through this 
offi  ce. It oversees the daily operati ons of the Register of Wills offi  ce; receives 
equipment and supply orders; conducts meeti ng with visitors and staff ; stores 
confi denti al records and fi les; develops and implements projects.  This group would 
handle the greeti ng of visitors, appointment setti  ng, and receiving of couriers 
deliveries

Typical offi  ce hours are between 8:00 AM and 4:30 PM Monday through Friday.

Routi nely “aft er hours” access requirements include housekeeping staff  aft er hours 
and occasionally IT staff  as well.  ROW has a separate housekeeping staff  from the 
rest of the courts family. 

Space Comments

The offi  ce requires privacy since many topics discussed are confi denti al.  The 
Executi ve suite should consist of a waiti ng area for visitors and staff ;  a room for 
networked copiers, printer  and other offi  ce equipment (shredders, binding 
machines, etc); bathroom, uti lity room with storage space for supplies; small 
conference room in the suite; recepti onist stati on with counter; and separate offi  ces 

Register of Wills
Executive Administration
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for the executi ve staff .

Special space needs include a bathroom in Executi ve Offi  ce/Suite, break room for 
employees. Housekeeping room for housekeepers and housekeeping supplies should 
be located in the ROW suite.

A central recepti on for the enti re Register of Wills should be included.  A counter 
open to the public with direct service from staff  positi ons is required.  All access to 
the offi  ce areas should be a controlled door.  No special security controls are needed 
at recepti on beyond the general suite perimeter control.

A conference room could be included off  of the recepti on, which would also serve 
the enti re agency.  A lunch room / break room for the agency should be provided.  
This should be separate from other agencies.  Separate staff  toilets should be 
provided.  The Register should have a private toilet.  The computer room is included 
in P.C.  Support (Personal Computer).  Housekeeping needs a storage/work room 
with a sink.  This can be a typical janitor closet.  Janitor closets are accounted for in 
the building distributed support space.

The ROW has a diff erent phone system, so there is a separate switch and a separate 
network systems.  The ROW phone system receives services directly from the 
telephone company to the switch.  The current system is a standard analog phone.  
The ROW has not gone to a VOIP phone system yet.

Records Requirements / File Area  

Records Requirements / File Area needs include Employee records, Agency Reports, 
Inventory & Supply Records, Purchase Orders, Invoices, and Confi denti al Informati on

Meeti ngs and Conference Requirements

Meeti ng requirements include: the following meeti ngs that are held in the lunch 
room:

• Supervisor Meeti ngs

• Meeti ng with Families

• Staff  Meeti ng

• Vendor Meeti ngs

An agency meeti ng room should be provided that is large enough to accommodate 
forty employees including seati ng along the perimeter walls.  The ROW can share a 
large conference/training room for these quarterly meeti ngs.  These quarterly 
meeti ngs last about one hour each.  Training programs have class sizes of fi ve to ten.  
Classes are held one day per quarter The unit also needs a standard conference 
room for eight to ten for daily conference acti vity.  Special equipment that should be 
provided in the conference room include training/overhead/projector /computer 
capabiliti es.

Security and Access

Parti ally Restricted: Areas are generally accessible to all employees and screened 
visitors, although access into staff  areas of the unit is typically monitored or 
screened by security or recepti on staff .
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Special Technical and Equipment Requirements

Equipment required include PCs; network color printers, printers/fax, network b/w 
printer, electronic binding machine, overhead projector equipment, and paper 
shredders. 

Parking

Assigned parking spaces have been requested for the following positi ons.  
• Register of Wills, which is an elected positi on and requires a parking space.
• Chief Deputy Register

Other Comments and Issues

The ideal physical setti  ng for the offi  ce will be a customer and environmentally 
friendly suite that is private, spacious and professional with a “Corporate America” 
look.

Register of Wills
Records/Files

Functi on, Responsibiliti es and Organizati on

The Records and File group maintains inventory of forms and instructi ons in order to 
noti fy appropriate personnel when supplies are low by effi  ciently organizing forms 
and averaging number of packets or forms distributed since date of last order.

The Records and File group prepares outgoing mail for all ROW personnel to assure 
prompt delivery by sorti ng, weighing and applying proper postage for fi rst class, certi -

fi ed and registered mail using electronic postage equipment.

The Records and File group creates and maintains postage records for internal audit 
control and in order to alert authorized personnel when postage is low by retrieving 
informati on stored in electronic postage equipment and recording batch count, piece 
court, postage used and unused.

Offi  ce records are delivered by the Records and File group in order to promptly 
respond to request for public, offi  ce and court personnel and assure tracking and 
security of those records by locati ng and retrieving paper records and estate fi les.
The Records and File group organizes and fi les papers and cases jackets to assure 
orderly records management by comparing docket entries and/or scanned images 
to paper records and fi ling documents in chronological order coinciding with docket 
entries then placing fi les in numerical order.

The staff  directs callers or visitors to the correct division/staff  member for further as-
sistance by conducti ng telephone and personal interviews.

The Records and File group communicates general informati on and instructi on to 
alert the public of the documents required to establish a new proceeding and other 
services of the offi  ce by providing writt en and verbal instructi ons established by Reg-
ister of Wills (ROW) internal policy and Maryland law.

The staff  responds to requests for informati on received from the public, court per-
sonnel, and other government agencies by retrieving data from docket books, index 
books, microfi lm/microfi che, case fi les or using personal computer to retrieve records 
stored electronically to communicate informati on both verbally and in writi ng.
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Packets of forms and instructi ons are assembled by the staff  for hand delivery or 
mailing to persons interested in decedents’ estate by collati ng forms according to 
ROW guidelines.

The Records and File group prepares noti ce of appointment of personal representa-
ti ves/copies of published noti ce in order to sati sfy statutory responsibility of ROW to 
mail noti ce to all interested person by computer entry of names and addresses, print-
ing and affi  xing computer generated mailing labels to certi fi ed cards and envelopes 
enclosing copy of noti ce of appointment and ROW noti ce form, and completi ng a 
certi fi cate of mailing.  This is done according to US Postage Regulati ons and Maryland 
law.

The staff  prepare and re-mail certi fi ed/registered mail that is returned as unsigned by 
the US Postal Service as required by Estate and Trust 1-105 and MD Rules 6-210 and 
6-125.  Computer generated mailing labels are printed and affi  xed to envelopes which 
also contain previously mailed documents.

The staff  record certi fi ed/restricted mail cards that have been returned in order to 
verify delivery of those documents that are required to be served by certi fi ed mail.  
This informati on is recorded by entering on docket/computer informati on on the 
delivery/return and date of re-mailing.

The Records and File group copies and mails noti ce of appointment of personal 
representati ve to other government agencies in order to alert those agencies of ti me 
period for fi ling claims against decedents’ estate by using copy machine to reproduce 
noti ces foiled in case jackets or printi ng and retrieving informati on stored by elec-
tronic records management system using personal computer, affi  xing mailing labels to 
envelopes for mailing and recording noti ces mailed.

Case jackets are prepared in order to properly organize estate documents for fi lming 
by removing certain non-essenti al papers, verifying that all papers are in order, and 
assuring that appropriate adjustments are made to the docket, if necessary.

Permanently retained documents are recorded in the computer system in order to 
create a complete and accurate record in the applicable offi  ce informati on system 
that complies with Estates and Trust Arti cle, ti tle 2.  This is accomplished by (1) typing 
descripti on by computer entry and scanning documents using scanner and personal 
computer.

The staff  search claims docket and/or informati on recorded by computer to verify the 
existence of a proceeding or fi ling of a prior claim.  Informati on is recorded for the 
purpose of proper recording of claims against a decedent or the estate as required by 
Estates and Trust Arti cle, Title 2.

The Records and File group records creditors’ claims in order to create a complete 
and accurate record in the applicable offi  ce informati on system that complies with 
Estates and Trust Arti cle, Title 2 by entering decedent’s name (if not prior record of 
decedent exists), creditor, amount, type and status of claim by means of (1) typing in 
docket books and/or (2) entering proper code/descripti on by computer entry and/or 
(3) entry and scanning of document using scanner and personal computer.

The staff  teaches and advises persons who frequently retrieve ROW records including 
ti tle examiners, genealogist and members of historical societi es in order to train them 
in locati ng records stored by various offi  ce informati on systems thereby reducing 
the need for future staff  assistance by giving verbal and writt en instructi on, explain-
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ing content of records, and demonstrati ng use of index books, docket books, and 
microfi lm/fi che.
The Records and File group evaluates incoming correspondence and documents to 
determine necessary acti on and proper distributi on to offi  ce personnel by reading 
or reviewing all material, and making decision as to the appropriate personnel to 
forward to and alerti ng them of items requiring immediate response.

Receipt for sums received by offi  ce are issued in order to mail/deliver printed 
receipt to person making payment.  The staff  create an accurate record of sums 
received by reviewing accounts, invoices and correspondence to determine proper 
allocati on of funds (direct inheritance tax or collateral, probate or non-probate, 
fees, etc.) and creati ng computer generated receipt.

Exemplifi ed copies are prepared and mailed or delivered in order to respond to 
requests from authorized persons (att orney for the estate, personal representati ves 
or person authorized in writi ng by the personal representati ves by authenti cati ng 
records pursuant to Title 28, US/CA, Secti on 1738).  This is done by determining 
appropriate documents for copying, completi ng single and double certi fi cates and 
affi  xing seals of ROW and court.

The Records and File group prepares and mails or delivers certi fi ed copies in order 
to supply requested informati on to the public by certi fying records pursuant to 
Estates and Trust, Secti on 2-208(f).  This is done by determining appropriate docu-
ments for copying, completi ng single certi fi cates and affi  xing seal of ROW or Court 
and singing or behalf of the register.

The Records and File group prepares and mails or delivers updated Lett ers of Ad-
ministrati on in response to requests from authorized persons by reviewing record 
to assure personal representati ve’s appointment is eff ecti ve, verifying dates(s) of 
appointment and probate of wills (if applicable), signing Lett ers of Administrati on.

The Records and File group calculates fees for Lett ers of Administrati on, Certi fi ed 
and Exemplifi ed Copies for the purpose of forwarding to authorized personnel for 
issuing receipt or posti ng fee to estate ledger by checking fi le for prior charges and 
using calculator and fee schedule established by Estates and Trust, Secti on 2-206.

Informati on recorded by other personnel is verifi ed in order to assure that dock-
ets are current, that correct codes and descripti ons of documents were applied, 
and that images are complete and legible by computer retrieval of documents for 
comparing; descripti on of documents to recorded descripti on, the codes recorded 
to pre-established Statewide docket codes, and stored images to each page of 
document.

The staff  performs other necessary duti es as required or assigned by the Register 
or the Chief Deputy Register at the directi on of the Register.

Operati onal Patt erns

The days and hours of operati on of the offi  ce and the divisions are: 8:00 am – 4:30 
pm, Monday thru Friday

Subgroups, and Operati onal Patt erns of Each Subgroup

• Records - When the fi le room capacity is over-run the ROW must archive the 
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fi les in boxes and prepare them to be shipped to the State Archive Storage.  This 
is an on going process because the ROW constantly run out of fi ling space. The 
same is done in the vault that stores the Wills.

• Scan - The scanning machine constantly over heat because of the shared 
equipment room space with the main server.  The scanners must be shut down 
when they overheat.

• File Room - The public comes into the fi le room to request assistance with 
genealogy records. These request force the clerk to take long periods of their 
ti me assisti ng the client with pulling books, fi lm and/or fi che.

Space Comments

Each employee needs space to accommodate fi les, court orders, certi fi cati on ma-
terials and telephone.  One stati on is used to sort incoming mail to deliver to each 
ROW department.

In the Record Room two employees can process the mail together.  Several stati ons 
share the same printers and label printers.  In the File Room the public PC print 
from the same printer as the staff .

Primary Support Space Requirements include the following:
• Public Work Space – the fi le room has three public computer stati ons shared 

with all other department clients who need somewhere to complete forms.  The 
public microfi che obstructs the computer stati ons.

• Vault – The vault is presently fi lled and some Wills must be archived.  The fl oor is 
crumbling.

• Storage Room – The ROW has two storage areas.  Room 335 holds the archive 
fi le boxes and fi lm and some cleaning supplies.  The other storage room is in the 
back of the Orphans’ Court and holds paper supply, equipment supplies and 
remainder of offi  ce needs.  This room is only accessible to the ROW when Court 
is not in session.  

• Copy Area/Room – The copy area is very congesti ve because the copiers are 
directly beside an employees work stati on.  That employee space is interrupted 
each ti me the copier is needed.  

• Supply area. The fi le room clerk delivers paper to each department daily.  

• Mail Room – The ROW has no permanent mail space in the record room.  A work 
stati on is used that is available when the ROW is short staff ed.  If everyone is 
present the mail is processed on a table.

• Computer Room – The server for ROW is located beside the scanners.  No 
clearance space is available for the PC operators to work.  

• Shared Computer Stati on – Shared computer space must be separated from 
other functi ons to accommodate room for the more than one family member 
and/or att orney and staff  pulling fi lm at the same ti me.

• Archives Storage

Recepti on / Waiti ng Areas

• The following are the type of visits this group receives:

• Public, which need directi ons and assistance with genealogy studies.  There are 
two or three visitors at a ti me and may be accompanied by one to three family 
members.

• Clients, who fi le papers, and obtain copies of estates.  There may be two or 
three visitors at a ti me.

• Att orneys, who come to fi le papers and get copies, who come one at a ti me
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This unit requires a counter.  No recepti on area or waiti ng area is required if this 
counter is separated from the employee’s work area.  Usually three to six persons 
would seek assistance at one ti me.  

Meeti ngs and Conference Requirements

The following is a summary of the number and nature of meeti ngs and/or confer-
ences held:
• Meeti ngs for Staff  of 30-60 minutes are held as needed with eight to ten 

att endees.  These meeti ngs are usually held in the lunch room and require a PC.

• Meeti ngs for Training are held every three to six months with new employees.  
These meeti ngs are usually held in the lunch room and record room stati ons and 
require a PC.

A Training room should be provided.  Currently the record room and fi le room are 
used to train all new employees for three to six months.  The new employees are 
introduced to the ROW computer program, hands on training of document request 
and retrieval.  For these fi rst months the trainees learn to docket, process court 
orders, and review new estate and process claims in a close supervised atmo-
sphere.  The training room needs individual computers and work spaces and a large 
demonstrati on screen.

Security and Access

Parti ally Restricted: Areas are generally accessible to all employees and screened 
visitors, although access into staff  areas of the unit is typically monitored or 
screened by security or recepti on staff .

Because of the age of some of the docket books and fi lm these documents can only 
be handled by the fi le/record room staff .  Only certain ROW staff  are allowed in the 
Will vault.  The Will vault should be in a secured area.

Special Technical and Equipment Requirements

The vault needs high ceilings for the Wills containers.  The fi le room needs high 
ceilings for the fi le draws.

The File room public PC and equipment needs cabling wires concealed and off  the 
fl oors.

Equipment needs include PCs for every stati on, distributed printers and label print-
ers, copy machines for records and fi le rooms and a stamp machine in record room.

Other Comments and Issues

The record room should be spacious with a counter and a professional atmosphere.  
The fi le room should be very open and separate from scanners with area to pro-
fessionally assist customers.  Scanning should be separate and private. All areas 
should feel inviti ng and customer friendly.
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Register of Wills
Probate Proceedings

Functi on, Responsibiliti es and Organizati on

The Probate Proceedings group opens probate estates for deceased persons that where 
residents of Baltimore City.   The staff appoint a personal representative (usually a 
relative or an attorney that the heirs have consented to) to act on behalf of the de-
ceased person.  

Subgroups, and Responsibiliti es and Functi ons of Each Subgroup

• Administrati ve, which open the estates, prepare papers, collect the will, scruti nize 
the heirs, verify and fi ll out paper work, and collect costs (fees and expenses) due 
the State of Maryland and Register of wills.

• Judicial Proceedings, which opens estates at the directi ons of the orphan’s court.  
The Orphans court oversees all probate cases.  Oft en the heirs are not in 
agreement, or the person in charge is not related to the heirs.  In those cases, the 
judge needs to make the decision relati ng to probati ng the will.

Workload / Caseload

The primary workload that determines the capacity requirements of this department 
include the following: 
• Small Estates – The break between small and regular estates depends on the date 

of death (currently set at $30K, $50 for spouse if only heir).

• Regular Estates.

• Foreign Estates – These are cases when a person is domiciled in another state but 
owns property in Maryland.

Operati onal Patt erns

Clients come in with a request to be a personal representative.  The ROW assesses 
who is next in line or named in will and determine assets and values. 

Typical offi ce hours are between 8:00 AM and 4:30 PM Monday through Friday, not 
including offi cial holidays.

The peak activity periods of this offi ce are over the lunch time periods, because that is 
when the public tries to get their business done.

Subgroups, and Operati onal Patt erns of Each Subgroup

• Judicial Proceedings - In additi on to their offi  ce acti vity with clients the staff  also 
are at court.  The ROW has one individual in court.  The offi  ce needs to be by the 
Orphans court. (The Orphans Court is a probate court).

Change and Growth

Currently, the fi ling and records management operations of this offi ce are manual.  The 
ROW is working with the controller, the CACI, and the Register of Wills association, 
to make the data accessible on line.   Also, because the ROW charges fees, the ROW 
needs either an ATM or to be able to accept debit/credit cards.
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Space Criteria

• Provide protecti on from disease transmission.  Provide hand saniti zer, ti ssues, and 
disinfectant cleaners and sprays.

• Conference faciliti es can be shared with the rest of the department.

• Specifi c books and wills must be maintained and need to be secure.

• A forms library for the public consisti ng of one shelf needs to be provided at the 
recepti on area.

• An ATM in the recepti on area is needed because many of the individuals are not 
aware of fees that must be paid for probate services.

Recepti on / Waiti ng Areas

The following are the type of visits this group receives
• Clients, who come to open estate, and to complete paperwork. These visits usually 

occur at lunch and typically involve two visitors per case.  Typical eight to ten 
visitors are waiti ng at peaks hours at lunch.  Almost all visitors are accompanied by 
at least one person.  The peak is due to convenience of lunch for clients.  Visitors 
come from the Orphans Court on the judicial side,  

• Att orneys, who come to open estate and complete paper work.  These visits 
usually occur at lunch.  For Orphans court on the judicial side, the att orneys may 
come from the court to the probate proceedings directly aft er the hearing.

Records Requirements / File Area 

Requirements for physical records storage include:
• Wills - which must be secure 

• Will books - these are historical records, current acti vity is now on computer

• Supplies

• Master Index Books - These are historical records, current acti vity is now on 
computer

Security and Access

Restricted: Access is controlled strictly, although visits are common and escorted to 
desk. The reception should have open public access.

Other Comments and Issues

The unit should all be contained in one suite, with direct public access to the suite.  
Privacy at the workstation for their conversations, though it can be in an open offi ce 
setting.

Functi on, Responsibiliti es and Organizati on

The Audit offi ce notifi es personal representatives of overpayments of inheritance tax 
in order to assist them in preparing the necessary refund form by preparing written 
correspondence showing the proper tax/fee due and the amount paid or by completing 
the refund form. 
The Audit offi ce prepares case fi le and refund form for overpayment of ROW frees for 
ROW consideration (approval/denial) by attaching worksheet and refund form/memo-
randum along with explanation (if necessary) for ROW.

The staff assists taxpayers, attorneys, accountants, other professionals and any persons 

Register of Wills
Audit



AECOM A-43Balti more City Circuit Courthouse
Feasibility Study

having an interest in the subject of inheritance tax in order to aid the Audit Department 
thereby allowing the auditors time without interruption for auditing complex estates 
by providing information regarding rates of inheritance tax.  The Audit offi ce estab-
lishes methods of computation and status of estates; and furnishing forms, sample 
accounts and statutory information.

The Audit offi ce assists taxpayers, attorneys, and person representatives in completing 
necessary forms such as Information Reports Applications to Fix Inheritance tax, and 
Inventories in order to collect proper inheritance taxes and fees by explaining statutory 
requirements and preparing forms when necessary.

The Audit offi ce analyzes entire case record in order to assess all activity of the estate 
which may infl uence decisions made during audit of accounts of personal representa-
tives by: (1) reviewing the estate docket and claim docket entries to verify proper 
recording an d status of claims, (2) reading the will and any codicils for tax clause 
directing payment of taxes as an expense of the estate, funeral clause directing pay-
ment without limitations, relationship of all legatees to the decedent, specifi c bequests, 
and various other provisions which may impact the administration of the estate, (3) 
reviewing all documents on fi le ensuring proper format, signatures and proper report-
ing of asset on the Information Report and Inventories, (4) verifying proper billing and 
payment of tax on non-probate assets, (5) verifying notice to interested persons were 
mailed, (6) verifying claims, Disclaimers and Elections meet statutory requirements 
and were timely fi led, (7) verifying compliance with require with request made by 
Deputies and Inheritance tax Revenue Specialists and (8) verifying compliance with 
various notice requirements.

The staff audits the accounts of personal representative’s in order to assure timely ad-
ministration of the decedents’ estates and collected proper taxes and fees by verifying 
that:  (1) all sums refl ected by the inventories including amendments and supplements 
are refl ected in the account, (2) income has been reported for income producing assets 
and that the income, changes in assets or returns of principal are correctly reported 
and mathematically correct, (3) funeral expenses claimed are within the statutory limit 
unless otherwise directed by the will or approved by the Court, (4) Federal Estate Tax 
and Maryland estate tax is apportioned accurately unless the will directs payment as 
an expense of the estate, (5) family allowances are properly stated, (6) distribution 
is properly stated as directed by the will or under the laws of intestacy, (7) property 
distributed for the benefi t of a minor is made in accordance with various statutory 
requirements, (8) in the event an heir or legatee cannot be found, a Petition for Distri-
bution to the Board of education is fi led and in proper format for the Court’s consid-
eration, (9) that all expenses are necessary and reasonable (using statutory guidelines 
and independent judgment), and (10) recorded claims have been paid, released, 
satisfi ed or disallowed (and) by preparing memorandum for recording to refl ect proper 
status of claim, (11) verifying charitable organizations are exempt under Section 501 
© (3) of IRS Code; and by calculating (1) total gross estate (2) maximum personal 
representative’s commission allowed by statue, (3) life estates reminder interest, term 
certain annuities, Charitable Remainder Unitrusts, etc. using applicable formulas and 
IRS actuarial tables, (4) probate fees and other fees due ROW, (5) value of distribu-
tions failing within exemptions from inheritance tax and (6) Inheritance taxes using 
appropriate rates.

The Audit offi ce conveys conclusions resulting from audit of the account to personal 
representatives or their attorney (if applicable) in order to direct necessary corrections 
and to collect proper taxes and fees by preparing a written audit request form using 
personal computer and following up after 30 days to assure timely compliance with 
directions.
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Written or verbal responses to audit requests received from personal representatives 
or their attorney (if applicable) are assessed in order to verify compliance or amend 
the audit request based on new information furnished by comparing the information 
provided with the activity stated in the account or other circumstances revealed by the 
fi le.

Personal representatives or their attorney (if applicable) are provided instructions in 
order assist them in preparing the accounts by explaining accounting procedures, vari-
ous statutory requirements and computation of inheritance tax and fees.

The Audit offi ce prepares case fi le with accounts and/or petitions for review by the 
Court and approval/denial or instructions directed to personal representative/attorney 
or to ROW by organizing all documents, worksheets and memoranda to Court.

The Audit offi ce audit accounts of guardians of minors in older to verity proper 
administration of minor’s property by the guardian as required by MD rules, title 10 
by: (1) examining account to verify proper reporting of principals assets, changes 
in principal assets, income earned, and reasonableness of expenses (2) examining 
vouchers as evidence of disbursements, when necessary (3) examining  documenta-
tion refl ecting value of property, when necessary (4) reconciling balance forward (5) 
verifying/collecting proper fee, (6) verifying whether or not a petition for allowance of 
expenditures for the Court’s approval is necessary and (7) verifying expenditures are 
consistent with proper approval by Court order. 

Issues receipts for sums received by the offi ce in order to mail/deliver printed receipt 
to person making payment and create an accurate record of sums received by review-
ing accounts, invoices and correspondence to determine proper allocation of funds 
(direct inheritance tax or collateral, probate or non-probate, fees, etc), and creating 
computer generated receipt. 

Workload / Caseload

The majority of the accounts are received by mail, though the ROW also have walk in 
clients that consist of attorneys and/or lay people (often the lay people do not desire or 
require legal assistance).  Along with Auditing the account, explaining the procedure 
and calculating the fi gures, the staff also generate receipts for the majority of the ac-
counts.  

Operati onal Patt erns

ROW Audit receives a lot of visitors at the workstations.  A form is provided to lay 
individuals to fi ll out as part of the process the lay individuals follow.  The Audit staff 
process the incoming mail at the start of the day, complete those audits early before 
the phone and walk in services overtake the day.

The Audit staff produces receipts for taxes and fees that are collected.  All taxes and 
fees are immediately taken to Fiscal for depositing.

The days and hours of operation of the offi ce and the divisions are 8:00 am – 4:30 pm 
, Monday thru Friday

Space Criteria

A work area for clients to complete the actual audit report is needed.  Many clients 
request copies of all documents submitted.  Public work space with carrels for lay 
individuals to complete forms would be desirable.
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Reception services can be provided from a central agency reception point.

The Audit department can share any conference requirements with the rest of the 
agency.

No records are maintained.  The Audit staff process the account and send it straight to 
the Orphans Court for approval.  Once the Orphans Court provides approval, then the 
document goes to the records room for scanning and storage.

Recepti on / Waiti ng Areas

The following are the type of visits this group receives
• Att orneys and Lay People, who come to complete the audit or inquires about the 

probate process. These visits usually occur Monday – Friday 9:30 am – 12:00 noon 
and involve two to three visitors at a ti me.  The department does not have a 
waiti ng area.  The visitors sit at another auditor’s desk or wait in the hall.  Some 
are referred by Orphans’ Court or other departments with in the ROW. Most 
require assistance for completi ng the audit and/or to inquire about the process

Records Requirements / File Area 

The unit needs a fi le cabinet for the accounts that are need to be audited and for ac-
counts that have been audited already but are waiting for additional documentation or 
money.

Meeti ngs and Conference Requirements

Meetings include:  
• Staff  Meeti ngs for one hour are held every month with three att endees.  These 

meeti ngs are usually held at Lunch Room.

Security and Access

Partially Restricted: Areas are generally accessible to all employees and screened visi-
tors, although access into staff areas of the unit is typically monitored or screened by 
security or reception staff.  This group should be private from the other groups in the 
agency.

Special Technical and Equipment Requirements

Computers are used at every deck, shared printers, label printers and copiers for the 
audit dept.  A shared fi led cabinet is necessary for three auditors.  

Other Comments and Issues

The offi ce should feel inviting and comfortable; the word “audit” is very intimidating 
and clients should feel at ease so that the process is not as stressful.  The area should 
be spacious, warm and private.  Future spaces need to be comfortable, spacious, invit-
ing with adequate ventilation and clean air.
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Register of Wills
Joint Accounts

Functi on, Responsibiliti es and Organizati on

The Joint Accounts offi  ce collects inheritance taxes.  The staff  examines Informati on 
Reports of guardianship to confi rm that the guardian has properly valued and report-
ed property of the minor that is jointly held.  This is for trust of deceased individuals.  
Trusts, which is part of Court Clerks, handles trusts set up by the courts.  The division 
used to have appraisers, though now use commercial appraisers hired by the clients, 
or city tax valuati on assessments.

The Joint Accounts offi  ce examines Informati on Reports, Applicati ons to Fix Tax and 
appraisals of non-probate property to establish that the taxpayers have properly 
valued and reported property of the decedent in compliance with Tax General , 
Title 7 (Death Taxes), Estates and Trusts Arti cle, Tile 7, subti tle 2 and MD Rules, Title 
6 (Sett lement of decedent’s Estate) by verifying that: (when necessary); appraisal 
include required statement of appraiser; appraiser used ordinary methods for arriving 
at fair market value; total of all sums reported are correct; and, all required signatures 
are included.

The Joint Accounts offi  ce noti fy Estate Tax Unit of the Comptroller of the Treasury of 
assets in any estate proceeding that totals $600,000 or more in order to assist that of-
fi ce in collecti ng Maryland Estate tax by copying Inventories Informati on Reports and 
Applicati ons to Fix Tax Unit, and preparing record of noti fi cati on for the estate docket.

personal representati ves, tax papers, peti ti oners and/or their att orneys are pro-
vided instructi on of necessary correcti ons in order to obtain corrected or completed 
mandated forms/documents by preparing computer generated noti ces or by proving 
verbal instructi ons.

The Joint Accounts offi  ce interprets trust instruments, annuity contracts, deeds and 
other documents that establish non-probate property in order to decide what, if any, 
porti on of the property is subject to Maryland Inheritance Tax by studying and analyz-
ing documents to determine if the decedent retained an interest in the property and 
if the interest passes at death. 

The Joint Accounts offi  ce determines proper inheritance tax and fees due on non-pro-
bate property in order to issue invoices to personal representati ves and other persons 
responsible for making payment in compliance with tax General Title 7 (Death Taxes) 
by (1) reviewing Applicati on to Fix Inheritance tax, informati on reports, trust instru-
ments, deeds, annuity contracts, appraisals and other valuati ons of property,  (2) 
determining proper persons to bill by reading will to see if there are any testamen-
tary directi ons regarding payment of death taxes, (3) deciding proper tax rate based 
on relati onship recipients to decedent, (4) evaluati ng decedent’s interest passing 
to taxpayer, (5) computi ng life estates, remaining interest, term certain annuiti es, 
Charitable Remainder Unitrust, etc. using applicable formulas and IRS actuarial tables, 
(6) allowing proper exempti ons and expenses and (7) verifying charitable organizati on 
are exempt under Secti on 501(c) (3) of the Internal Revenue Code.

Billing invoices are prepared and mailed by staff  in order to collect inheritance taxes 
and fees. The staff  prepare pre-numbered invoices to include: (1) names and ad-
dresses of taxpayers/personal representati ves or att orney, (2) brief descripti on of tax-
able interest and (4) computati ons of inheritance tax and fees.  Mail includes forms, 
inventories, et cetera.
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The staff  contact taxpayers as a fi nal att empt to collect inheritance taxes, fees, penal-
ty and interest before forwarding to Maryland Central Collecti on Unit (CCU).  The staff  
telephoning taxpayers in eff ort to persuade them to pay sums outstanding thereby 
avoiding involvement with CCU.

The Joint Accounts offi  ce prepares updated invoices and referral forms in order to 
refer default by persons owing sums to the Maryland Central Collecti on Unit by; veri-
fying payment has not been remitt ed by search case fi le and receipts stored electroni-
cally; completi ng the required informati on on Central Collecti on Unit forms; complet-
ing lien form for fi ling in Circuit Court, if applicable; and, mailing all papers. 

The staff  prepare ledger to exhibit that an account receivable control account is main-
tained and periodically reconcile that control account to the aggregate balance of the 
detail records.  They make sure that all payments received are properly posted to the 
accounts receivable records.

The Joint Accounts offi  ce reconciles Control Account of non-probate invoices in order 
to provide internal control and to comply with State legislati ve audit policy by com-
paring total sums outstanding as refl ected by computer/manually generated report 
with total sums of all outstanding invoices and investi gati ng discrepancies by review-
ing posti ng of invoices adjustments, and payments.
The staff  advise taxpayers, att orneys, accountants, other professionals, and any per-
sons having an interest in the subject of inheritance tax in order to explain the rates 
of inheritance tax and method of computati on by communicati on various secti ons of 
the Tax General Arti cle, Opinion and lett er of advice of the Att orney General case law, 
and writt en procedures of the ROW.

Taxpayers, att orneys and personal representati ves are given assistance in completi ng 
necessary forms such as Informati on Reports Applicati ons to Fix Inheritance Tax, and 
Inventories in order to collect proper inheritance taxes and fees.  Assistance includes 
explaining statutory requirements and preparing forms when necessary.

The Joint Accounts offi  ce certi fi es Maryland Estate Tax Returns in order to verify 
payment of inheritance tax for mailing to the Comptroller of the Treasury by retriev-
ing and printi ng receipts stored electronically using personal computer or by coping 
receipt from paper recording using copy machine, totaling sums paid, recording total 
sums on return, preparing and recording ROW Certi fi cati on of MET Return form and 
signing on behalf of the Register.

Certi fi cate of Legal Heir are prepared and issued in order to transfer vehicle boat ti tle 
to heir. The certi fi cates are prepared by completi ng internal worksheet, verifying or 
establishing value and allowable expenses, and computi ng inheritance tax (when ap-
plicable).

Register of Will is the clerk for the Orphans Court.

Operati onal Patt erns

The days and hours of operati on of the offi  ce and the divisions are 8:00 am – 4:30 pm 
Monday thru Friday.
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Space Criteria

Public Work Space is needed so that the public can complete documents without sit-
ti ng at staff  members desk.

Archives Storage is needed to store necessary documents that must be keep for a 
certain amount of ti me.

Joint Accounts could share a recepti on with the whole department, where visitors 
could be greeted and escorted to the staff ’s offi  ce.

Staff  prepare mail at their desk, then send it to the records room where mail is 
processed.  So they need the service of the mail area, but do not need the mail area 
directly in their unit.

Recepti on / Waiti ng Areas

The following are the type of visits this group receives
• Att orneys and Lay People, who come for inventories, Informati on Reports and to 

make payment on invoices. These occur between 8:00 am – 4:30 pm and include 
between one to three visitors at a ti me.  If no seati ng is available the visitors stand 
or wait in the hall.  The visitors are coming from other depts. within the ROW 
agency.

Records Requirements / File Area

• File cabinets are required for invoices and trusts.  Trusts need to be kept 
confi denti al in a locked cabinet.  The informati on sent to central collecti ons is 
sensiti ve because it has social security numbers.  The department holds about ten 
years of records.

• Joint Accounts share archive and storage with the rest of ROW. 

Meeti ngs and Conference Requirements

The following is a summary of the number and nature of meeti ngs and/or confer-
ences held:
• Work related staff  meeti ngs held for one hour, once per month average. These 

staff  meeti ngs are held in the lunch room. Joint Accounts can share a conference.

Security and Access

Parti ally Restricted: Areas are generally accessible to all employees and screened visi-
tors, although access into staff  areas of the unit is typically monitored or screened by 
security or recepti on staff .

Special security needs include:

• Locked fi le cabinets.

• •oint Accounts receives money, which is sent directly to ROW Fiscal. 

Other Comments and Issues

The offi  ce should be spacious, warm, private and business like.
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Register of Wills
Delinquent Accounts

Functi on, Responsibiliti es and Organizati on

Delinquent Accounts offi  ce establishes tracking system for decedent's estates', guard-
ianships of minors and other proceedings in order to create a system for assuring 
ti mely administrati on by personal representati ves and guardians by determining and 
entering on the computer the fi ling deadline dates of: List of Interested Persons and 
published noti ce, Inventory, Informati on Report, First Account, Subsequent Accounts 
(when applicable following the fi ling of the prior account), and Final Report under 
Modifi ed Administrati on; and upon granti ng of an extension, modifying these fi ling 
dates by computer entry or typing informati on on ti ckler. 

Acti ve proceedings are tracked by the offi  ce in order to verify ti mely compliance with 
various statutory requirements.  Proceedings are tracked by comparing computer 
generated lists or manual ti ckler system of scheduled events to docket entries, case 
fi les and daily mail. 

Delinquent Accounts offi  ce advises att orneys, personal representati ve, guardians and 
interested persons of statutory fi ling deadlines and procedures for obtaining exten-
sions of ti me in order to respond to inquiries received by mail telephone and in per-
son by explaining the procedures for fi ling a Peti ti on for Extension of Time, a writt en 
request for ROW approval, and calculati on of ti me if the due date fails on a weekend 
or holiday. 

Delinquent Accounts offi  ce grants or denies writt en requests of personal representa-
ti ves or guardians for extension of ti me on behalf of ROW in compliance with• in-
ternal procedures by authority under MD Rule 6-107 by analyzing the circumstances 
in each case and noti fying parti es by mail of approval or reason for denial and other 
necessary procedures. 

The court is noti fi ed by the Delinquent Accounts offi  ce of delinquencies of personal 
representati ves and guardians in order to sati sfy statutory requirement under Estates 
and Trusts, Secti on 2-208 0).  Delinquent Accounts offi  ce assures ti mely guardianships 
of minors by preparing computer generated court orders completi ng appropriate 
informati on including ti me, date and place of hearing, aft er coordinati ng informati on 
with the Orphans' Court and noti fying the Court of relevant informati on which may 
infl uence the Court's decision. 

Delinquent Accounts offi  ce prepares Register's noti ce of revocati on of Modifi ed 
Administrati on in order to comply with Estates and Trusts, Title 5, Subti tle 7 by 
completi ng required informati on on computer generated form, preparing envelopes/
computer generated mailing labels and signing certi fi cate of mailing. 

The status of accounts is recorded by the Delinquent Accounts offi  ce in order to track 
accounts by entering dates retrieved for audit, fi led in holding pending additi onal 
informati on, forwarded to court, returned from court and if necessary, date returned 
to holding pending response to Court's directi ons using personal computer. 

Delinquent Accounts offi  ce tracks previously audited accounts to assure ti mely 
follow-up on audit requests by retrieving accounts held for more than 30 days from 
holding fi le and mailing second noti ce or forwarding to auditor for further instruc-
ti ons. 

Show Cause Orders are prepared by the Delinquent Accounts offi  ce at the directi on 
of the Register/ Orphans' Court in order to obtain an answer from the Personal Rep-
resentati ve why certain documents were not fi led in a ti mely manner. 
Delinquent Accounts offi  ce performs other necessary duti es as required or assigned 
by the Register or the Chief Deputy Register at the directi on of the Register. 
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Operati onal Patt erns

Each morning the automated system generates two reports showing what estates are 
delinquent in fi ling the necessary document for an estate.  These report are looked 
over for accuracy and delinquent noti ces are mailed out or show cause order are 
referred to court or the estate is referred to court to have the Personal Represen-
tati ve removed.  Aft er the delinquent noti ce are dockets and placed in envelopes 
the noti ces are forward to the record room for mailing.  The show cause orders are 
forwarded to the Orphans’ Court Judge for signature and returned to this depart-
ment within one to two days to be docketed and mailed.  A sheet is produced to send 
to the Orphans’ court on any estate that the personal representati ve needs to be 
removed from and the court will set up a hearing date.

The days and hours of operati on of the offi  ce and the divisions are 8:00 am – 4 :30 
pm, Monday thru Friday

Recepti on / Waiti ng Areas

The following are the type of visits this group receives
• Att orneys and Lay people, who come to request extensions and inquire on the due 

date for necessary documents.  Att orney may have client with them. Some Lay 
Peoples bring one to two family or friends.  Some of these visitors come form 
Orphans’ Court or other departments within the ROW.

One recepti on area is needed for the ROW Offi  ce as a whole.

Records Requirements / File Area

This department does not keep or store records because every document is forward-
ed to the fi le room for fi ling.

Security and Access

Parti ally Restricted: Areas are generally accessible to all employees and screened visi-
tors, although access into staff  areas of the unit is typically monitored or screened by 
security or recepti on staff .

Special Technical and Equipment Requirements

Equipment required includes a PC at every desk, and shared printer and label printer 

Other Comments and Issues

The offi  ce should feel inviti ng, professional, spacious and comfortable because de-
linquent account is a litt le un-nerving and the clients should feel at ease so that the 
process is not stressful.

Future spaces need to be comfortable, secure, spacious, inviti ng with adequate venti -
lati on and clean air.  The staff  should have private workstati ons.
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Register of Wills
Fiscal Operations

Functi on, Responsibiliti es and Organizati on

The Fiscal Operations offi ce provides the following services within the ROW agency:
• Fiscal Accounts payable/receivable. This is a cashier functi on.  The primary funds 

come from inheritance tax collected through the ROW staff , as well as fi ling fees 
related to wills.  The staff  collects funds during the proceedings, and returns the 
funds to Fiscal.    Funds arrive by the mail and in person.  

• Human Resource, which includes health care coordinati on, reti rement 
coordinati on, and new employees hires.  The staff  consults with new employees 
about the fi ve diff erent health care plans off ered to the employees.  The human 
resources informati on is stored in a vault.  The benefi ts consultati on with the staff  
is performed out of the offi  ce area in a conference space/break space to comply 
with the HIPPAA laws.  

• Time keeping.  Fiscal also keeps human resource records on leave pay.  Fiscal 
submits ti me to payroll.  Time can be straight work ti me or ti me without pay.  
Fiscal keeps records on leave ti me, including vacati on and sick leave or personal 
leave or compensati on ti me.  They do not pay for overti me so staff  get 
compensati on ti me if they work extra hours.

Operati onal Patt erns

The days and hours of operati on of the offi  ce and the divisions are 8:00 am – 4:30 
pm, Monday – Friday

Space Comments

• Vault – the current vault is very large, a smaller vault would be ideal.

• A recepti on window with a cashier window and deal tray is needed security the 
Fiscal Operati ons area from other ROW teams.

Recepti on / Waiti ng Areas

The following are the type of visits this group receives
• Employees, to bring receipts talk about paychecks, health care, reti rement or 

personnel issues. Someti mes visits are confi denti al.  No one is allowed in the 
cashier area.

• Register and/or Chief Deputy, who process personnel informati on and the payroll.  
Someti mes visits are confi denti al and the staff  needs privacy for discussion of 
confi denti al nature.

A cashier window is needed with a duress alarm because money is collected in this 
department and not deposited unti l the next business day.  Personnel informati on is 
also held in this department.

Records Requirements / File Area  Needs

All the fi les are kept in this department.  Once these fi les have been audited by the 
State Auditors the unit must retain them for another four years.  Records include:
• Receipts and deposit slips

• Banking Records / checkbook ledgers

• Time cards

• Personnel Benefi ts Records
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Meeti ngs and Conference Requirements

The following is a summary of the number and nature of meetings and/or confer-
ences held:
• Orientati ons for new hires which last one hour.  The orientati on is conducted 

with ten employees at a ti me. The meeti ng is held in the lunch room 

• Training on leave ti me and ti me cards for new hires which last one hour each 
session.  The meeti ngs are one on one. The meeti ng is held in the lunch room.

This department can share a conference room with another department.

Security and Access

Maximum: Unauthorized visits into this unit by non-departmental staff  are not 
allowed; Controlled access is strictly enforced. Currency is present in the offi  ce, 
requiring a bank deposit every morning, so cash should be held in a true vault. A 
buzzer is required for someone to enter this department.  Co-workers and visitors 
are not allowed into this department.  Private records should be enclosed in a par-
ti ti on with mesh underlayment for the fi le room

Special Technical and Equipment Requirements

Payroll is on line.  Time cards are currently fi lled out manually.  Then the Fiscal staff  
put them in Excel.  Fiscal staff  enters the informati on on line into the Payroll sys-
tem.  The ROW sti ll has a punch clock system for ti me keeping and sti ll uses manual 
checking for paying expenses.

Equipment required include cash register drawers, safe, PC’s, copy machine, 
printer, paper shredders, fax machine, telephone and calculator.  All the equipment 
should be in the secure Fiscal area except for the fax machine and copier.

Other Comments and Issues

The offi  ce needs to be open but business like with a secure feeling.  It should be 
open not clutt ered, room to store boxes fi lled with papers that must be held for 
four years.  The Fiscal area needs an internal secure fi le area.  This department 
should be quiet and should not have to hear noise from other departments.   The 
current area has very poor air conditi oning, with very poor air quality.  There is 
mold, and other dust all over record cabinets and on the fl oor.  

Employees should have separate toilet faciliti es from the public.  The water foun-
tains do not work.  The ROW keep their own water supply.

Functi on, Responsibiliti es and Organizati on

The P.C. Support offi  ce oversees all computer related problems and issues, and 
scruti nizes and tracks the purchase of equipment.   The staff  att end PC meeti ngs, 
prepare status reports, and communicate with the PC Administrator, Technical Sup-
port  and staff .

All computers are “rolled” at the end of their two year lease.  The new ones are 
delivered in staging, set up with “mirrored” hard drives and operati ng systems.  
Dead lined computers are held unti l the controller disposes of them – this is usually 
by putti  ng them up for public bid.  The P.C. Support offi  ce takes the hard drive out 
prior to releasing them for bid.

Register of Wills
P.C. Support
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The ROW uti lizes C.A.C.I. off  sight technical support.

The phone service is through Verizon – ATS Telephonic Services.  The contract is with 
the Register of Wills Offi  ce.  This is managed by the administrati on offi  ce, not PC sup-
port.

Operati onal Patt erns

Backup of the hard drives is now provided off site at Iron Mountain.  ROW no longer 
need to do on-site tape backup.

The days and hours of operati on of the offi  ce and the divisions are 8:00 am – 4:30 
pm, Monday thru Friday.  Occasionally the PC Administrator is required to work on a 
weekend to facilitate installati on of new equipment/programs.  

Recepti on / Waiti ng Areas

The following are the type of visits this group receives
• CACI - who perform upgrades, equipment installati on and/or repair problems.  This 

work is performed at 8:00 AM twice per year.  

• Pro-Tech, who performs equipment Repair.  This work is performed at 12:00 noon 
one to four ti mes per months. Other repairs occur on line. 

Improvements in technology now allow for remote service, which has reduced the 
amount of onsite support required.

Physical security is handled by building security.  PC Support handles data systems 
security.

Records Requirements / File Areas

• In 2009 centralizati on eliminated the need to store backup tapes on premises.

• The ROW has a copy of all documentati on in a safe for disaster recovery.  This 
includes operati ng system, security fi les and data backup.

• ROW Security Files are kept in the executi ve offi  ce of the Register of Will in 
compliance with disaster regulati ons.

• MSOffi  ce is kept in the offi  ce of the executi ve offi  ce of the Register of Will in 
compliance with disaster regulati ons.

• MSWindows is kept in the offi  ce of the executi ve offi  ce of the Register of Will in 
compliance with disaster regulati ons.

Meeti ngs and Conference Requirements

The following is a summary of the number and nature of meeti ngs and/or confer-
ences held:
• Implementati ons which last one half hour two ti mes per year, with four 

parti cipants.  These are held in the lunch room of the ROW.  Equipment needed 
include screen, DVD player, and overhead projector

• Purchases, which lasts one half hour once per year with four parti cipants. 

• Installati ons, which lasts one half hour once per year with four parti cipants.

• Training, which last one hour once per year with thirty parti cipants.
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A conference area that is shared with all the ROW departments is needed.  PC would 
probably need to use the room at least twice a month.

Security and Access

Parti ally Restricted: Areas are generally accessible to all employees and screened visi-
tors, although access into staff  areas of the unit is typically monitored or screened by 
security or recepti on staff .  The computer room should be restricted, with access to 
authorized individuals only and recorded entry.

A service elevator is needed that would allow convenient movement of big equip-
ment while also being discrete.

Special Technical and Equipment Requirements

All areas should have raised fl ooring so that computer cables/wiring could be run 
without exposure.

Equipment required include date stamps, seal presses, calculators, computers, scan-
ners, servers, keyboards, monitors, fax machine, copiers, printers, microfi che ma-
chines, shredders, label printers, clock and fans.

An area is needed for staging of new equipment, outdated equipment, and broken 
equipment.  An area is needed that allows testi ng for new programs and equipment 
fl aws.  This area should have suffi  cient connecti on to outlets and convenient and 
ample work space.

Other Comments and Issues

This group does not need a public face. The space should be professional, spacious, 
and confi denti al.

Functi onal/Acti viti es

• The Balti more City State’s Att orney’s Offi  ce is responsible to the prosecuti on of 
criminal matt ers which occur in Balti more City. The following are divisions within 
the State’s Att orney’s Offi  ce:

• Administrati on

• Communicati on

• Forensics (projected)

• M.I.S.

• Police Investi gati on

• Police Misconduct

• Training

• Circuit Court Domesti c Violence

• Auto Forfeiture (civil)

• Collateral

• District Court Domesti c Violence

• Economic Crimes

• Felony Family Violence

• Firearms Investi gati on Violence Enforcement (F.I.V.E.)

• Gang (projected)

Office of State’s Attorney
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• General Trial

• Homicide

• Misdemeanor

• Narcoti cs

• Numbering

• Sex Off ense

• Violent Crime Reducti on Strategy (VCRS) 

• Victi m / Witness Services

• Family Bereavement

• Department Filing

• Juvenile Courts Division

• Juvenile Intake Unit

• PFL

• Cyber Crimes Unit

Hours of Operati on 

Monday through Friday 9:00 am to 5:00 pm.

Adjacencies

The State’s Att orney Divisions have several internal adjacency requirements and all 
units except for the Victi m/Witness Unit should be co-located if possible. These divi-
sions do not need to be located in the courthouse. The Victi m/Witness Unit, however, 
should be near the courts with good public access.  The Family Bereavement should 
be located away from the courthouse to provide the victi ms a place to be consoled. 

Access/Security

Staff  access should be controlled and circulati on should be separate from the public. 
However, the offi  ce must be accessible to victi ms, witnesses, police and att orneys.

Recepti on and Waiti ng.

The Offi  ce of the State’s Att orney receives numerous visitors, including offi  cial visi-
tors, disgruntled citi zens, and employment/law clerk applicants.  A two level recep-
ti on should be provided, with a general public recepti on accessible from the primary 
public circulati on, and a secondary recepti on area immediately adjacent to the State’s 
Att orney offi  ce suite.  A conference for public media presentati ons should be pro-
vided accessible from the primary recepti on area.  The State’s Att orney should have a 
secondary means of exit that bypasses the recepti on areas. 

The Communicati ons Division handles all informati on requests from the media, and 
coordinates the disseminati on of informati on concerning the State’s Att orney’s Of-
fi ce and cases being prosecuted in the District and Circuit Courts of Balti more City. 
The division also assists the Offi  ce with distributi ng grant and relati ve informati on to 
other local, State and Federal law enforcement agencies, the General Assembly, and 
the Balti more City Council.

Operati onal Patt erns

Communicati ons must assist the State’s Att orney in response to all news inquiries, 
which oft en requires aft er hours acti vity.

Office of State’s Attorney
Communication
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Recepti on / Waiti ng Areas

The following are the type of visits this group receives
• Reporters, who come for press conferences. These visits usually occur at the 

training room and involve four to ten visitors.  Evidence display should be provided 
to accommodate these visits.

• SAO management staff  come to research specifi c interviews.

• Att orneys

Records Requirements / File Area 

Requirements for physical records storage include open, closed and active case fi les.

Meeti ngs and Conference Requirements

The following is a summary of the number and nature of meetings and/or conferences 
held:
• Meeti ngs for pretrial on-camera interviews of one half to one hour are held fi ve to 

ten ti mes per month.

• Division meeti ngs held forty fi ve minutes are held every month.

• Strategic planning meeti ngs for four hours are held fi ve ti mes per month.

• Training sessions of ninety minutes are held one to two ti mes per month.

• Administrati on meeti ngs of thirty to forty fi ve staff  held eight ti mes per year.

Security and Access

Restricted: security is required. Access is controlled strictly, although visits are not 
uncommon.

Special security needs include restricti on of no cameras in the court building due to 
regulati ons.

Adjacency Requirements 

The following components have essenti al relati onships with this unit, and should be 
side-by-side with unit
• The State’s Att orney Offi  ce Administrati on Suite.

The following components have important relati onships with this unit, and should be 
on the same fl oor as this offi  ce, division, department or unit.
• MIS

Parking

• Parking for media vehicles should be considered.

• Parking for offi  cial visitors should be provided
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Office of State’s Attorney
Forensics

Functi on, Responsibiliti es and Organizati on

The Forensic Investi gati on Unit of the Offi  ce of the State’s Att orney for Balti more City 
(FIU) provides important tools to prosecutors to allow them to use forensic science 
to achieve the highest quality investi gati ons and prosecuti ons of crime and the long 
term protecti on of the public.  The FIU handles and assists police and other prosecu-
tors with investi gati ons, trials and post convicti ons case.

Statutes of parti cular concern in the investi gati on and pre-trial stage include the rules 
pertaining to DNA collecti on from certain suspects at arrest and aft er convicti on for 
entry into CODIS pursuant to Secti on 2-501, et Sequ. Of the Public Safety Arti cle, rules 
of discovery especially MRP 4-263 (d)(8) & (e)(2), Court and Judicial Proceedings Ar-
ti cle Secti on 10-915 and all issues related to medical, scienti fi c and technical evidence 
including issues arising from the new Supreme Court decision Melendez-Diaz v Mas-
sachusett s.  Statutes and rules of parti cular concern in post trial matt ers are Title 7 
and Title 8 of the Criminal Procedure Arti cle of Annotated Code of Maryland regard-
ing post convicti on relief, Maryland Rule of Procedure 4-331(c) which allows moti ons 
for new trial based upon newly discovered forensic evidence and the new “Actual 
Innocence” stature.

The following are subgroups including descripti ons of their responsibiliti es and func-
ti ons:

The Director reports to the Deputy State’s att orney in Charge of Investi gati on and Cir-
cuit Court Policy.  The Director is responsible for the overall day to day operati on of 
the unit, assigns projects to the ASA, paralegal/investi gator, law clerk and secretary; 
and represent the unit in meeti ngs with the State’s Att orney, Deputi es to the State’s 
Att orney, Division Chief and ASAs.  The Director represents the Unit, at the request 
of the State’s Att orney and/or Deputy in Charge of Investi gati ons and Circuit Court 
Policy to external agencies, police departments and laboratories.  Selecti ve cold case 
or high profi le cases with complex forensic  issues are prosecuted by the Director.  

Forensics develops and presents training programs to ASAs &crime lab staff  on 
forensic issues.  The Forensics offi  ce identi fi es and consults with experts to assist 
prosecutors with forensic challenges.  The Director works with individual prosecutors 
on forensic concerns and challenges.  The Director parti cipates in nati onal, state and 
local conferences regarding forensic issues.  The Forensic offi  ce analyzes proposed 
legislati on and rules involving forensic issues; and draft s legislati ve proposals at the 
request of the State’s Att orney.  The Forensic offi  ce develops or assists in developing 
forensic laws and paralegal training programs in coordinati on with local university 
or law school to assist with appellate and/or forensic post convicti on peti ti ons and 
moti ons for new trials.  The Forensic offi  ce liti gates important cases with important 
forensic issues or assists other ASAs in the liti gati on of such cases; and works closely 
with university or law school programs for forensic lawyers or paralegals including 
teaching.

Assistant State’s Att orney for Research and Training develops a research database/
training tool of case law related to the use of forensic evidence at trial and to DNA 
post convicti on and other forensic challenges in moti ons for new trial.  The ASA also 
prepares writt en response to DNA post convicti on peti ti ons and moti ons for new trial 
based upon forensic grounds in consultati on with the Director or other ASAs assigned 
to the individual cases.  Along with the Director, the ASA liti gates complex post con-
victi on cases involving DNA or other forensic challenges.



AECOM A-58Balti more City Circuit Courthouse
Feasibility Study

Records Requirements / File Area  Needs

The FIU maintains a library to preserve work and publications for reference on future 
cases.

Meeti ngs and Conference Requirements

The forensic unit meets with prosecutors to prepare for trial. These meetings may in-
clude up to fi fteen participants.  The meetings involve extensive amounts of projected 
images.

Security and Access
Restricted: security is required. Access is controlled strictly, although visits are not 
uncommon.  Security is a concern because this unit prosecutes some of the most 
heinous crimes.

Adjacency Requirements 

The following components have essential relationships with this unit, and should be 
side-by-side with unit
• F.I.V.E.

• Homicide

• Sex Off ense

The MIS Division is primarily responsible for obtaining and maintaining informati on 
systems that support offi  ce prosecutors and administrators in their daily tasks. The 
division also builds and maintains criminal justi ce databases, oversees electronic 
connecti vity to external agencies, and creates elaborate visual aids to assist the 
offi  ce and prosecutors with explaining complicated criminal evidence, events, and 
data, to the public, local and State offi  cials, judges and juries.

Operati onal Patt erns

The telephone system will be a separate city switch from the state phone switch.  
The city switch will go to VOIP in the future.  MIS will also manage the video 
conference capability used by the SAO. 

The CJCC is responsible for the 10 gig fi ber backbone that connects all the justi ce 
related agencies.

MIS will support investi gati ons related to cyber crimes, including acti viti es such as 
hard drive forensics, cracking security barriers for machines used in illegal acti viti es 
or tracking electronic exchanges.

Change and Growth

The Circuit Court develops a long range plan that guides electronic services for the 
next fi ve to seven years.

The “Judicial Dialog” system is under development.  An alpha test is underway with 
the sex off ense unit to use the system.

Cases move from the DPSCS to the SAO, and from there to the Clerks Offi  ce into the 
courts.  Transfer of informati on between each of these enti ti es will reduce labor 
related to entry of informati on.

Office of State’s Attorney
M.I.S.
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Recepti on / Waiti ng and Meeti ng Areas

The MIS receives new computers, which are shipped to MIS for setup prior to being 
distributed and installed on the user’s workstati on. M.I.S. receives around 10 
computers at ti me, and may see larger numbers during upgrade.  Outgoing 
computers accumulate before being shipped and can reach quanti ti es of 50-75 
computers, which must be temporarily stored.

The graphics department is located within MIS.  Graphic work is usually producti on 
of evidence displays to be used in trials.  SAO staff  who use the graphic services 
come to the suite to place orders, coordinate with the graphics staff , and to pick up 
orders.  

Security and Access

Restricted: security is required. Access is controlled strictly, although visits are not 
uncommon.

Functi on, Responsibiliti es and Organizati on

The Police Investi gati ons offi  ce is staff ed by Balti more City Police Department 
offi  cers assigned to the Offi  ce of the State’s Att orney for Balti more City.  These 
offi  cers provide the following duti es:

• Locati ng witnesses

• Investi gati ons

• Provide protecti on to the State’s Att orney.  The police receive duress alarms 
triggered by the State’s Att orney.  Security monitoring of State’s Att orney offi  ce 
areas should be coordinated with the Balti more City Police Investi gati ons unit.

Space Comments

The Police Investi gati on should be located in a suite that is directly accessible by the 
State’s Att orney Administrati on but in a separate suite.  The suite should have two 
points of entry, including access to the main visitor lobby to respond to incidents 
there, as well as a direct door to respond to the State’s Att orney.

Adjacency Requirements 

The State’s Att orney Executi ve Administrati on has an essenti al relati onships with this 
unit, and should be side-by-side with unit

Parking

Government owned transport vehicles, including 2 sedans and an SUV require 
parking spaces.  The police offi  cers have to transport the State’s Att orney to her 
house, as well as other desti nati ons.

The Police Misconduct Division is responsible for the investi gati on and prosecuti on 
of Balti more City law enforcement offi  cers charged with the commission of criminal 
act. The division also works closely with the Internal Aff airs Division of the Balti more 
Police Department and other law enforcement agencies responsible for investi gati ng 
the acti ons of police offi  cers, in order to determine if criminal charges are 
appropriate.

Office of State’s Attorney
Police Investigation
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Workload / Caseload

The SA performs the investi gati ons in conjuncti on with the Balti more City Police 
Department.  Police Misconduct does not perform investi gati ons of other police 
jurisdicti ons.  The State performs investi gati ons of the Sheriff .

There is an Offi  cers Bill of Rights that must be complied with in the investi gati ons. 

Space Comments

The unit should not share spaces with any other unit.  This unit should be separate 
from other units that deal with the police.

The conference room/interview room requires one way mirrors, recording and 
ability to listen to the interview from the adjoining observati on area.

Recepti on / Waiti ng Areas and Meeti ngs

The recepti on area should be confi denti al with restricted entry, auto remote release, 
and a duress alarm.  Visitors can be att orneys, victi ms and police – there may be 
between one to fi ve visitors at a ti me.  Many of the investi gati ons are addressing the 
use of deadly force/gun att acks.

Meeti ngs happen two to three ti mes per day, involving between four to fi ve 
detecti ves, and last between one to two hours.

Records Requirements / File Area

The unit maintains its own record fi les.

Security and Access

Restricted: security is required. Access is controlled strictly, although visits are not 
uncommon.

The unit oft en has confi denti al witnesses.  The suite should be in a secure screened 
area.  The entrance should be a blank storefront. The unit maintains a clean desk 
policy.

Special Technical and Equipment Requirements

The unit requires the ability to record phone calls.  The staff  need to ability to 
duplicate tapes and other multi ple media, as well as have recorded informati on 
transcribed.

Parking

The unit requires a space for bringing in undercover informants.  

Functi on, Responsibiliti es and Organizati on

The State’s Att orney Training Unit is responsible for providing in-house training for all 
att orneys and staff .  The Training division also publishes a news lett er.  The training 
and news lett er is focused on keeping the att orney’s abreast of legal requirements 
and trends in the appellate courts.  Training is also provided to new hired staff .  This 
includes three levels of boot camp for newly hired lawyers.

Training is provided to support staff .  The training unit puts together curriculum for 
support staff .  Curriculum includes use of MS Offi  ce Suite to enhance the staff ’s 
eff ecti ve and effi  cient use of the soft ware.  The courses provide the staff  with 

Office of State’s Attorney
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reference material and certi fi cati on on the use of soft ware, and keep them abreast 
of new soft ware features.

The training unit provides remote learning services through teleconference 
capability as an additi onal service to the staff  and to other prosecuti on att orney 
units in the state or to other clients.  

The introducti on of new electronic court systems such as “Judicial Dialog” will 
require additi onal training and ongoing support.

Workload / Caseload

Training is primarily driven by changes in laws, which account for approximately 80% 
of the training workload.  In additi on, if judges indicate that there is a lack of 
knowledge, then additi onal training on those subject matt ers will be off ered.

The Boot Camps required for new employees includes the following:

• Boot Camp I – 40 hours of class with 40 parti cipants

• Boot Camp II – twenty four hours of class with forty parti cipants

• Boot Camp III – four hours of class with forty parti cipants

• Boot Camp IV – twenty hours of class with forty parti cipants

Lunch ti me classes are 90 minutes, with three sessions per month with twenty fi ve 
parti cipants.

All day topic conferences – which are mandated – can be att ended by 220 law clerks

MS Offi  ce Suite classes may be att ended by twenty parti cipants and last eight to ten 
days each. The sessions usually last two hours in the morning and two hours in the 
aft ernoon.

Executi ve Assistant training is a two day course off ered by the county and the 
Mariti me Insti tute.

Training for ethics, safety, dress code, and other issues in the work handbook is 
off ered once per year.

JIS training is provided by an outside provider

There are also specifi c one-on-one sessions that address unique training issues.

Operati onal Patt erns

The days and hours of operati on of the offi  ce and the divisions are 8:30 AM to 4:30 
PM.   Infrequently, the unit may off er aft er hour or weekend training.  Aft er hour and 
weekend training incurs child care and other issues that make it diffi  cult.  Lunch ti me 
training works best for staff  schedules.

Space Comments

The spaces that are needed include:

• Library -  with reference materials.

• Computer lab  - with twenty stati ons

• Moot courtrooms - which also serve as classrooms.

• Large classroom - with a capacity of 50 chairs with writi ng surfaces.

• A recepti on area is required.

• A coff ee break area should be provided to support the training area, with service 
to the trainees.
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• Toilets directly in the training area should be provided for the convenience of the 
staff  att ending training sessions.

Security and Access

Restricted: security is required. Access is controlled strictly, although visits are not 
uncommon.

This unit does not receive the public, victi ms or witnesses. 

In 1996, the Domesti c Violence Division was created in response to the newly 
created domesti c violence criminal docket. The division prosecutes all domesti c 
violence related cases, with an emphasis on victi m safety and survival. The division is 
also responsible for reviewing and prosecuti ng assault, adult stalking, and violati ons 
of peace and protecti ve orders involving present and former inti mate partners. 
Currently, Balti more City is the only jurisdicti on that prosecutes domesti c violence 
cases fi ve-days a week.  The Domesti c Violence has a district and a circuit 
component.

Recepti on / Waiti ng and Meeti ng Areas

The following are the type of visits this group receives

• Victi ms and witnesses, who come for interviews and trial preparati ons. These 
meeti ngs usually last around one hour and occur on average fi ve ti mes per day. 
Meeti ngs are att ended by two to thee individuals, and occur in the ASA cubicles 
but should be confi denti al.  A child play area is required for children.

• Police offi  cers, who come for interviews and trial preparati on. These meeti ngs 
usually last around thirty minutes and occur on average three ti mes per day.  
Meeti ngs are att end by two to four individuals and held in the ASA cubicles.

• Defense att orneys, who come for negoti ati ons. These meeti ngs usually last around 
thirty minutes and occur on average three to four ti mes per day. Meeti ngs are 
att end by two to four individuals and held in the ASA cubicles.

• Staff  meeti ngs are conduced every month att ended by fi ft een staff .  These 
meeti ngs are usually held in the recepti on area.

The recepti on area should be in the secure area.  Two to three parti es at a ti me may 
be waiti ng for meeti ngs.  The recepti onist should control who is admitt ed into the 
recepti on area.  

Security and Access

Restricted: security is required. Access is controlled strictly, although visits are not 
uncommon.  Access into staff  areas of the unit is typically screened by security or 
recepti on staff .  Special security needs include restricted access to the recepti on 
waiti ng area from the public circulati on.

Adjacency Requirements 

The Domesti c Violence unit should be separated from other units by a demising wall.

The following agencies or units should be located near this unit:

• Clerk of the Court Criminal Unit.

• Clerk of the Court Courtroom Clerks.

• Balti more City Police Family Crimes Unit.

• States Att orney Misdemeanor Unit.

Office of State’s Attorney
Circuit Court
Domestic Violence
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• DV Commissioner.

• House of Ruth.

• The court where Protecti ve Orders are issued. 

• Offi  ce of the State’s Att orney Auto Forfeiture (civil)

Functi on, Responsibiliti es and Organizati on

The Auto Forfeiture Unit processes and liti gates forfeiture of vehicle assets.  These 
include cars, trucks and other licensable motor vehicles such as motorcycles, and 
motor boats.  This does not include airplanes.  Auto Forfeiture processes vehicles 
that where used in crimes (such as drug cases), as well as vehicles that are illegally 
dumped or abandoned.  Vehicles must be processed in 45 days from seizure.  
Vehicles are stored at the city impound lot where the vehicles are stored in secure 
open areas. 

If the seized vehicles have a lien holder, the vehicle is returned to the lien holder with 
orders not to release the vehicle back to the owner.

The city has another department that process forfeitures, and also uses the U.S. 
Att orneys to process forfeitures. 

The cases include the following acti viti es:

• Respond to calls on forfeiture;

• Process vehicles;

•  ID, locate and Inform owners;

• Receiving pleas, and receiving mail pleas;

• Prepare returns, including noti fying the court;

• Filing moti ons with the courts, including complaints, moti ons of order of recall, 
judgments of forfeiture.  This involves preparing for trial, discovery, and case 
sett lement.

• Preparing mailers.  Statutes require forfeitures to be served through the U.S. Mail 
rather than the Sheriff .

Law clerks assist by preparing the cases, performing case research, draft ing 
pleadings, and interacti ng with having interest in the vehicles.  The forfeiture 
coordinator provides recepti on of the cases, analysis and investi gati on of cases, and 
subsequent pleadings. The coordinator has high speed access to the DMV records.  
The administrati ve assistant provides secretarial support and recepti on, responding 
to initi al inquires, noti fi es the defendants of hearings, and monitors the offi  ce.

Space Comments

The types of spaces needed include

• A recepti on area with a cashier.  The recepti on counter needs a glass with pass-
through. The defendants are oft en angry.  A duress alarm is recommended at the 
recepti on counter.

• Conference that can be shared.

• File area with safe.

• A copier with scanner and opti cal character recogniti on (OCR).

• Mail room

• Archive Storage

Office of State’s Attorney
Auto Forfeiture Unit
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Meeti ngs and Conference Requirements

The following is a summary of the number and nature of meeti ngs and/or 
conferences held:

• Defendant and att orneys meeti ngs of one half hour are held four ti mes per week 
with four att endees.  These meeti ngs are usually in the offi  ces.

• BCPD meeti ngs of fi ft een minutes are held two ti mes per month with two 
att endees.  These meeti ngs are usually in the offi  ces or on phones.

• Lien holder meeti ngs of thirty minutes are held three ti mes per week.  These 
meeti ngs are usually in the offi  ces or via phone.

Security and Access

Restricted: security is required. Access is controlled strictly, although visits are not 
uncommon.

Special Technical and Equipment Requirements

Special equipment required includes scanners with opti cal character recogniti on.

The Balti more City State’s Att orney’s Offi  ce Collateral Division prosecutes defendants 
who have violated their probati on, to get those repeat off enders off  the streets. The 
Collateral Division has aggressively pursued violent repeat off enders, holding them 
accountable for their criminal acti vity by prosecuti ng violati ons of probati on on 
previous state convicti ons, oft en obtaining sentences of fi ve years or more. The 
establishment of the Innocent Project by the legislature, which allows off enders to 
have DNA verifi cati on of evidence, has signifi cant impact on the workload of this 
unit.

The District Court Division is primarily responsible for prosecuti ng misdemeanor 
crimes and traffi  c violati ons, including driving while intoxicated, and various quality 
of life crimes such as loitering. Balti more City State’s Att orney’s Offi  ce Community 
Coordinators, who serve as liaisons between the community and criminal justi ce 
agencies, also reside within this Division. The division also serves as the primary 
training ground for newly hired Assistant State’s Att orneys.

The Economic Crimes Division prosecutes and assists in the investi gati on and 
prosecuti on of a variety of economic crimes including, major theft , fraud, counterfeit 
and white-collar crimes.  The division also prosecutes all arson cases including 
homicides caused by arson. All cases go to the Grand Jury.   

Arson cases involve reviewing the reports with the Fire Marshal.  If there is fatality 
and if the fi re was set on purpose (as evidenced by incendiary material), then it is 
sent to Homicide for prosecuti on.  White collar crimes include crimes that involve 
millions of dollars.  The SAO does not prosecute tax or security fraud issues.  The 
SAO investi gates cases involving non-profi t organizati ons and mortgage fraud.  
Identi ty theft  cases, which are misdemeanors, are prosecuted in District Court.

The economic crimes unit performs investi gati ons.  The paralegal (who is used as an 
investi gator) assists in the investi gati on, preparing victi m reports, obtaining and 
reviewing bank records.  

Office of State’s Attorney
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Cases start when the SAO receives a complaint. The SAO staff  review the complaint 
to see if it is valid.  The SAO reviews fi nancial records including bank records. Much 
of the informati on provided to the unit from the banks is on microfi lm.

Space Comments

The ASA needs space to spread out documentati on to review them.  

Files need to securely hold legal ledger sized documents.  A vault is needed for Grand 
Jury documents.

Meeti ngs and Conference Requirements

Meeti ngs and conferences include:

• Meeti ngs for victi ms of two hours are held ten ti mes per day with four to six 
att endees.  These meeti ngs are usually held at conference rooms.

• Team meeti ngs of one hour are held every month with ten att endees.  These 
meeti ngs are usually held at Chief’s offi  ce.

Security and Access

Restricted: security is required. Access is controlled strictly, although visits are not 
uncommon.

The Economic Crimes unit must be separate from other units, because private 
fi nancial interviews are taking place.  The SAO receives frequent walk in clients, so it 
must be accessible to the public, though access should be specifi cally controlled.  
The unit also has one staff  member equipped with a fi rearms for protecti on.

Parking

The Investi gator requires a parking space.

Functi on, Responsibiliti es and Organizati on

The Felony Family Violence Division primarily investi gates and prosecutes felony 
level domesti c violence and physical child abuse cases. The division also prosecutes 
most child abuse related homicides. In additi on the division handles cases in which a 
student is batt ered by an educator or when a vulnerable adult has been abused or 
neglected by a non-insti tuti onal caretaker.

Most cases are sent to the Grand Jury for indictment, though some cases are 
brought through CI and not indicted.

The division expedites misdemeanors for the District Court, for cases that need 
social worker and investi gator services.  The division provides supervision and 
training for the intern social workers.  The investi gators talk to witnesses and victi ms 
on the phone.

For fi rst degree child abuse cases, the police child abuse squad and the victi ms 
advocate unit are called out, and the SAO has on call staff  are immediately involved 
in the case through direct phone calls.

Vulnerable adult cases address cases involving adults who cannot care for their own 
needs such as the elderly, the mentally disabled and severely disabled individuals.  
These cases are normally households where the family is the caregiver.  The SAO also 
handles nursing home cases.

Office of State’s Attorney
Family Violence
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For physical child abuse cases, if there is no prior history, the staff  try to get the 
cases out of the criminal justi ce system and into therapy, working with social workers 
to address their parenti ng skills, substance abuse or mental illnesses that contributed 
to the incident.

For felony domesti c violence cases, the unit also handles misdemeanor cross 
complaints.   The SAO handle cases involving child witnesses, except for sex off enses 
or homicides.

Cases involving witnesses are sent via the CI to Circuit Court.

Recepti on / Waiti ng Areas

Visitors include:

• Victi ms and family, who come for interviews. These visits usually involve up to six 
visitors.  

• Att orneys, who come to negoti ate cases. 

• Representati ves of other agencies, who come to discuss policy.  

The recepti on area should be designed to shield the offi  ce from the visitors.  The 
recepti on desk should be equipped with a duress alarm.

Meeti ngs and Conference Requirements

Meeti ng and conference areas include:

• Conference room.

• Interview room, which also will be used for supervision purposes.

• Child interview room, equipped with recording systems.

• Recording monitor spaces, which should be enclosed and private.

Security and Access

Restricted: security is required. Access is controlled strictly, although visits are not 
uncommon.

Adjacency Requirements 

The Felony Family Violence should be located by the Balti more City Police Family 
Violence Unit.

Special Technical and Equipment Requirements

Special technical requirements include a recording and duplicati ng system to provide 
video recording of interviews.

The Firearms Investi gati on Violence Enforcement (F.I.V.E.) Division streamlines the 
investi gati on and prosecuti on of all non-fatal shooti ngs and handgun violati ons in 
Balti more City; with special emphasis on repeat, violent gun off enders. The division 
works closely with local, State and Federal law enforcement agencies such as the 
Balti more Police Department, the U.S. Att orney’s Offi  ce and the Bureau of Alcohol, 
Tobacco & Firearms.

Office of State’s Attorney
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This unit is a new unit, so all requirements are projected, and are not currently in 
place.  The Gang Unit will focus on gangs and provide proacti ve investi gati on and 
uniform prosecuti on of gang statues that allow prosecuti on of individuals forming 
organizati ons for committi  ng crimes or furthering criminal acti viti es.  The unit will be 
modeled aft er the operati on and organizati on of the Gang Unit in Montgomery 
County.

Functi on, Responsibiliti es and Organizati on

This unit is a new unit so all requirements are projected, and are not currently in 
place.  The Gang Unit will focus on gangs and provide proacti ve investi gati on, 
uniform prosecuti on of gang statues that allow prosecuti on of individuals forming 
organizati ons for committi  ng crimes or furthering criminal acti viti es.  The unit will be 
modeled on the Gang Unit in Montgomery County.

Recepti on / Waiti ng Areas

To accommodate informants, a secondary back door access recepti on process should 
be provided in additi on to the front door recepti on.

Special security or control requirements for recepti on areas include counters with a 
duress alarm, glass barrier pass-through window with a paper pass and a transacti on 
drawer or open slot to accommodate cash or payments that are accepted.

Security and Access

Restricted: security is required. Access is controlled strictly, with staff  supervision of 
all persons, including witnesses who are appearing before the grand jury.

The General Trial Division is responsible for prosecuti ng a wide variety of felony 
charges such as att empted murder, fi rst-degree assault, carjacking, armed robbery, 
and burglary. The division also oversees the Felony Screener Unit. Felony Screeners 
review and process cases that originally began in District Court but are later charged 
in Circuit Court. In additi on, felony screeners handle preliminary matt ers and bail 
reviews for other divisions when appropriate

The Homicide Division prosecutes all defendants charged with committi  ng homicide 
in Balti more City. The att orneys in this division work closely with Balti more City 
homicide detecti ves to investi gate each homicide from the beginning. The division 
also assists the Balti more Police Department with the investi gati on of police involved 
shooti ngs and cold cases.

Under Balti more City’s Instant Jury Trial (IJT) Program, a case originati ng in the 
District Court that has a possible sentence of more than 90 days can be sent to the 
Circuit Court, if the defendant requests a jury trial. The Misdemeanor Division is 
responsible for prosecuti ng those cases the very next day. Additi onally, the division 
handles all appeals from the District Court and acts as an appellate court.

Office of State’s Attorney
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Office of State’s Attorney
Narcotics

The Narcoti cs Division prosecutes felony narcoti c off enses and assists with the police 
investi gati on of the off ense. Cases most oft en involve charges for distributi on of an 
illegal substance, possession with the intent to distribute an illegal substance, and 
conspiracy to distribute an illegal substance. The division oft en works closely with 
drug treatment programs in order to provide non-violent off enders with a chance to 
break the cycle of substance abuse addicti on.

Numbering is the point of entry of charges into the Circuit Court system.  Number 
issues a case number when the cases are entered (hence the name of the unit).  The 
charge may become an offi  cial charge when if and when it is fi led with the Clerks.  

The Numbering offi  ce checks the documentati on to make sure it is com-

Office of State’s Attorney
Numbering Unit

Office of State’s Attorney
Sex Offense

The Sex Offense Division focuses on the prosecution of adult felony defendants who 
commit sex crimes, including child sex abuse. The Division also prosecutes sex re-
lated misdemeanors such as failure to register on the Maryland Sex Offender Registry, 
indecent exposure and child stalking.

The Sex Offense Division is organized into two teams.  The teams perform the same 
duties.  Responsibilities include case review and prosecution cases, technical assis-
tance to the Juvenile division, educational training for children against sex predators, 
and registration of sex offenders with the Police and Department of Public Safety.

Each team leader is a working attorney, and caries the same case load, or indeed 
higher workloads, as the rest of the team members.
The level of supervision is high for the Sex Offense Division because the Sex Offense 
Division has a higher number of young trainee attorneys, due to the fact that it is dif-
fi cult to recruit experienced attorneys for the unit, and .all sex offenders must register 
with the State.  

Sexual offenders who fail to register are prosecuted by the Sex Offense Division.

Workload / Caseload

The workload for the division is impacted by recent legislation and appeal deci-
sions.  Current laws allow for offenders to have DNA post conviction verifi cation 
of evidence.  In these cases, the defendant can petition for testing and validation of 
evidence.  Legislation establishing the Innocent Project allows the post convicted of-
fenders to have unlimited review of their cases.  

Another aspect of testing requires that technicians involved in testing evidence must 
now appear in persons if requested by the defendant.  This can create a heavy non-
productive obligation on the technicians.

DNA also has become important in the review of cold case fi les.  DNA evidence of 
cold case fi les can now be compared with data bases of DNA from convicted individu-
als.  This review can generate “hits” with positive matches.  The discovery of these 
DNA evidence links increases the workload for the Sex Offense Division on crimes to 
prosecute.  This phenomenon will cause a relatively short term increase of caseloads, 
though in the long term this should level out.



AECOM A-69Balti more City Circuit Courthouse
Feasibility Study

Another factor that can impact the workload is the investigation and prosecution of 
computer based sex crimes.   Currently, the police do not focus on investigation of 
computer based sex crimes but the level of crimes is rising.

The prosecution of “Failure to Register” can increase.  New technology including GPS 
ankle bracelets can increase the evidence available for identifying violations.  It allows 
the Sex Offense Division to address violations for homeless and probation individuals.

The SAO parti cipates in a program designed to get violent repeat off enders “off  the 
street.”  Under Balti more EXILE’s Violent Repeat Off ender (VRO) initi ati ve, a team 
composed of representati ves of the Division of Parole and Probati on of the Maryland 
Department of Public Safety and Correcti onal Services, the United States Probati on 
Offi  ce, the Drug Enforcement Administrati on (DEA), the High Intensity Drug-Traffi  ck-
ing Area Task Force (HIDTA), the Federal Bureau of Investi gati on (FBI), United States 
Immigrati on and Customs Enforcement (ICE), ATF, BPD, the SAO, and the USAO meet 
regularly to identi fy some of the most violent individuals in the city – individuals who 
belong to violent gangs or organizati ons operati ng in Balti more and individuals who 
have been charged with, or have been suspects in, shooti ngs and murders. Some of 
these individuals have pending state gun, drug, or violent crime cases. Many are in vi-
olati on of their parole or probati on. Others have no pending charges but have lengthy 
criminal histories. The members of the Violent Repeat Off ender team, which includes 
the SAO’s VCRU, determine the most eff ecti ve strategy for arresti ng and detaining 
each individual or gang – including violati ons of parole or probati on, aggressive pros-
ecuti on of pending state or federal charges, or proacti ve investi gati ons – and monitor 
the status of the pending case or investi gati on of each such individual or group.

The Community and Victi m Services Division administer services to victi ms and wit-
nesses of crime in Balti more City. Other responsibiliti es include coordinati ng com-
munity outreach, the Balti more City State’s Att orney’s Offi  ce Community Newslett er, 
Adopt-A-School program, Crisis Response Team, and Victi ms Fund Run. The division 
also oversees the Family Bereavement Center, an agency within the SAO that assists 
family members of homicide victi ms.

The Juvenile Division is located in the Balti more City Juvenile Justi ce Center. The divi-
sion is responsible for handling cases in which the crime was committ ed by persons 
under the age of eighteen (18) and assigned to Juvenile Court.

The State’s Att orney maintains a team at the intake area of the Juvenile Justi ce center 
to review the cases of juveniles remanded to the center. 

Office of State’s Attorney
Violence Crime Reduction 
Unit

Office of State’s Attorney
Victim/Witness Services

Office of State’s Attorney
Juvenile Court Division

Office of State’s Attorney
Juvenile Intake Unit
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Office of State’s Attorney
Partnership for Learning 
(PFL)

The mission of Partnership for Learning (PFL) is to reduce future crimes by fi rst-time 
juvenile offenders with reading diffi culties by re-engaging them in learning, educa-
tional, and vocational opportunities. 

In cooperation with Baltimore City Assistant State’s Attorneys, Assistant Public 
Defenders, Juvenile Court, Public Schools, and the Department of Juvenile Services, 
PFL provides a critical early intervention. Formally charged fi rst-time offenders (ages 
ten to seventeen) with a history of special education, failed grades, learning disability, 
and/or reading two or more grades below level are referred directly to PFL from the 
Family Court - Juvenile Division. Youth participate under a court-ordered mutual post-
ponement of the case. Completers have their cases dismissed. In the last two years, 
two-thirds of PFL’s participants have completed the program successfully, which 

Office of State’s Attorney
Cyber Crimes Unit

Functi on, Responsibiliti es and Organizati on

The Cyber Crimes unit is a new unit that is growing out of the Economic Crimes unit.  
The purpose of the unit is to investi gate and prosecute crimes that uti lize computers, 
internet, voice and data communicati ons and similar technologies to commit crimes, 
parti cularly crimes related to illicit sex, child  exploitati on and victi mizati on, economic 
fraud, racketeering or similar crimes.

Operati onal Patt erns

The Cyber Crimes unit will involve both ASA and MIS personnel.

Change and Growth

Department of Public Safety 
and Correctional Services 
(DPSCS)

The Cyber Crimes unit is a new unit that is growing out of the Economic Crimes unit.  

Space Requirements

The following spaces are needed for the Cyber Crimes Unit:
• The Cyber Crimes unit must be served by a recepti on area, which may be shared.  

The Cyber Crimes receives witnesses and defense att orney visitors. 

• The unit requires interview and access to a shared conference spaces. 

• A technician’s electronic lab is required where the staff  can set up and perform 
diff erent electronic diagnosti c and forensic acti viti es, such as reading hard drives, 
tracking communicati ons, et cetera.

Functi on, Responsibiliti es and Organizati on

The Department of Public Safety and Correcti onal Services has two divisions that 
provide prisoner transport and supervision services for the courts.

• Maryland Division of Correcti on (DOC)

• Division of Pretrial Detenti on and Services (DPDS)

Division of Pretrial Detenti on and Services (DPDS).  Everyone arrested in the City of 
Balti more, or arrested on a warrant from the City, comes through the Division of 
Pretrial Detenti on and Services (DPDS). The Division includes the Balti more Central 
Booking and Intake Center, the Balti more City Detenti on Center and the Pretrial 
Release Services Program.

Central Booking opened in 1995 as the single locati on where all arrestees in 
Balti more are processed.  The Balti more City Detenti on Center annually holds more 
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detainees, including teenagers facing adult charges, than any local jurisdicti on in 
Maryland. 

Division of Pretrial Detenti on and Services transports and supervise defendants.  
These are individuals who are incarcerated but have not yet been convicted between 
the jail and the courthouse.  

Maryland Division of Correcti on (DOC).  The Maryland Division of Correcti on (DOC), 
which operates the State prison system.  The primary functi on and responsibility of 
the Division of Correcti ons related to the courts is to transport in-custody defendants 
to court from Division of Correcti ons insti tuti ons throughout the state.  Staff  move 
defendants from holding to trial within the courthouse and supervise the defendants 
during trial.  The Division of Correcti ons then transports the defendants back to their 
respecti ve insti tuti ons aft er their trial.

Special Technical and Equipment Requirements

Special technical requirements include gun lockers at the holding.  The offi  cers remain 
armed in the courtroom, but are not armed in holding.

The offi  cers use the Division of Correcti ons radio system.

The Criminal Justi ce Coordinati ng Council is acti ve within the Balti more City Criminal 
Justi ce System in identi fying, planning and coordinati ng soluti ons for the Balti more 
City Criminal Justi ce System.  The Criminal Justi ce Coordinati ng Council is a vital enti ty 
for ensuring the parti cipati on of all stakeholders operati ng in and aff ected by the 
Balti more City Criminal Justi ce System.  The Council assists the Judiciary and the 
member agencies in the planning and delivery of quality services.  The Council is not a 
statutorily created enti ty and has no authority to mandate member parti cipati on or 
specifi c acti viti es.  However, it is expected that all parti cipants in the criminal justi ce 
community have the opportunity to communicate specifi c needs and interests before 
the Council makes any recommendati ons.  The Council is also the facilitator for 
integrati ng computer networks within the criminal justi ce system.

Membership on the Criminal Justi ce Coordinati ng Council is defi ned by the 
Memorandum of Understanding (MOU) executed by the criminal justi ce partners in 
August 2001 and amended in October 2004 and October 2008.  The current 
membership includes regular representati on from the Balti more City Major’s Offi  ce, 
the Circuit Court for Balti more City, the District Court for Balti more City, the Balti more 
City Council, the Department of Public Safety and Correcti onal Services, the Offi  ce of 
the State’s Att orney, the Offi  ce of the Public Defender, the Balti more City Police 
Department, the Division of Pretrial Detenti on and Services, the Division of Parole and 
Probati on, the United States Att orney for the District of Maryland, the Offi  ce of the 
Clerk fo the Circuit and District Courts for Balti more City, the Balti more City Sheriff ’s 
Offi  ce, the Balti more City bar Associati on, the Balti more Substance Abuse Systems, 
the Offi  ce of the Att orney General, the Department of Juvenile Services, and the 
Governors Offi  ce.  The Council meeti ngs are open to the public and are regularly 
att ended by members of the Legislature and their staff  as well as private and public 
agencies and groups interested in the criminal justi ce system.

The Council meets every month except January and April when the legislature is in 
session and June and August. 

Criminal Justice 
Coordination Council
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The staff  of the Criminal Justi ce Coordinati ng Council, comprised of state and local 
criminal justi ce offi  cials, and its eight committ ees, subcommitt ees and workgroups, 
the offi  ce facilitates the coordinati on and implementati on of Council directi ves, 
program and initi ati ves, presents a monthly report to the Council on the acti viti es for 
the Committ ees; assists the CJCC in formulati ng the Council’s policies by compiling 
materials, draft s reports to the Council and its government bodies, collects and 
analyzes data, researches areas of interest, responds to inquiries coordinates and 
att ends all meeti ng and takes notes, draft s and/or edits minutes and reports, 
consults and meets regularly with the CJCC Chair on issues of importance to the 
Council.

The offi  ce supports, sustains and facilitates communicati on between all elements of 
the criminal justi ce community including District and Circuit Court Judges and Clerks, 
the Majors’ Offi  ce on Criminal Justi ce, the Governor’s Offi  ce, Maryland Public Safety 
offi  cials, the Balti more City Police Department, the Offi  ce of the State’s Att orney, the 
Offi  ce of the Public Defender, the U.S. Att orney’s Offi  ce, the Sheriff  of Balti more City, 
the Department of Juvenile Services, the City Council and other members of the 
Council.  The offi  ce represents the mission, programs and interests of the Council to 
government enti ti es, private foundati ons, the media and the general public, 
promotes the sharing of accurate and ti mely criminal justi ce informati on by 
disseminati ng informati on of interest to CJCC and Committ ee members, including 
legislati on, regulati ons, and court rules, and communicates in person and by 
telephone, email and writt en correspondence with Council members, 
representati ves and members of the press and public. 

Functi on, Responsibiliti es and Organizati on

The Family Crimes Unit (FCU) is part of the Balti more City Police Department.  The 
unit works with the SAO and investi gates domesti c violence incidents.  It acts as the 
fi rst responder for serious felony cases for spousal abuse of inti mate partners.  The 
Family Crimes Unit does not do child abuse cases, which are handled by a separate 
unit.  This unit is currently located in the courthouse, but may not remain in the 
courthouse in the future.  

The Family Crimes Unit staff  transport prisoners to the Warrants Apprehension Task 
Force (WATF) to do arrest statements.  The WATF may join the Family Crimes Unit in 
the future.

The Family Crimes Unit has a contract specialist who is a reti red policed offi  cer who 
is funded grants.

Operati onal Patt erns

This offi  ce operates 24 hours per day, seven days per week.  There are two primary / 
staff ed shift s which run from 9 AM to 5 PM, and 5 PM to 1 AM. From 1 AM to 9 AM 
designated staff  are “on call.”  The administrati ve staff  is in the offi  ce between 8:30 
AM to 4:30 PM.

Baltimore City Police
Family Crimes Unit
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Change and Growth

During the Police Investi gati on Unit interview, the offi  cer stated that the Family 
Crimes Unit would no longer be in the courthouse.

Recepti on / Waiti ng and Meeti ng Areas

Visitors include:

• Victi ms and witnesses, who come for meeti ngs. There may be four to fi ve visitors 
per day, and oft en the visitors have a companion.  

• State’s Att orney’s come to the offi  ce to discuss cases.  These meeti ngs last for 
around two hours and occur about once/week.

• Staff  meeti ngs are held once per month, last one hour, and should accommodate 
twenty two detecti ves, fourteen administrati ve staff  and fi ve warrant offi  cers.

This unit needs an interview room to support their fi rst responder role. The offi  cers 
interview individuals involved in the using weapons on these felony cases.  A video 
tape recording system should be provided.

A family justi ce center was recommended by members of the OPD and SAO.  If 
provided, it could be comprised of the following: 

• State’s Att orney Offi  ce.

• Offi  ce of the Public Defender.

• Balti more City Police Family Crimes Unit.

• Victi ms Advocate.

• House of Ruth - which provides advocate counseling services.

• Department of Social Services - which provides emergency services and 
emergency funds.

• Women’s Law Center - which works to establish protecti ve custody.

Family Justice Center
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B-1

B 
Space Needs Projecti ons

Circuit Court
01 Circuit Court
01.01 Large Multi-Capability Crtrm

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Large Trial Courtroom 3000 1 1 1 3,000      3,000      3,000      
.02 Sound Lock Vestibule 80 1 1 1 80           80           80           
.03 Robing Room 160 1 1 1 160         160         160         
.04 Robing Room Toilet 50 1 1 1 50           50           50           
.05 Jury Room 360 1 1 1 360         360         360         
.06 Jury Room Toilets 50 2 2 2 100         100         100         
.07 Jury Room Soundlock Vestibule 80 1 1 1 80           80           80           
.08 Holding (lg) 120 1 1 1 120         120         120         
.09 Holding (sm) 80 2 2 2 160         160         160         
.10 A/C Visit - secure 80 2 2 2 160         160         160         
.11 Officer Workarea 40 1 1 1 40           40           40           
.12 Sound Lock Vestibule 64 1 1 1 64           64           64           
.13 Circulation (internal) 200 1 1 1 200         200         200         
.14 Exhibit Storage 100 1 1 1 100         100         100         
.15 Audio-Video Equipment 80 1 1 1 80           80           80           
.16 Attorney / Client Room 120 2 2 2 240         240         240         
.17 Courtroom Waiting 300 1 1 1 300         300         300         

Subtotal Support NSF 5,294      5,294      5,294      
DGSF / NSF Factor 1.38        1.38        1.38        

Subtotal Support DGSF 7,281      7,281      7,281      

Total NSF 5,294      5,294      5,294      
DGSF / NSF Factor 1.38        1.38        1.38        

Total DGSF 7,281      7,281      7,281      

Growth

Room Quantity Area Sum

01 Circuit Court
01.02 Large Multi-Capability Crim Crtrm

2015 2020 2030

Key Growth Indicator 104% 108% 113%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Large Trial Courtroom 2,400 1 1 1 2,400      2,400      2,400      
.02 Sound Lock Vestibule 80 1 1 1 80           80           80           
.03 Robing Room 160 1 1 1 160         160         160         
.04 Robing Room Toilet 50 1 1 1 50           50           50           
.05 Jury Room 360 1 1 1 360         360         360         
.06 Jury Room Toilets 50 2 2 2 100         100         100         
.07 Jury Room Soundlock Vestibule 80 1 1 1 80           80           80           
.08 Holding (lg) 120 1 1 1 120         120         120         
.09 Holding (sm) 80 2 2 2 160         160         160         
.10 A/C Visit - secure 80 2 2 2 160         160         160         
.11 Officer Workarea 40 1 1 1 40           40           40           
.12 Sound Lock Vestibule 64 1 1 1 64           64           64           
.13 Circulation (internal) 200 1 1 1 200         200         200         
.14 Exhibit Storage 100 1 1 1 100         100         100         
.15 Audio-Video Equipment 80 1 1 1 80           80           80           
.16 Attorney / Client Room 120 2 2 2 240         240         240         
.17 Courtroom Waiting 300 1 1 1 300         300         300         

Subtotal Support NSF 4,694      4,694      4,694      
DGSF / NSF Factor 1.33        1.33        1.33        

Subtotal Support DGSF 6,245      6,245      6,245      

Total NSF 4,694      4,694      4,694      
DGSF / NSF Factor 1.33        1.33        1.33        

Total DGSF 6,245      6,245      6,245      

Growth

Room Quantity Area Sum
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Circuit Court
01 Circuit Court
01.03 High-Volume Criminal Crtrm

2015 2020 2030

Key Growth Indicator 104% 108% 113%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 High Volume Courtroom 2,400 3 3 3 7,200      7,200      7,200      
.02 Sound Lock Vestibule 80 3 3 3 240         240         240         
.03 Robing Room 160 3 3 3 480         480         480         Included below
.04 Robing Room Toilet 50 3 3 3 150         150         150         
.05 Holding (lg) 140 6 6 6 840         840         840         
.06 Holding (sm) 90 6 6 6 540         540         540         
.07 A/C Visit - secure 80 6 6 6 480         480         480         
.08 Officer Workarea 40 3 3 3 120         120         120         
.09 Sound Lock Vestibule 64 3 3 3 192         192         192         
.10 Circulation (internal) 300 3 3 3 900         900         900         
.11 Exhibit Storage 100 3 3 3 300         300         300         
.12 Audio-Video Equipment 80 3 3 3 240         240         240         
.13 Attorney / Client Room 120 6 6 6 720         720         720         
.14 Courtroom Waiting 400 3 3 3 1,200      1,200      1,200      

Subtotal Support NSF 13,602     13,602     13,602     
DGSF / NSF Factor 1.29        1.29        1.29        

Subtotal Support DGSF 17,488     17,488     17,488     

Total NSF 13,602     13,602     13,602     
DGSF / NSF Factor 1.29        1.29        1.29        

Total DGSF 17,488     17,488     17,488     

Growth

Room Quantity Area Sum

01 Circuit Court
01.04 Std. Criminal Trial Crtrm

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Std. Crim. Trial Courtroom 2,000 14 15 16 28,000     30,000     32,000     
.02 Sound Lock Vestibule 80 14 15 16 1,120      1,200      1,280      
.03 Robing Room 160 14 15 16 2,240      2,400      2,560      
.04 Robing Room Toilet 50 14 15 16 700         750         800         
.05 Jury Room 360 14 15 16 5,040      5,400      5,760      
.06 Jury Room Toilets 50 28 30 32 1,400      1,500      1,600      
.07 Jury Room Soundlock Vestibule 80 14 15 16 1,120      1,200      1,280      
.08 Holding (lg) 140 14 15 16 1,960      2,100      2,240      
.09 Holding (sm) 90 14 15 16 1,260      1,350      1,440      
.10 A/C Visit - secure 80 14 15 16 1,120      1,200      1,280      
.11 Officer Workarea 40 7 7.5 8 280         300         320         
.12 Sound Lock Vestibule 64 14 15 16 896         960         1,024      
.13 Circulation (internal) 200 7 7.5 8 1,400      1,500      1,600      
.14 Exhibit Storage 100 14 15 16 1,400      1,500      1,600      
.15 Audio-Video Equipment 80 14 15 16 1,120      1,200      1,280      
.16 Attorney / Client Room 120 28 30 32 3,360      3,600      3,840      
.17 Courtroom Waiting 400 14 15 16 5,600      6,000      6,400      

Subtotal Support NSF 58,016     62,160     66,304     
DGSF / NSF Factor 1.39        1.39        1.39        

Subtotal Support DGSF 80,418     86,162     91,907     

Total NSF 58,016     62,160     66,304     
DGSF / NSF Factor 1.39        1.39        1.39        

Total DGSF 80,418     86,162     91,907     

Growth

Room Quantity Area Sum
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Circuit Court
01 Circuit Court
01.05 Large Civil Trial Crtrm

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Large Civil Trial Courtroom 2,000 4 4 4 8,000      8,000      8,000      
.02 Sound Lock Vestibule 80 4 4 4 320         320         320         
.03 Robing Room 160 4 4 4 640         640         640         
.04 Robing Room Toilet 50 4 4 4 200         200         200         
.05 Jury Room 360 4 4 4 1,440      1,440      1,440      
.06 Jury Room Toilets 50 8 8 8 400         400         400         
.07 Jury Room Soundlock Vestibule 80 4 4 4 320         320         320         
.08 Holding (lg) 140 4 4 4 560         560         560         
.09 Holding (sm) 90 4 4 4 360         360         360         
.10 A/C Visit - secure 80 4 4 4 320         320         320         
.11 Officer Workarea 40 2 2 2 80           80           80           
.12 Sound Lock Vestibule 64 4 4 4 256         256         256         
.13 Circulation (internal) 200 2 2 2 400         400         400         
.14 Exhibit Storage 100 4 4 4 400         400         400         
.15 Audio-Video Equipment 80 4 4 4 320         320         320         
.16 Attorney / Client Room 120 8 8 8 960         960         960         
.17 Courtroom Waiting 400 4 4 4 1,600      1,600      1,600      

Subtotal Support NSF 16,576     16,576     16,576     
DGSF / NSF Factor 1.39        1.39        1.39        

Subtotal Support DGSF 22,977     22,977     22,977     

Total NSF 16,576     16,576     16,576     
DGSF / NSF Factor 1.39        1.39        1.39        

Total DGSF 22,977     22,977     22,977     

Growth

Room Quantity Area Sum

01 Circuit Court
01.06 Std Civil Trial Crtrm

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Std. Civil Trial Courtroom 2,000 7 7 7 14,000     14,000     14,000     
.02 Sound Lock Vestibule 80 7 7 7 560         560         560         
.03 Robing Room 160 7 7 7 1,120      1,120      1,120      
.04 Robing Room Toilet 50 7 7 7 350         350         350         
.05 Jury Room 360 7 7 7 2,520      2,520      2,520      
.06 Jury Room Toilets 50 14 14 14 700         700         700         
.07 Jury Room Soundlock Vestibule 80 7 7 7 560         560         560         
.08 Exhibit Storage 100 7 7 7 700         700         700         
.09 Audio-Video Equipment 80 7 7 7 560         560         560         
.10 Attorney / Client Room 120 7 7 7 840         840         840         
.11 Courtroom Waiting 300 7 7 7 2,100      2,100      2,100      

Subtotal Support NSF 24,010     24,010     24,010     
DGSF / NSF Factor 1.37        1.37        1.37        

Subtotal Support DGSF 32,813     32,813     32,813     

Total NSF 24,010     24,010     24,010     
DGSF / NSF Factor 1.37        1.37        1.37        

Total DGSF 32,813     32,813     32,813     

Area Sum

Growth

Room Quantity
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Circuit Court
01 Circuit Court
01.07 Civil Master Hearing Room

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Masters in Chancery 1,350 2 3 3 2,700      4,050      4,050      
.02 Sound Lock 80 2 3 3 160         240         240         
.03 Equity Master Office 0.01 2 3 3 0             0             0             
.04 Exhibit Storage 100 2 3 3 200         300         300         
.05 Audio-Video Equipment 80 2 3 3 160         240         240         
.06 Attorney / Client Room 120 2 3 3 240         360         360         
.07 Courtroom Waiting 300 2 3 3 600         900         900         

Subtotal Support NSF 4,060      6,090      6,090      
DGSF / NSF Factor 1.38        1.38        1.38        

Subtotal Support DGSF 5,618      8,428      8,428      

Total NSF 4,060      6,090      6,090      
DGSF / NSF Factor 1.38        1.38        1.38        

Total DGSF 5,618      8,428      8,428      

Area Sum

Growth

Room Quantity

01 Circuit Court
01.08 Std. Family Trial Crtrm

2015 2020 2030

Key Growth Indicator 105% 110% 120%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Domestic Court 1,800 5 6 6 9,000      10,800     10,800     
.02 Sound Lock Vestibule 80 5 6 6 400         480         480         
.03 Robing Room 160 5 6 6 800         960         960         
.04 Robing Room Toilet 50 5 6 6 250         300         300         
.05 Jury Room 360 5 6 6 1,800      2,160      2,160      
.06 Jury Room Toilets 50 10 12 12 500         600         600         
.07 Jury Room Soundlock Vestibule 80 5 6 6 400         480         480         
.08 Holding (lg) 140 5 3 3 700         420         420         
.09 Holding (sm) 90 5 6 6 450         540         540         
.10 A/C Visit - secure 80 5 6 6 400         480         480         
.11 Officer Workarea 40 2.5 3 3 100         120         120         
.12 Sound Lock Vestibule 64 2.5 3 3 160         192         192         
.13 Circulation (internal) 300 2.5 3 3 750         900         900         
.14 Exhibit Storage 100 5 6 6 500         600         600         
.15 Audio-Video Equipment 80 5 6 6 400         480         480         
.16 Attorney / Client Room 120 10 12 12 1,200      1,440      1,440      
.17 Courtroom Waiting 300 5 6 5 1,500      1,800      1,500      

Subtotal Support NSF 19,310     22,752     22,452     
DGSF / NSF Factor 1.38        1.38        1.37        

Subtotal Support DGSF 26,648     31,356     30,864     

Total NSF 19,310     22,752     22,452     
DGSF / NSF Factor 1.38        1.38        1.37        

Total DGSF 26,648     31,356     30,864     

Area Sum

Growth

Room Quantity



AECOM B-5Balti more City Circuit Courthouse
Feasibility Study

AECOM 04-5Baltimore City Circuit Courthouse
Feasibility Study

Circuit Court
01 Circuit Court
01.09 Family Master Hearing Room

2015 2020 2030

Key Growth Indicator 105% 110% 120%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Masters in Chancery 1,350 5 5 6 6,750      6,750      8,100      
.02 Sound Lock 80 5 5 6 400         400         480         
.03 Equity Master Office 0 5 5 6 0             0             0             Included below
.04 Exhibit Storage 100 5 5 6 500         500         600         
.05 Audio-Video Equipment 80 5 5 6 400         400         480         
.06 Attorney / Client Room 120 5 5 6 600         600         720         
.07 Courtroom Waiting 300 5 5 6 1,500      1,500      1,800      

Subtotal Support NSF 10,150     10,150     12,180     
DGSF / NSF Factor 1.30        1.30        1.30        

Subtotal Support DGSF 13,190     13,190     15,828     

Total NSF 10,150     10,150     12,180     
DGSF / NSF Factor 1.30        1.30        1.30        

Total DGSF 13,190     13,190     15,828     

Room Quantity Area Sum

Growth

01 Circuit Court
01.10 Std. Juvenile Trial Crtrm

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Juvenile Courtrooms 1,600 4 5 5 6,400      8,000      8,000      
.02 Sound Lock Vestibule 80 4 5 5 320         400         400         
.03 Robing Room 160 4 5 5 640         800         800         
.04 Robing Room Toilet 50 4 5 5 200         250         250         
.05 Holding (lg) 140 4 5 5 560         700         700         
.06 Holding (sm) 90 4 5 5 360         450         450         
.07 A/C Visit - secure 80 4 5 5 320         400         400         
.08 Officer Workarea 40 4 5 5 160         200         200         
.09 Sound Lock Vestibule 64 2 2.5 2.5 128         160         160         
.10 Circulation (internal) 300 2 2.5 2.5 600         750         750         
.11 Exhibit Storage 100 4 5 5 400         500         500         
.12 Audio-Video Equipment 80 4 5 5 320         400         400         
.13 Attorney / Client Room 120 8 10 10 960         1,200      1,200      Also Witness Waiting
.14 Child Play Area/Youth Study/TV Rm 600 1 1 1 600         600         600         
.15 Central Juvenile Court Waiting 800 1 1 1 800         800         800         
.16 Vending 200 1 1 1 200         200         200         
.17 Seating 300 1 1 1 300         300         300         
.18 Courtroom Waiting 500 4 5 5 2,000      2,500      2,500      

Subtotal Support NSF 15,268     18,610     18,610     
DGSF / NSF Factor 1.35        1.35        1.35        

Subtotal Support DGSF 20,680     25,188     25,188     

Total NSF 15,268     18,610     18,610     
DGSF / NSF Factor 1.35        1.35        1.35        

Total DGSF 20,680     25,188     25,188     

Growth

Room Quantity Area Sum



AECOM B-6Balti more City Circuit Courthouse
Feasibility Study

AECOM 04-6Baltimore City Circuit Courthouse
Feasibility Study

Circuit Court

01 Circuit Court
01.11 Juvenile Master Hearing Room

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Masters in Chancery 1,350 10 10 11 13,500     13,500     14,850     
.02 Sound Lock Vestibule 80 10 10 11 800         800         880         
.03 Equity Master Office 0 10 10 11 0             0             0             Included below
.04 Exhibit Storage 100 10 10 11 1,000      1,000      1,100      
.05 Audio-Video Equipment 80 10 10 11 800         800         880         
.06 Attorney / Client Room 120 10 10 11 1,200      1,200      1,320      
.07 Courtroom Waiting 500 10 10 11 5,000      5,000      5,500      

Subtotal Support NSF 22,300     22,300     24,530     
DGSF / NSF Factor 1.32        1.32        1.32        

Subtotal Support DGSF 29,340     29,340     32,274     

Total NSF 22,300     22,300     24,530     
DGSF / NSF Factor 1.32        1.32        1.32        

Total DGSF 29,340     29,340     32,274     

Growth

Room Quantity Area Sum

01 Circuit Court
01.12 At Large - Admin Judge

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Judge's Chambers 300 1 1 1 300         300         300          Incl Closet 
.02 Admin. Asst 80 1 1 1 80           80           80           

Subtotal Personnel Quantity 2 2 2
Subtotal Personnel NSF 380         380         380         

DGSF / NSF Factor 1.24        1.24        1.24        
Subtotal Personnel DGSF 472         472         472         

Support Spaces
.03 Secretary / Waiting 240 1 1 1 240         240         240         
.04 Judicial Toilet 50 1 1 1 50           50           50           
.05 Judicial Conference 1,200 1 1 1 1,200      1,200      1,200      
.06 Coffee Counter 40 1 1 1 40           40           40           
.07 Copy/ Work Room 80 1 1 1 80           80           80           
.08 Administrative Files 100 1 1 1 100         100         100         
.09 Storage 60 1 1 1 60           60           60           
.10 Shared/Intern 120 1 1 1 120         120         120         

Subtotal Support NSF 1,890      1,890      1,890      
DGSF / NSF Factor 1.18        1.18        1.18        

Subtotal Support DGSF 2,226      2,226      2,226      

Total NSF 2,270      2,270      2,270      
DGSF / NSF Factor 1.19        1.19        1.19        

Total DGSF 2,698      2,698      2,698      

Growth

Room Quantity Area Sum



AECOM B-7Balti more City Circuit Courthouse
Feasibility Study

AECOM 04-7Baltimore City Circuit Courthouse
Feasibility Study

Circuit Court
01 Circuit Court
01.13 Civil Div. Jud. Chamber Suites

2015 2020 2030

Key Growth Indicator 104% 108% 113%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Secretary / Waiting 240 10 10 11 2,400      2,400      2,640       JS-Wk80 
.02 Judge's Chambers 300 10 10 11 3,000      3,000      3,300       Incl Closet 
.03 Law Clerk 120 10 10 11 1,200      1,200      1,320      

Subtotal Personnel Quantity 30 30 33
Subtotal Personnel NSF 6,600      6,600      7,260      

DGSF / NSF Factor 1.22        1.22        1.22        
Subtotal Personnel DGSF 8,040      8,040      8,844      

Support Spaces
.04 Judicial Toilet 60 10 10 11 600         600         660         
.05 Copy/ Work Room 80 10 10 11 800         800         880         
.06 Coffee Counter 40 10 10 11 400         400         440         
.07 File/ Storage 60 10 10 11 600         600         660         

Subtotal Support NSF 2,400      2,400      2,640      
DGSF / NSF Factor 1.40        1.40        1.40        

Subtotal Support DGSF 3,360      3,360      3,696      

Total NSF 9,000      9,000      9,900      
DGSF / NSF Factor 1.27        1.27        1.27        

Total DGSF 11,400     11,400     12,540     

Growth

Room Quantity Area Sum

01 Circuit Court
01.14 Crim. Div. Jud. Chamber Suites

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Secretary / Waiting 240 18 19 20 4,320      4,560      4,800       JS-Wk80 
.02 Judge's Chambers 300 18 19 20 5,400      5,700      6,000       Incl Closet 
.03 Law Clerk 120 18 19 20 2,160      2,280      2,400      

Subtotal Personnel Quantity 54 57 60
Subtotal Personnel NSF 11,880     12,540     13,200     

DGSF / NSF Factor 1.22        1.22        1.22        
Subtotal Personnel DGSF 14,472     15,276     16,080     

Support Spaces
.04 Judicial Toilet 60 18 19 20 1,080      1,140      1,200      
.05 Copy/ Work Room 80 18 19 20 1,440      1,520      1,600      
.06 Coffee Counter 40 18 19 20 720         760         800         
.07 File/ Storage 60 18 19 20 1,080      1,140      1,200      

Subtotal Support NSF 4,320      4,560      4,800      
DGSF / NSF Factor 1.40        1.40        1.40        

Subtotal Support DGSF 6,048      6,384      6,720      

Total NSF 16,200     17,100     18,000     
DGSF / NSF Factor 1.27        1.27        1.27        

Total DGSF 20,520     21,660     22,800     

Growth

Room Quantity Area Sum



AECOM 04-8Baltimore City Circuit Courthouse
Feasibility Study

Circuit Court
01 Circuit Court
01.15 Fam-Dom Div. Jud. Chamber Suites

2015 2020 2030

Key Growth Indicator 105% 110% 120%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Secretary / Waiting 240 5 6 6 1,200      1,440      1,440       JS-Wk80 
.02 Judge's Chambers 300 5 6 6 1,500      1,800      1,800       Incl Closet 
.03 Law Clerk 120 5 6 6 600         720         720         

Subtotal Personnel Quantity 15 18 18
Subtotal Personnel NSF 3,300      3,960      3,960      

DGSF / NSF Factor 1.22        1.22        1.22        
Subtotal Personnel DGSF 4,020      4,824      4,824      

Support Spaces
.04 Judicial Toilet 60 5 6 6 300         360         360         
.05 Copy/ Work Room 80 5 6 6 400         480         480         
.06 Coffee Counter 40 5 6 6 200         240         240         
.07 File/ Storage 60 5 6 6 300         360         360         

Subtotal Support NSF 1,200      1,440      1,440      
DGSF / NSF Factor 1.40        1.40        1.40        

Subtotal Support DGSF 1,680      2,016      2,016      

Total NSF 4,500      5,400      5,400      
DGSF / NSF Factor 1.27        1.27        1.27        

Total DGSF 5,700      6,840      6,840      

Area Sum

Growth

Room Quantity

01 Circuit Court
01.16 Fam-Juv Div. Jud. Chamber Suites

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Secretary / Waiting 240 4 5 5 960         1,200      1,200       JS-Wk80 
.02 Judge's Chambers 300 4 5 5 1,200      1,500      1,500       Incl Closet 
.03 Law Clerk 120 4 5 5 480         600         600         

Subtotal Personnel Quantity 12 15 15
Subtotal Personnel NSF 2,640      3,300      3,300      

DGSF / NSF Factor 1.22        1.22        1.22        
Subtotal Personnel DGSF 3,216      4,020      4,020      

Support Spaces
.04 Judicial Toilet 60 4 5 5 240         300         300         
.05 Copy/ Work Room 80 4 5 5 320         400         400         
.06 Coffee Counter 40 4 5 5 160         200         200         
.07 File/ Storage 60 4 5 5 240         300         300         

Subtotal Support NSF 960         1,200      1,200      
DGSF / NSF Factor 1.40        1.40        1.40        

Subtotal Support DGSF 1,344      1,680      1,680      

Total NSF 3,600      4,500      4,500      
DGSF / NSF Factor 1.27        1.27        1.27        

Total DGSF 4,560      5,700      5,700      

Area Sum

Growth

Room Quantity



AECOM B-9Balti more City Circuit Courthouse
Feasibility Study

Circuit Court
01 Circuit Court
01.17 Masters Chamber Area(s)

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Reception / Waiting 160 1 1 1 160         160         160         
.02 Secretary 80 3 4 4 240         320         320         
.03 Master's Office 225 18 19 20 4,050      4,275      4,500       Incl Closet 
.04 Law Clerk 120 3 4 4 360         480         480         

Subtotal Personnel Quantity 25 28 29
Subtotal Personnel NSF 4,810      5,235      5,460      

DGSF / NSF Factor 1.22        1.22        1.22        
Subtotal Personnel DGSF 5,856      6,394      6,664      

Support Spaces
.05 Staff Restroom 200 2 2 2 400         400         400         
.06 Master's Conference 400 1 1 1 400         400         400         
.07 Coffee Counter 40 2 2 2 80           80           80           
.08 Copy/ Work Room 200 1 1 1 200         200         200         
.09 Storage 160 1 1 1 160         160         160         

Subtotal Support NSF 1,240      1,240      1,240      
DGSF / NSF Factor 1.21        1.21        1.21        

Subtotal Support DGSF 1,504      1,504      1,504      

Total NSF 6,050      6,475      6,700      
DGSF / NSF Factor 1.22        1.22        1.22        

Total DGSF 7,360      7,898      8,168      

Area Sum

Growth

Room Quantity

01 Circuit Court
01.18 Jud. Chambers - Ret. Judges

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Secretary 80 1 1 1 80           80           80           
.02 Ret. Judge's Chambers 200 4 4 4 800         800         800          Incl Closet 
.03 Law Clerk 120 2 2 2 240         240         240         

Subtotal Personnel Quantity 7 7 7
Subtotal Personnel NSF 1,120      1,120      1,120      

DGSF / NSF Factor 1.24        1.24        1.24        
Subtotal Personnel DGSF 1,384      1,384      1,384      

Support Spaces
.04 Reception / Waiting 160 1 1 1 160         160         160         
.05 Staff Restroom 200 2 2 2 400         400         400         
.06 Judicial Conf. Room 2 200 1 2 2 200         400         400         
.07 Coffee Counter 40 2 2 2 80           80           80           
.08 Copy/ Work Room 80 1 1 1 80           80           80           

Subtotal Support NSF 920         1,120      1,120      
DGSF / NSF Factor 1.23        1.23        1.23        

Subtotal Support DGSF 1,136      1,376      1,376      

Total NSF 2,040      2,240      2,240      
DGSF / NSF Factor 1.24        1.23        1.23        

Total DGSF 2,520      2,760      2,760      

Room Quantity Area Sum

Growth



AECOM B-10Balti more City Circuit Courthouse
Feasibility Study

Circuit Court
01 Circuit Court
01.19 Court Administration

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Court Administrator 250 1 1 1 250         250         250         
.02 Associate Administrator 200 4 4 5 800         800         1,000      
.03 Fiscal Officer 100 1 1 2 100         100         200         
.04 Personnel Officer 100 1 1 1 100         100         100         
.05 Administrative Supervsr 80 1 1 2 80           80           160         
.06 Office Asst. II 64 4 4 5 256         256         320         
.07 Secretary 64 1 2 2 64           128         128         
.08 Intern 48 1 2 2 48           96           96           

Subtotal Personnel Quantity 14 16 20
Subtotal Personnel NSF 1,698      1,810      2,254      

DGSF / NSF Factor 1.28        1.28        1.29        
Subtotal Personnel DGSF 2,167      2,324      2,906      

Support Spaces
.09 Waiting / Reception 20 12 13 14 240         260         280         
.10 Public Counter 80 1 1 1 80           80           80           
.11 Conference Room 300 1 1 1 300         300         300         
.12 Coffee Counter 40 1 1 1 40           40           40           
.13 Break Area 100 1 1 1 100         100         100         
.14 Copy / Fax Area 40 1 1 1 40           40           40           
.15 Printer 20 1 1 1 20           20           20           
.16 Shredder 20 1 1 1 20           20           20           
.17 Supply / Storage 15 3 3 3 45           45           45           
.18 Stafff Toilet 50 2 2 2 100         100         100         
.19 Active Files 14 17 17 19 238         238         266         
.20 Closed Files 300 1 1 1 300         300         300         
.21 Bulk Storage 200 1 1 1 200         200         200         

Subtotal Support NSF 1,723      1,743      1,791      
DGSF / NSF Factor 1.25        1.25        1.25        

Subtotal Support DGSF 2,157      2,181      2,238      

Total NSF 3,421      3,553      4,045      
DGSF / NSF Factor 1.26        1.27        1.27        

Total DGSF 4,324      4,505      5,144      

Growth

Room Quantity Area Sum



AECOM B-11Balti more City Circuit Courthouse
Feasibility Study

Circuit Court
01 Circuit Court
01.20 Family Court Admin Center

2015 2020 2030

Key Growth Indicator 105% 110% 120%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Associate Administrator 200 1 1 1 200         200         200         
.02 Deputy Administrator 120 0 1 1 -          120         120         
.03 Case Manager 80 1 2 2 80           160         160         
.04 Social Svcs Coordinator 80 1 1 1 80           80           80           .5 FTE
.05 Domestic Viol. Case Coord. 80 1 1 1 80           80           80           
.06 Social Work Interns 64 1 1 1 64           64           64           
.07 Fam. Div. Secy/Asst 64 1 1 1 64           64           64           
.08 Children's Room Coord. 100 1 1 1 100         100         100         
.09 CR Assistants 36 0 1 2 -          36           72           

Subtotal Personnel Quantity 7 10 11
Subtotal Personnel NSF 668         904         940         

DGSF / NSF Factor 1.34        1.34        1.34        
Subtotal Personnel DGSF 895         1,214      1,264      

Support Spaces
.10 Wtg/Reception-GenOfc 20 12 12 12 240         240         240         12 users
.11 Conference Room 300 1 1 1 300         300         300         
.12 Professional Interview 120 2 2 2 240         240         240         Psychol, psychiat, other
.13 Coffee Counter 40 1 1 1 40           40           40           
.14 Break Area 100 1 1 1 100         100         100         
.15 Copy / Fax Area 40 1 1 1 40           40           40           
.16 Printer 20 1 1 1 20           20           20           
.17 Shredder 20 1 1 1 20           20           20           
.18 Supply / Storage 12 3 3 3 36           36           36           
.19 Stafff Toilet 60 2 2 2 120         120         120         
.20 Active Files 14 6 6 6 84           84           84           
.21 Storage Room 150 1 1 1 150         150         150         

Subtotal Support NSF 1,390      1,390      1,390      
DGSF / NSF Factor 1.29        1.29        1.29        

Subtotal Support DGSF 1,799      1,799      1,799      

Total NSF 2,058      2,294      2,330      
DGSF / NSF Factor 1.31        1.31        1.31        

Total DGSF 2,694      3,013      3,063      

Growth

Room Quantity Area Sum

01 Circuit Court
01.21 Children's Room - Family Div Only

2015 2020 2030

Key Growth Indicator 105% 110% 120%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces  Also Svs Supervsd Vis Prog 
.01 Large Activities Room 1100 1 1 1 1,100      1,100      1,100       12 users 
.02 Small Activities Room 600 2 2 2 1,200      1,200      1,200      
.03 Time-Out - Small Room 80 1 1 1 80           80           80           
.04 Observation 100 1 1 1 100         100         100          btwn lg-sm activities 
.05 Conference/Training Rm 1000 1 1 1 1,000      1,000      1,000       Prntg Ed, other 
.06 Staff Toilet 20 1 1 1 20           20           20           
.07 Children Toilet 50 1 1 1 50           50           50            2 age-specific rms 
.08 Break/Coffee 225 3 3 3 675         675         675          Incl. lockers 
.09 Supply / Storage 60 2 2 2 120         120         120         
.10 CR Files 14 6 6 6 84           84           84           
.11 Supervsd Vis Records 150 1 1 1 150         150         150         
.12 Workroom - Prep 240 1 1 1 240         240         240          Copier, cntr, sink 
.13 Janitor Closet 50 1 1 1 50           50           50           
.14 Storage Room 300 1 1 1 300         300         300         

Subtotal Support NSF 5,169      5,169      5,169      
DGSF / NSF Factor 1.18        1.18        1.18        

Subtotal Support DGSF 6,099      6,099      6,099      

Total NSF 5,169      5,169      5,169      
DGSF / NSF Factor 1.18        1.18        1.18        

Total DGSF 6,099      6,099      6,099      

Growth

Room Quantity Area Sum



AECOM B-12Balti more City Circuit Courthouse
Feasibility Study

Circuit Court
01 Circuit Court

01.22 FC Mediation Center

2015 2020 2030

Key Growth Indicator 105% 110% 120%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces

.01 Mediation Cntr Staff 64 1 1 1 64           64           64           

Subtotal Personnel Quantity 1 1 1

Subtotal Personnel NSF 64           64           64           

DGSF / NSF Factor 1.40        1.40        1.40        

Subtotal Personnel DGSF 90           90           90           

Support Spaces
.02 Waiting / Reception 20 30 45 45 600         900         900          General - for suites 

.03 Family Crt Mediation 1,200 2 3 3 2,400      3,600      3,600       Large, 2 small rms 

.04 Support Areas 200 2 3 3 400         600         600          Copier, wkstn, printer 

Subtotal Support NSF 3,400      5,100      5,100      

DGSF / NSF Factor 1.12        1.12        1.12        

Subtotal Support DGSF 3,810      5,715      5,715      

Total NSF 3,464      5,164      5,164      

DGSF / NSF Factor 1.13        1.12        1.12        

Total DGSF 3,900      5,805      5,805      

Growth

Room Quantity Area Sum

01 Circuit Court
01.23 Self-Assisted Litigation  Project

2015 2020 2030

Key Growth Indicator 105% 110% 120%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Director 150 1 1 1 150         150         150         
.02 Attorney 120 2 4 5 240         480         600         
.03 Paralegal 80 1 1 1 80           80           80           
.04 Asst / Sec'y 64 0 1 1 -          64           64           

Subtotal Personnel Quantity 4 7 8
Subtotal Personnel NSF 470         774         894         

DGSF / NSF Factor 1.32        1.32        1.32        
Subtotal Personnel DGSF 619         1,021      1,177      

Support Spaces
.05 Reception / Waiting 20 8 10 10 160         200         200         
.06 Legal Forms 20 10 10 10 200         200         200          Display  
.07 Library/ Work area 600 1 1 1 600         600         600          General / open area 
.08 Individual Work Areas 50 9 10 12 450         500         600         
.09 Group Rooms 120 5 6 7 600         720         840         
.10 Coffee Counter 40 1 1 1 40           40           40           
.11 Copy / Fax Area 40 2 2 2 80           80           80           
.12 Printer 20 3 4 5 60           80           100         
.13 Staff Work Area 120 1 1 1 120         120         120         
.14 Storage / Supplies 12 4 4 4 48           48           48           
.15 Files 14 6 6 6 84           84           84           
.16 Bulk Storage 200 1 1 1 200         200         200          Chairs, table, equip. 

Subtotal Support NSF 2,642      2,872      3,112      
DGSF / NSF Factor 1.27        1.28        1.28        

Subtotal Support DGSF 3,365      3,667      3,991      

Total NSF 3,112      3,646      4,006      
DGSF / NSF Factor 1.28        1.29        1.29        

Total DGSF 3,984      4,687      5,167      

Growth

Room Quantity Area Sum



AECOM 04-13Baltimore City Circuit Courthouse
Feasibility Study

Circuit Court
01 Circuit Court
01.24 Information Technology Group

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Director 120 1 1 1 120         120         120         
.02 IT Tech II 80 1 1 1 80           80           80           
.03 IT Tech I 80 1 1 2 80           80           160         

Subtotal Personnel Quantity 3 3 4
Subtotal Personnel NSF 280         280         360         

DGSF / NSF Factor 1.36        1.36        1.37        
Subtotal Personnel DGSF 380         380         492         

Support Spaces
.04 File Server / Computer Room 400 1 1 1 400         400         400         
.05 PC Lab 250 1 1 1 250         250         250         
.06 Supplies / Parts 150 1 1 1 150         150         150         
.07 Office Supplies 15 1 2 2 15           30           30           
.08 Printer 20 1 1 1 20           20           20           
.09 Copier 40 1 1 1 40           40           40           

Subtotal Support NSF 875         890         890         
DGSF / NSF Factor 1.23        1.24        1.24        

Subtotal Support DGSF 1,080      1,101      1,101      

Total NSF 1,155      1,170      1,250      
DGSF / NSF Factor 1.26        1.27        1.27        

Total DGSF 1,460      1,481      1,593      

Growth

Room Quantity Area Sum



AECOM 04-14Baltimore City Circuit Courthouse
Feasibility Study

Circuit Court
01 Circuit Court
01.25 Medical Services Division

2015 2020 2030

Key Growth Indicator 100% 100% 100%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Chief Medical Officer 150 1 1 1 150         150         150         
.02 Asst. Chief Medical Officer 150 1 1 1 150         150         150         
.03 Administrative Directoor 150 1 1 1 150         150         150         
.04 Coordinator, Juv. Medical 150 1 1 1 150         150         150         
.05 Adult Psychiatrist 80 2 2 3 160         160         240         
.06 Child Psychiatrist 64 1 1 2 64           64           128         
.07 Child Psychologist 64 1 1 2 64           64           128         
.08 Forensic Psychologist 64 2 2 2 128         128         128         
.09 Secretarial Staff 64 8 9 9 512         576         576         
.10 Consulting  MD 0 0 0 -          -          -          Hoteling cubicle; conf. room
.11 Forensic Fellow 0 0 0 -          -          -          Hoteling cubicle; conf. room
.12 Child Fellow 0 0 0 -          -          -          Hoteling cubicle; conf. room
.13 Resident in Psychiatary 0 0 0 -          -          -          Hoteling cubicle; conf. room
.14 Social Work Student 32 2 2 2 64           64           64           Hoteling cubicle
.15 Intern 32 2 2 2 64           64           64           Hoteling cubicle

Subtotal Personnel Quantity 22 23 26
Subtotal Personnel NSF 1,656      1,720      1,928      

DGSF / NSF Factor 1.36        1.37        1.37        
Subtotal Personnel DGSF 2,258      2,348      2,639      

Support Spaces
.16 General Waiting / Reception 20 10 11 11 200         220         220         
.17 Publilc Counter 80 3 3 3 240         240         240         
.18 Interview Room 120 5 5 5 600         600         600         
.19 Conference Rooom 320 1 1 1 320         320         320         
.20 Staff Toilet 50 2 2 2 100         100         100         
.21 Copy / Fax Area 40 2 2 2 80           80           80           
.22 Secure Interview Room 100 4 4 4 400         400         400         
.23 Supply / Storage Room 100 1 1 1 100         100         100         
.24 Male Holding 140 1 1 1 140         140         140         
.25 Female Holding 100 1 1 1 100         100         100         
.26 Holding Toilet 60 1 1 1 60           60           60           
.27 Active File 14 8 8 9 112         112         126         
.28 Inactive File 14 21 21 22 294         294         308         
.29 Break Area 100 1 1 1 100         100         100         
.30 Coffee 40 1 1 1 40           40           40           
.31 Printer 20 3 3 3 60           60           60           

Subtotal Support NSF 2,946      2,966      2,994      
DGSF / NSF Factor 1.32        1.32        1.31        

Subtotal Support DGSF 3,876      3,900      3,935      

Total NSF 4,602      4,686      4,922      
DGSF / NSF Factor 1.33        1.33        1.34        

Total DGSF 6,135      6,248      6,575      

Growth

Room Quantity Area Sum



AECOM 04-15Baltimore City Circuit Courthouse
Feasibility Study

Circuit Court
01 Circuit Court
01.26 Addiction Assessment Unit

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Program Director 150 1 1 1 150         150         150         
.02 Counselor III 150 2 2 2 300         300         300         
.03 Counselor II 150 1 1 1 150         150         150         
.04 Counselor I 150 3 3 3 450         450         450         
.05 Clerical Assistant Lead 80 1 1 1 80           80           80           
.06 Clerical Assistant 64 1 1 1 64           64           64           

Subtotal Personnel Quantity 9 9 9
Subtotal Personnel NSF 1,194      1,194      1,194      

DGSF / NSF Factor 1.31        1.31        1.31        
Subtotal Personnel DGSF 1,567      1,567      1,567      

Support Spaces
.07 Reception Seating 10 21 21 22 210         210         220         
.08 Reception Counter 40 2 2 2 80           80           80           
.09 Conference 12 300 1 1 1 300         300         300         
.10 Copier 40 1 1 1 40           40           40           
.11 Filing 12 6 6 7 72           72           84           
.12 Storage 15 3 3 3 45           45           45           
.13 Electronic Equipment Room 120 1 1 1 120         120         120         
.14 Coffee Bar 40 1 1 1 40           40           40           

Subtotal Support NSF 907         907         929         
DGSF / NSF Factor 1.27        1.27        1.28        

Subtotal Support DGSF 1,156      1,156      1,185      

Total NSF 2,101      2,101      2,123      
DGSF / NSF Factor 1.30        1.30        1.30        

Total DGSF 2,722      2,722      2,751      

Growth

Room Quantity Area Sum

01 Circuit Court
01.27 Coordinated Domestic Violence Center

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 CDV Center Staff 150 37 37 37 5,550      5,550      5,550      

Subtotal Personnel Quantity 37 37 37
Subtotal Personnel NSF 5,550      5,550      5,550      

DGSF / NSF Factor 1.30        1.30        1.30        
Subtotal Personnel DGSF 7,215      7,215      7,215      

Support Spaces
.02 Waiting / Reception 30 45 45 45 1,350      1,350      1,350       General - for suites 
.03 Coord. Domestic Violence Center 1,200 10 10 10 12,000     12,000     12,000     
.04 Support Areas 200 5 5 5 1,000      1,000      1,000       Copier, wkstn, printer 

Subtotal Support NSF 14,350     14,350     14,350     
DGSF / NSF Factor 1.14        1.14        1.14        

Subtotal Support DGSF 16,290     16,290     16,290     

Total NSF 19,900     19,900     19,900     
DGSF / NSF Factor 1.18        1.18        1.18        

Total DGSF 23,505     23,505     23,505     

Growth

Room Quantity Area Sum



AECOM 04-16Baltimore City Circuit Courthouse
Feasibility Study

Jury Facilities
02 Jury Facilities
02.01 Jury Commissioner's Office

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Jury Commissioner 200 1 1 1 200      200      200      N. Dennis
.02 Asst. Jury Commissioner 150 1 1 1 150      150      150      
.03 Administrative Assistant 48 1 1 1 48       48       48       Delsena
.04 Supervisor 80 1 1 1 80       80       80       Data Entry, Mail, Other
.05 Lead Worker 64 3 3 3 192      192      192      
.06 Jury Clerk 48 7 7 8 336      336      384      Phones; calls;  DE  from calls
.07 Show Cause Clerk 48 1 1 1 48       48       48       
.08 Grand Jury Clerk 48 1 1 1 48       48       48       
.09 Call Center Clerk 48 5 5 6 240      240      288      
.10 Medical Clerk 100 1 1 1 100      100      100      
.11 Fiscal Clerk 48 1 1 1 48       48       48       
.12 IT Specialist 48 1 1 1 48       48       48       
.13 Volunteer 48 3 3 3 144      144      144      

Subtotal Personnel Quantity 27 27 29
Subtotal Personnel NSF 1,682   1,682   1,778   

DGSF / NSF Factor 1.37     1.37     1.37     
Subtotal Personnel DGSF 2,300   2,300   2,434   

Support Spaces
.14 Reception Waiting 12 21 21 22 252      252      264      personnel;  juror med rec; gj record
.15 Reception Seating 10 8 8 9 80       80       90       
.16 Reception Counter 40 3 3 3 120      120      120      
.17 Conference Room 160 1 1 1 160      160      160      
.18 Printer 20 2 2 2 40       40       40       
.19 Files 12 21 21 22 252      252      264      
.20 Work Area 45 2 2 2 90       90       90       
.21 Copier 40 2 2 2 80       80       80       
.22 Water Bottle Storage 15 2 2 2 30       30       30       
.23 Vault 120 1 1 1 120      120      120      
.24 Fax 20 1 1 1 20       20       20       
.25 Archive Storage 20 21 21 22 420      420      440      
.26 Scanner 40 2 2 2 80       80       80       
.27 Confidential Records 14 10 11 11 140      154      154      
.28 Shredder 20 1 1 1 20       20       20       
.29 Scanner 20 1 1 1 20       20       20       

Subtotal Support NSF 1,964   1,978   2,032   
DGSF / NSF Factor 1.30     1.29     1.29     

Subtotal Support DGSF 2,548   2,551   2,622   

Total NSF 3,646   3,660   3,810   
DGSF / NSF Factor 1.33     1.33     1.33     

Total DGSF 4,848   4,851   5,056   

Growth

Room Quantity Area Sum



AECOM B-17Balti more City Circuit Courthouse
Feasibility Study

Jury Facilities
02 Jury Facilities
02.02 Grand Jury

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Grand Jury Clerk 80 1 1 1 80       80       80       In CC-Verify if separate statn req'd
.02 Court Reporter 120 1 1 1 120      120      120      Verify whether included elsewhere

Subtotal Personnel Quantity 2 2 2
Subtotal Personnel NSF 200      200      200      

DGSF / NSF Factor 1.34     1.34     1.34     
Subtotal Personnel DGSF 268      268      268      

Support Spaces
.03 Grand Jury Room 900 1 1 1 900      900      900      
.04 Sound Vestibule 60 2 2 2 120      120      120      
.05 Grand Jury Conference/Break 400 1 1 1 400      400      400      
.06 Grand Jury Coffee Galley 40 2 2 2 80       80       80       
.07 Grand Juror Toilets 50 2 2 2 100      100      100      
.08 Break Room Toilets 50 2 2 2 100      100      100      
.09 Grand Jury Reception Room 10 4 4 4 40       40       40       
.10 Witness Room 120 1 1 1 120      120      120      
.11 Witness Room Large 200 1 1 1 200      200      200      
.12 Equipment Closet 120 1 1 1 120      120      120      

Subtotal Support NSF 2,180   2,180   2,180   
DGSF / NSF Factor 1.31     1.31     1.31     

Subtotal Support DGSF 2,848   2,848   2,848   

Total NSF 2,380   2,380   2,380   
DGSF / NSF Factor 1.31     1.31     1.31     

Total DGSF 3,116   3,116   3,116   

Room Quantity Area Sum

Growth

02 Jury Facilities
02.03 Grand Jury [Future]

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Grand Jury Clerk 100 0 1 1 -      100      100      Verify whether included elsewhere
.02 Court Reporter 120 0 1 1 -      120      120      Verify whether included elsewhere

Subtotal Personnel Quantity 0 2 2
Subtotal Personnel NSF -      220      220      

DGSF / NSF Factor 1.00     1.35     1.35     
Subtotal Personnel DGSF -      296      296      

Support Spaces
.03 Grand Jury Room 900 0 1 1 -      900      900      
.04 Sound Vestibule 60 0 2 2 -      120      120      
.05 Grand Jury Conference/Break 400 0 1 1 -      400      400      
.06 Grand Jury Coffee Galley 40 0 2 2 -      80       80       
.07 Grand Juror Toilets 50 0 2 2 -      100      100      
.08 Break Room Toilets 50 0 2 2 -      100      100      
.09 Grand Jury Reception Room 10 0 4 4 -      40       40       
.10 Witness Room 120 0 1 1 -      120      120      
.11 Witness Room Large 200 0 1 1 -      200      200      
.12 Equipment Closet 120 0 1 1 -      120      120      

Subtotal Support NSF -      2,180   2,180   
DGSF / NSF Factor 1.00     1.31     1.31     

Subtotal Support DGSF -      2,848   2,848   

Total NSF -      2,400   2,400   
DGSF / NSF Factor 1.00     1.31     1.31     

Total DGSF -      3,144   3,144   

Room Quantity Area Sum

Growth



AECOM B-18Balti more City Circuit Courthouse
Feasibility Study

Jury Facilities

02 Jury Facilities
02.04 Jury Assembly

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Jury Supervisor 120 1 1 1 120      120      120      
.02 Asst Jury Supervisor 100 1 1 1 100      100      100      
.03 Jury Staff  Member 80 3 3 3 240      240      240      
.04 Intern / student / volunteer 64 2 2 2 128      128      128      

Subtotal Personnel Quantity 7 7 7
Subtotal Personnel NSF 588      588      588      

DGSF / NSF Factor 1.38     1.38     1.38     
Subtotal Personnel DGSF 811      811      811      

Support Spaces
.05 Jury Check in Waiting 12 41 42 44 492      504      528      
.06 Electronic Checkin 40 21 21 22 840      840      880      
.07 Check In Counter 40 5 5 5 200      200      200      
.08 Cashier 40 2 2 2 80       80       80       
.09 ATM 40 4 4 4 160      160      160      
.10 Forms 16 1 1 1 16       16       16       
.11 Juror Personal Lockers 2 51 53 55 102      106      110      
.12 Jury Waiting 10 359 368 383 3,590   3,680   3,830   
.13 Quiet Room 10 51 53 55 510      530      550      
.14 Business Lounge 30 51 53 55 1,530   1,590   1,650   
.15 Break Room 16 21 21 22 336      336      352      
.16 Vending 30 6 6 7 180      180      210      
.17 Break Room Counter 100 2 2 2 200      200      200      
.18 Recreation Room 30 21 21 22 630      630      660      
.19 Juror Female Toilets 50 8 8 9 400      400      450      
.20 Juror Male Toilets 50 6 6 7 300      300      350      
.21 Mothers Room 80 1 1 1 80       80       80       
.22 Advisement Dais 200 1 1 1 200      200      200      
.23 Break Out Conference Rooms 1000 2 2 2 2,000   2,000   2,000   
.24 Electronic Equipment Room 120 1 1 1 120      120      120      

Subtotal Support NSF 11,966 12,152 12,626 
DGSF / NSF Factor 1.54     1.54     1.54     

Subtotal Support DGSF 18,434 18,663 19,422 

Total NSF 12,554 12,740 13,214 
DGSF / NSF Factor 1.53     1.53     1.53     

Total DGSF 19,245 19,474 20,234 

Room Quantity Area Sum

Growth



AECOM B-19Balti more City Circuit Courthouse
Feasibility Study

Clerk of Circuit Court

04 Clerk of The Circuit Court
04.01 Administration

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Clerk of the Court 300 1 1 1 300      300      300      
.02 Chief Deputy Clerk 250 1 1 1 250      250      250      
.03 Administrator 120 2 2 2 240      240      240      
.04 Supervisor 80 1 1 1 80       80       80       
.05 Information Specialist 48 4 5 7 192      240      336      Electronic filing impact
.06 Secretary 48 1 1 1 48       48       48       

Subtotal Personnel Quantity 10 11 13
Subtotal Personnel NSF 1,110   1,158   1,254   

DGSF / NSF Factor 1.35     1.35     1.35     
Subtotal Personnel DGSF 1,498   1,565   1,699   

Support Spaces
.07 Reception Seating 10 4 4 4 40       40       40       
.08 Reception Counter 40 1 1 1 40       40       40       
.09 Conference 16 300 1 1 1 300      300      300      
.10 Filing 12 10 11 11 120      132      132      Electronic filing impact
.11 Executive Toilet 50 0 0 0 -      -      -      
.12 Coffee Bar 40 1 1 1 40       40       40       

Subtotal Support NSF 540      552      552      
DGSF / NSF Factor 1.34     1.35     1.35     

Subtotal Support DGSF 725      743      743      

Total NSF 1,650   1,710   1,806   
DGSF / NSF Factor 1.35     1.35     1.35     

Total DGSF 2,222   2,307   2,442   

Room Quantity Area Sum

Growth



AECOM B-20Balti more City Circuit Courthouse
Feasibility Study

Clerk of Circuit Court

04 Clerk of The Circuit Court
04.02 Civil

2015 2020 2030

Key Growth Indicator 104% 108% 113%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Manager 100 1 1 1 100      100      100      
.02 Suervisor Clerks 64 1 1 1 64       64       64       
.03 Supervisor Records 80 1 1 1 80       80       80       
.04 Supervisor Mortgage 80 1 1 1 80       80       80       
.05 Civil Specialist 48 1 1 1 48       48       48       
.06 Clerk Records 48 4 3 3 192      144      144      Electronic filing impact
.07 Clerk Civil 48 14 14 15 672      672      720      
.08 Clerk Mortgate Appeals 48 8 7 7 384      336      336      Electronic filing impact
.09 Cashier 64 1 1 1 64       64       64       

Position 10 80 0 0 0 -      -      -      
Position 11 64 0 0 0 -      -      -      
Position 12 64 0 0 0 -      -      -      
Position 13 64 0 0 0 -      -      -      
Position 14 64 0 0 0 -      -      -      
Position 15 64 0 0 0 -      -      -      
Position 16 64 0 0 0 -      -      -      

Subtotal Personnel Quantity 32 30 31
Subtotal Personnel NSF 1,684   1,588   1,636   

DGSF / NSF Factor 1.40     1.40     1.40     
Subtotal Personnel DGSF 2,358   2,223   2,290   

Support Spaces
.10 Reception Seating 10 6 6 7 60       60       70       
.11 Reception Counter 40 2 2 2 80       80       80       
.12 Public Work Area 40 1 1 1 40       40       40       
.13 Conference 0 0 0 0 -      -      -      Share with other COC divisions
.14 Filing Active 12 21 21 22 246      254      262      Electronic filing impact
.15 Shelving 20 34 35 36 682      708      728      Electronic filing impact
.16 Archive Storage 20 89 92 95 1,780   1,833   1,899   Electronic filing impact
.17 Asbestos File Shelving 20 21 21 22 410      423      437      Electronic filing impact

Subtotal Support NSF 3,298   3,399   3,516   
DGSF / NSF Factor 1.16     1.16     1.16     

Subtotal Support DGSF 3,815   3,929   4,067   

Total NSF 4,982   4,987   5,152   
DGSF / NSF Factor 1.24     1.23     1.23     

Total DGSF 6,173   6,152   6,357   

Room Quantity Area Sum

Growth



AECOM B-21Balti more City Circuit Courthouse
Feasibility Study

Clerk of Circuit Court

04 Clerk of The Circuit Court
04.02 Civil

2015 2020 2030

Key Growth Indicator 104% 108% 113%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Manager 100 1 1 1 100      100      100      
.02 Suervisor Clerks 64 1 1 1 64       64       64       
.03 Supervisor Records 80 1 1 1 80       80       80       
.04 Supervisor Mortgage 80 1 1 1 80       80       80       
.05 Civil Specialist 48 1 1 1 48       48       48       
.06 Clerk Records 48 4 3 3 192      144      144      Electronic filing impact
.07 Clerk Civil 48 14 14 15 672      672      720      
.08 Clerk Mortgate Appeals 48 8 7 7 384      336      336      Electronic filing impact
.09 Cashier 64 1 1 1 64       64       64       

Position 10 80 0 0 0 -      -      -      
Position 11 64 0 0 0 -      -      -      
Position 12 64 0 0 0 -      -      -      
Position 13 64 0 0 0 -      -      -      
Position 14 64 0 0 0 -      -      -      
Position 15 64 0 0 0 -      -      -      
Position 16 64 0 0 0 -      -      -      

Subtotal Personnel Quantity 32 30 31
Subtotal Personnel NSF 1,684   1,588   1,636   

DGSF / NSF Factor 1.40     1.40     1.40     
Subtotal Personnel DGSF 2,358   2,223   2,290   

Support Spaces
.10 Reception Seating 10 6 6 7 60       60       70       
.11 Reception Counter 40 2 2 2 80       80       80       
.12 Public Work Area 40 1 1 1 40       40       40       
.13 Conference 0 0 0 0 -      -      -      Share with other COC divisions
.14 Filing Active 12 21 21 22 246      254      262      Electronic filing impact
.15 Shelving 20 34 35 36 682      708      728      Electronic filing impact
.16 Archive Storage 20 89 92 95 1,780   1,833   1,899   Electronic filing impact
.17 Asbestos File Shelving 20 21 21 22 410      423      437      Electronic filing impact

Subtotal Support NSF 3,298   3,399   3,516   
DGSF / NSF Factor 1.16     1.16     1.16     

Subtotal Support DGSF 3,815   3,929   4,067   

Total NSF 4,982   4,987   5,152   
DGSF / NSF Factor 1.24     1.23     1.23     

Total DGSF 6,173   6,152   6,357   

Room Quantity Area Sum

Growth



AECOM B-22Balti more City Circuit Courthouse
Feasibility Study

Clerk of Circuit Court
04 Clerk of The Circuit Court
04.04 Family

2015 2020 2030

Key Growth Indicator 105% 110% 120%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Manager 100 1 1 1 100      100      100      
.02 Assistant Manager 120 1 1 1 120      120      120      
.03 Supervisor 80 1 1 1 80       80       80       
.04 Lead Worker 64 1 1 1 64       64       64       
.05 Court Clerk Lead Trainer 64 1 1 1 64       64       64       
.06 Court Clerk 48 3 3 4 144      144      192      
.07 Family Assistants 48 12 12 13 576      576      624      
.08 Cashier 64 2 2 2 128      128      128      
.09 File Clerks 48 1 1 1 48       48       48       Electronic filing impact

Subtotal Personnel Quantity 23 23 25
Subtotal Personnel NSF 1,324   1,324   1,420   

DGSF / NSF Factor 1.39     1.39     1.39     
Subtotal Personnel DGSF 1,842   1,842   1,976   

Support Spaces
.10 Reception Seating 10 52 54 58 520      540      580      
.11 Reception Counter 40 4 4 5 160      160      200      
.12 Public Work Area 45 2 2 2 90       90       90       
.13 Cashier 40 1 1 1 40       40       40       
.14 Conference 0 0 0 0 -      -      -      Share with other COC divisions
.15 Filing 12 10.59 11.25 11.91 127      135      143      Electronic filing impact

Subtotal Support NSF 937      965      1,053   
DGSF / NSF Factor 1.37     1.37     1.37     

Subtotal Support DGSF 1,286   1,321   1,446   

Total NSF 2,261   2,289   2,473   
DGSF / NSF Factor 1.38     1.38     1.38     

Total DGSF 3,127   3,162   3,422   

Room Quantity Area Sum

Growth

04 Clerk of The Circuit Court
04.05 Paternity

2015 2020 2030

Key Growth Indicator 105% 110% 120%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Manager 100 1 1 1 100      100      100      
.02 Supervisor 80 1 1 1 80       80       80       
.03 Lead Worker 64 1 1 1 64       64       64       
.04 Court Clerk 48 2 2 2 96       96       96       
.05 Line Clerks 48 5 4 4 240      192      192      Electronic filing impact

Subtotal Personnel Quantity 10 9 9
Subtotal Personnel NSF 580      532      532      

DGSF / NSF Factor 1.40     1.40     1.40     
Subtotal Personnel DGSF 812      745      745      

Support Spaces
.06 Reception Seating 10 31 32 35 310      320      350      
.07 Reception Counter 40 3 3 3 120      120      120      
.08 Public Work Area 40 2 2 2 80       80       80       
.09 Filing 12 34 36 38 413      429      461      Electronic filing impact

Subtotal Support NSF 923      949      1,011   
DGSF / NSF Factor 1.34     1.33     1.33     

Subtotal Support DGSF 1,233   1,265   1,343   

Total NSF 1,503   1,481   1,543   
DGSF / NSF Factor 1.36     1.36     1.35     

Total DGSF 2,045   2,010   2,087   

Room Quantity Area Sum

Growth



AECOM B-23Balti more City Circuit Courthouse
Feasibility Study

Clerk of Circuit Court

04 Clerk of The Circuit Court
04.06 Courtroom Clerks

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Manager 100 1 1 1 100      100      100      
.02 Supervisor 80 2 2 2 160      160      160      
.03 Trainer 80 6 6 7 480      480      560      
.04 Courtroom Clerk 48 36 37 39 1,728   1,776   1,872   
.05 Courtroom Clerk 48 1 1 1 48       48       48       

Subtotal Personnel Quantity 46 47 50
Subtotal Personnel NSF 2,516   2,564   2,740   

DGSF / NSF Factor 1.40     1.40     1.40     
Subtotal Personnel DGSF 3,522   3,590   3,836   

Support Spaces
.06 Filing 12 12 13 13 144      156      156      
.07 Evidence Vault 24 25 25 26 600      600      624      

Subtotal Support NSF 744      756      780      
DGSF / NSF Factor 1.25     1.23     1.23     

Subtotal Support DGSF 931      931      961      

Total NSF 3,260   3,320   3,520   
DGSF / NSF Factor 1.37     1.36     1.36     

Total DGSF 4,454   4,521   4,797   

Room Quantity Area Sum

Growth



AECOM B-24Balti more City Circuit Courthouse
Feasibility Study

Clerk of Circuit Court
04 Clerk of The Circuit Court
04.07 Land Records

2015 2020 2030

Key Growth Indicator 103% 105% 108%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Manager 100 1 1 1 100      100      100      
.02 Assistant Manager 120 1 1 1 120      120      120      
.03 Customer Service 120 1 1 1 120      120      120      
.04 Records Clerk 48 6 5 5 288      240      240      Electronic filing impact
.05 Repro Unit (Lien) Clerk 48 4 4 4 192      192      192      
.06 Index Clerk 48 6 5 5 288      240      240      Electronic filing impact
.07 Block Clerk 48 2 2 2 96       96       96       
.08 Planner 64 2 2 2 128      128      128      
.09 Marriage Clerk 48 3 3 3 144      144      144      
.10 Business License Clerk 48 2 2 2 96       96       96       
.11 City of Baltimore Support Positions 64 2 2 2 128      128      128      

Position 12 64 0 0 0 -      -      -      
Position 13 64 0 0 0 -      -      -      
Position 14 64 0 0 0 -      -      -      
Position 15 64 0 0 0 -      -      -      
Position 16 64 0 0 0 -      -      -      

Subtotal Personnel Quantity 30 28 28
Subtotal Personnel NSF 1,700   1,604   1,604   

DGSF / NSF Factor 1.39     1.39     1.39     
Subtotal Personnel DGSF 2,356   2,222   2,222   

Support Spaces
.12 Waiting Land Records 12 21 21 21 252      252      252      
.13 Counter Land Records 40 5 5 5 200      200      200      
.14 Public Viewing Terminals 30 41 42 43 1,230   1,260   1,290   
.15 Public Viewing Microfilm 30 4 4 4 120      120      120      
.16 Public Viewing Tables 45 41 42 43 1,845   1,890   1,935   
.17 Land Records 20 21 21 21 410      417      423      Electronic filing impact
.18 Copier Printer - Medium 40 4 4 4 160      160      160      
.19 Scanner - Large 40 1 1 1 40       40       40       
.20 Vault 24 1 1 1 24       24       24       
.21 Waiting Marriage License 10 31 31 32 310      310      320      
.22 Counter Marriage License 40 3 3 3 120      120      120      
.23 Copier - Medium 40 1 1 1 40       40       40       
.24 Files Marriage License 12 17 17 18 202      206      210      Electronic filing impact
.25 Conference/Training 800 1 1 1 800      800      800      Also marriage chapel
.26 Waiting Business License 10 6 6 6 60       60       60       
.27 Counter Business License 40 3 3 3 120      120      120      
.28 Copier - Medium 40 1 1 1 40       40       40       
.29 Files Business License 12 2 2 2 28       28       28       Electronic filing impact
.30 Forms Storage 15 1 1 1 15       15       15       
.31 Public Work Table 45 1 1 1 45       45       45       

Subtotal Support NSF 6,062   6,147   6,243   
DGSF / NSF Factor 1.35     1.35     1.35     

Subtotal Support DGSF 8,208   8,327   8,457   

Total NSF 7,762   7,751   7,847   
DGSF / NSF Factor 1.36     1.36     1.36     

Total DGSF 10,564 10,548 10,678 

Room Quantity Area Sum

Growth



AECOM B-25Balti more City Circuit Courthouse
Feasibility Study

Clerk of Circuit Court
04 Clerk of The Circuit Court
04.08 Juvenile Clerks

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Manager 100 1 1 1 100      100      100      
.02 Department Head 150 1 1 1 150      150      150      
.03 Supervisor 80 2 2 2 160      160      160      
.04 Courtroom Lead Clerk 64 3 3 3 192      192      192      
.05 Courtroom Clerk 48 17 18 19 816      864      912      
.06 Hearing Room Clerk 48 13 14 14 624      672      672      
.07 Appeals Clerk 48 1 1 1 48       48       48       
.08 Office Clerk 48 2 2 2 96       96       96       
.09 File Room Clerk 48 1 1 1 48       48       48       Electronic filing impact

Subtotal Personnel Quantity 41 43 44
Subtotal Personnel NSF 2,234   2,330   2,378   

DGSF / NSF Factor 1.39     1.39     1.39     
Subtotal Personnel DGSF 3,113   3,247   3,314   

Support Spaces
.10 Reception Seating 10 4 4 4 40       40       40       
.11 Reception Counter 40 3 3 3 120      120      120      
.12 Public Work Area 40 1 1 1 40       40       40       
.13 Reception Play Room 120 1 1 1 120      120      120      
.14 Work Area 45 2 2 2 90       90       90       
.15 Filing 12 51 52 54.26 607      623      651      Electronic filing impact

Subtotal Support NSF 1,017   1,033   1,061   
DGSF / NSF Factor 1.32     1.32     1.31     

Subtotal Support DGSF 1,342   1,360   1,392   

Total NSF 3,251   3,363   3,439   
DGSF / NSF Factor 1.37     1.37     1.37     

Total DGSF 4,455   4,607   4,707   

Room Quantity Area Sum

Growth

04 Clerk of The Circuit Court
04.09 Human Resources

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Human Resources Clerk 150 1 1 1 150      150      150      

Subtotal Personnel Quantity 1 1 1
Subtotal Personnel NSF 150      150      150      

DGSF / NSF Factor 1.30     1.30     1.30     
Subtotal Personnel DGSF 195      195      195      

Total NSF 150      150      150      
DGSF / NSF Factor 1.30     1.30     1.30     

Total DGSF 195      195      195      

Room Quantity Area Sum

Growth



AECOM B-26Balti more City Circuit Courthouse
Feasibility Study

Clerk of Circuit Court
04 Clerk of The Circuit Court
04.11 Trust

2015 2020 2030

Key Growth Indicator 109% 120% 137%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Manager 100 1 1 1 100      100      100      
.02 Supervisor 80 1 1 1 80       80       80       
.03 Lead Worker 64 1 1 1 64       64       64       
.04 Court Clerk 48 2 2 3 96       96       144      
.05 Line Clerks 48 4 3 3 192      144      144      Electronic filing impact

Subtotal Personnel Quantity 9 8 9
Subtotal Personnel NSF 532      484      532      

DGSF / NSF Factor 1.40     1.40     1.40     
Subtotal Personnel DGSF 745      678      745      

Support Spaces
.06 Reception Seating 10 32 35 39 320      350      390      
.07 Reception Counter 40 3 3 4 120      120      160      
.08 Public Work Area 40 2 2 3 80       80       120      
.09 Filing 12 35    38    43    425      461      516      Electronic filing impact

Subtotal Support NSF 945      1,011   1,186   
DGSF / NSF Factor 1.33     1.33     1.32     

Subtotal Support DGSF 1,260   1,343   1,568   

Total NSF 1,477   1,495   1,718   
DGSF / NSF Factor 1.36     1.35     1.35     

Total DGSF 2,005   2,020   2,312   

Room Quantity Area Sum

Growth

04 Clerk of The Circuit Court
04.12 Accounting

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Manager 100 1 1 1 100      100      100      
.02 Supervisor 80 0 0 0 -      -      -      
.03 Team Leader 64 1 1 1 64       64       64       
.04 Fiscal Specialist 48 3 3 3 144      144      144      
.05 Fiscal Clerk 48 1 1 1 48       48       48       

Subtotal Personnel Quantity 6 6 6
Subtotal Personnel NSF 356      356      356      

DGSF / NSF Factor 1.40     1.40     1.40     
Subtotal Personnel DGSF 498      498      498      

Support Spaces
.06 Reception Seating 10 2 2 2 20       20       20       
.07 Reception Counter 40 1 1 1 40       40       40       
.08 Deposit Room 120 1 1 1 120      120      120      
.09 Filing 16 8 8 9 132      132      138      Electronic filing impact
.10 Vault 24 4 4 4 96       96       96       Class V vault with 2 tier lock
.11 Printer 20 3 3 3 60       60       60       
.12 Shelving 20 14 14 15 271      278      291      Electronic filing impact
.13 Shredder 20 1 1 1 20       20       20       

Subtotal Support NSF 760      766      785      
DGSF / NSF Factor 1.31     1.31     1.31     

Subtotal Support DGSF 998      1,006   1,029   

Total NSF 1,116   1,122   1,141   
DGSF / NSF Factor 1.34     1.34     1.34     

Total DGSF 1,497   1,505   1,528   

Room Quantity Area Sum

Growth



AECOM B-27Balti more City Circuit Courthouse
Feasibility Study

Clerk of Circuit Court
04 Clerk of The Circuit Court
04.13 Purchasing

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Purchasing Supervisor 120 1 1 1 120      120      120      
.02 Mail Supply Procurement Clerks 48 4 4 4 192      192      192      Electronic filing impact

Subtotal Personnel Quantity 5 5 5
Subtotal Personnel NSF 312      312      312      

DGSF / NSF Factor 1.36     1.36     1.36     
Subtotal Personnel DGSF 425      425      425      

.03 Support Spaces

.04 Reception Seating 10 2 2 2 20       20       20       

.05 Reception Counter 40 2 2 2 80       80       80       

.06 Public Work Area 40 1 1 1 40       40       40       

.07 Work Area 45 2 2 2 90       90       90       

.08 Filing 12 5 5 5 60       64       64       Electronic filing impact

.09 Shelving 14 103 105 110 1,435   1,470   1,533   Electronic filing impact

.10 Mail Meters 40 3 3 3 120      120      120      

.11 Mail Sorting 45 4 4 4 180      180      180      

.12 Mail Carts 25 5 5 5 125      125      125      

Subtotal Support NSF 2,150   2,189   2,252   
DGSF / NSF Factor 1.22     1.21     1.21     

Subtotal Support DGSF 2,612   2,657   2,726   

Total NSF 2,462   2,501   2,564   
DGSF / NSF Factor 1.23     1.23     1.23     

Total DGSF 3,037   3,081   3,151   

Room Quantity Area Sum

Growth

04 Clerk of The Circuit Court
04.14 Special Projects

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Special Projects Staff 150 1 1 1 150      150      150      

Subtotal Personnel Quantity 1 1 1
Subtotal Personnel NSF 150      150      150      

DGSF / NSF Factor 1.30     1.30     1.30     
Subtotal Personnel DGSF 195      195      195      

Total NSF 150      150      150      
DGSF / NSF Factor 1.30     1.30     1.30     

Total DGSF 195      195      195      

Room Quantity Area Sum

Growth



AECOM B-28Balti more City Circuit Courthouse
Feasibility Study

Clerk of Circuit Court
04 Clerk of The Circuit Court
04.15 Assignment

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Assignment Commissioner 200 1 1 1 200      200      200      
.02 Civil Operations Supervision 64 1 1 1 64       64       64       
.03 Lead Worker 64 1 1 1 64       64       64       
.04 Circuit Court Clerk 48 3 3 3 144      144      144      
.05 Operations Supervisor 64 1 1 1 64       64       64       
.06 Court Room Coordinator 48 2 2 2 96       96       96       
.07 Court Room Clerk 48 8 9 9 384      432      432      

Subtotal Personnel Quantity 17 18 18
Subtotal Personnel NSF 1,016   1,064   1,064   

DGSF / NSF Factor 1.36     1.36     1.36     
Subtotal Personnel DGSF 1,382   1,450   1,450   

Support Spaces
.08 Reception Seating 10 3 3 3 30       30       30       
.09 Reception Counter 40 1 1 1 40       40       40       
.10 Filing 12 10 11 11 120      132      132      
.11 Mail Station 40 1 1 1 40       40       40       Share with other divisions

Subtotal Support NSF 230      242      242      
DGSF / NSF Factor 1.42     1.41     1.41     

Subtotal Support DGSF 327      342      342      

Total NSF 1,246   1,306   1,306   
DGSF / NSF Factor 1.37     1.37     1.37     

Total DGSF 1,709   1,792   1,792   

Room Quantity Area Sum

Growth

04 Clerk of The Circuit Court
04.16 Team Core Support Units

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Conference 8 160 4 4 4 640      640      640      1 @ each of 4 separate cores
.02 Copier 40 4 4 4 160      160      160      1 @ each of 4 separate cores
.03 Storage 15 20 20 20 300      300      300      5 @ each of 4 separate cores
.04 Mail Station 40 4 4 4 160      160      160      1 @ each of 4 separate cores
.05 Coffee Bar 40 4 4 4 160      160      160      1 @ each of 4 separate cores
.06 Staff Toilet 50 8 8 8 400      400      400      2 @ each of 4 separate cores

Subtotal Support NSF 1,820   1,820   1,820   
DGSF / NSF Factor 1.30     1.30     1.30     

Subtotal Support DGSF 2,360   2,360   2,360   

Total NSF 1,820   1,820   1,820   
DGSF / NSF Factor 1.30     1.30     1.30     

Total DGSF 2,360   2,360   2,360   

Room Quantity Area Sum

Growth



AECOM B-29Balti more City Circuit Courthouse
Feasibility Study

Clerk of Circuit Court

04 Clerk of The Circuit Court
04.17 Cluster Core Support Units

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Conference 16 320 2 2 2 640      640      640      1  @ each of 2 clusters
.02 Conference 8 160 2 2 2 320      320      320      1  @ each of 2 clusters
.03 Conference/Training 1000 1 1 1 1,000   1,000   1,000   1 per department
.04 Break Room 100 2 2 2 200      200      200      1  @ each of 2 clusters
.05 Break Seating 16 48 48 48 768      768      768      24 seats @ each of 2 clusters
.06 Staff Toilet 50 4 4 4 200      200      200      2  @ each of 2 clusters

Subtotal Support NSF 3,128   3,128   3,128   
DGSF / NSF Factor 1.20     1.20     1.20     

Subtotal Support DGSF 3,745   3,745   3,745   

Total NSF 3,128   3,128   3,128   
DGSF / NSF Factor 1.20     1.20     1.20     

Total DGSF 3,745   3,745   3,745   

Room Quantity Area Sum

Growth



AECOM B-30Balti more City Circuit Courthouse
Feasibility Study

Orphans Court

06 Other Courts
06.01 Orphans Court

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Chief Judge 300 1 1 1 300      300      300      
.02 Associate Judge 300 2 2 2 600      600      600      
.03 Court Administrator 200 1 1 1 200      200      200      
.04 Law Clerk / Bailiff 120 1 1 1 120      120      120      
.05 Intern 64 2 2 2 128      128      128      

Subtotal Personnel Quantity 7 7 7
Subtotal Personnel NSF 1,348   1,348   1,348   

DGSF / NSF Factor 1.23     1.23     1.23     
Subtotal Personnel DGSF 1,655   1,655   1,655   

Support Spaces
Courtroom Areas

.06 Courtroom 1200 1 1 1 1,200   1,200   1,200   

.07 Soundlock Vestibule 80 1 1 1 80       80       80       

.08 Courtroom Waiting 200 1 1 1 200      200      200      

.09 Courtroom Storage 100 1 1 1 100      100      100      
Office Areas

.10 Waiting /  Reception 10 1 1 1 10       10       10       

.11 Conference Room / Library 300 1 1 1 300      300      300      

.12 Copy / FAX Area 40 1 1 1 40       40       40       

.13 Supply Storage 15 1 1 1 15       15       15       

.14 Coat  Closet 10 1 1 1 10       10       10       

.15 Active Files 14 6 6 7 84       84       98       

.16 Closed Files 14 4 4 4 56       56       56       

.17 Coffee 40 1 1 1 40       40       40       

.18 Break Area 100 1 1 1 100      100      100      

.19 Judicial Toilet 50 1 1 1 50       50       50       

.20 Staff Toilet 50 1 1 1 50       50       50       

.21 Printer 20 1 1 1 20       20       20       

Subtotal Support NSF 2,355   2,355   2,369   
DGSF / NSF Factor 1.20     1.20     1.21     

Subtotal Support DGSF 2,837   2,837   2,857   

Total NSF 3,703   3,703   3,717   
DGSF / NSF Factor 1.21     1.21     1.21     

Total DGSF 4,492   4,492   4,512   

Room Quantity Area Sum

Growth



AECOM B-31Balti more City Circuit Courthouse
Feasibility Study

Appellate Judges

07 State Court of Appeals
07.01 Chief Judge -  Court of Appeals

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Secretary / Waiting 240 1 1 1 240      240      240       Recp/Intrn - Wk80 
.02 Chief Judge's Chambers 400 1 1 1 400      400      400       Incl Closet 
.03 Exec. Asst 100 1 1 1 100      100      100      
.04 Admin. Asst. 80 1 1 1 80       80       80       
.05 Law Clerk 120 2 2 2 240      240      240      

Subtotal Personnel Quantity 6 6 6
Subtotal Personnel NSF 1,060   1,060   1,060   

DGSF / NSF Factor 1.26     1.26     1.26     
Subtotal Personnel DGSF 1,332   1,332   1,332   

Support Spaces
.06 Judicial Toilet 60 1 1 1 60       60       60       
.07 Copy/ Work Room 160 1 1 1 160      160      160      
.08 Coffee Counter 40 1 1 1 40       40       40       
.09 File/ Storage 160 1 1 1 160      160      160      

Subtotal Support NSF 420      420      420      
DGSF / NSF Factor 1.25     1.25     1.25     

Subtotal Support DGSF 524      524      524      

Total NSF 1,480   1,480   1,480   
DGSF / NSF Factor 1.25     1.25     1.25     

Total DGSF 1,856   1,856   1,856   

Room Quantity Area Sum

Growth

07 State Court of Appeals
07.02 Judicial Chambers - Active Judge

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Secretary / Waiting 240 3 3 3 720      720      720       Recp/Intrn - Wk80 
.02 Exec. Asst 100 3 3 3 300      300      300      
.03 Judge's Chambers 300 3 3 3 900      900      900       Incl Closet 
.04 Law Clerk 120 6 6 6 720      720      720      
.05 Intern 64 3 3 3 192      192      192      

Subtotal Personnel Quantity 18 18 18
Subtotal Personnel NSF 2,832   2,832   2,832   

DGSF / NSF Factor 1.26     1.26     1.26     
Subtotal Personnel DGSF 3,569   3,569   3,569   

Support Spaces
.06 Judicial Toilet 60 1 1 1 60       60       60       
.07 Copy/ Work Room 80 1 1 1 80       80       80       
.08 Coffee Counter 40 1 1 1 40       40       40       
.09 File/ Storage 80 1 1 1 80       80       80       

Subtotal Support NSF 260      260      260      
DGSF / NSF Factor 1.40     1.40     1.40     

Subtotal Support DGSF 364      364      364      

Total NSF 3,092   3,092   3,092   
DGSF / NSF Factor 1.27     1.27     1.27     

Total DGSF 3,933   3,933   3,933   

Room Quantity Area Sum

Growth



AECOM B-32Balti more City Circuit Courthouse
Feasibility Study

Appellate Judges
Register of Wills

07 State Court of Appeals
07.03 Judicial Chambers - Retired Judge

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Secretary / Waiting 240 3 3 3 720      720      720       Recp/Intrn - Wk80 
.02 Exec. Asst 100 3 3 3 300      300      300      
.03 Judge's Chambers 300 3 3 3 900      900      900       Incl Closet 
.04 Law Clerk 120 3 3 3 360      360      360      

Subtotal Personnel Quantity 12 12 12
Subtotal Personnel NSF 2,280   2,280   2,280   

DGSF / NSF Factor 1.24     1.24     1.24     
Subtotal Personnel DGSF 2,832   2,832   2,832   

Support Spaces
.05 Judicial Toilet 60 1 1 1 60       60       60       
.06 Copy/ Work Room 40 1 1 1 40       40       40       
.07 Coffee Counter 25 1 1 1 25       25       25       
.08 File/ Storage 40 1 1 1 40       40       40       

Subtotal Support NSF 165      165      165      
DGSF / NSF Factor 1.40     1.40     1.40     

Subtotal Support DGSF 231      231      231      

Total NSF 2,445   2,445   2,445   
DGSF / NSF Factor 1.25     1.25     1.25     

Total DGSF 3,063   3,063   3,063   

Room Quantity Area Sum

Growth

08 Register of Wills
08.01 Executive Administration

2015 2020 2030

Key Growth Indicator 109% 120% 137%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Chief Register 300 1 1 1 300      300      300      
.02 Deputy Chief Register 150 1 1 1 150      150      150      
.03 Executive Associate 150 1 1 1 150      150      150      
.04 Receptionist 48 1 1 1 48       48       48       
.05 Register 64 1 1 1 64       64       64       

Subtotal Personnel Quantity 5 5 5
Subtotal Personnel NSF 712      712      712      

DGSF / NSF Factor 1.36     1.36     1.36     
Subtotal Personnel DGSF 970      970      970      

Support Spaces
.06 Dept. Reception Seating 10 4 4 4 40       40       40       
.07 Dept. Reception Counter 40 1 1 1 40       40       40       
.08 Conference 8 160 1 1 1 160      160      160      
.09 Filing 12 6 7 8 72       84       96       

Subtotal Support NSF 312      324      336      
DGSF / NSF Factor 1.36     1.36     1.36     

Subtotal Support DGSF 424      441      458      

Total NSF 1,024   1,036   1,048   
DGSF / NSF Factor 1.36     1.36     1.36     

Total DGSF 1,394   1,411   1,427   

Room Quantity Area Sum

Growth



AECOM B-33Balti more City Circuit Courthouse
Feasibility Study

Register of Wills

08 Register of Wills
08.02 Records / Files

2015 2020 2030

Key Growth Indicator 109% 120% 137%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Assistant Chief Deputy 150 1 1 1 150      150      150      
.02 Clerk I and II 48 5 4 4 240      192      192      Electronic filing impact
.03 Deputy I 48 3 4 4 144      192      192      
.04 Auditors 80 3 4 4 240      320      320      

Subtotal Personnel Quantity 12 13 13
Subtotal Personnel NSF 774      854      854      

DGSF / NSF Factor 1.38     1.38     1.38     
Subtotal Personnel DGSF 1,069   1,181   1,181   

Support Spaces
.05 Reception Seating 10 11 12 13 110      120      130      
.06 Reception Counter 40 2 2 3 80       80       120      
.07 Public Work Area 40 4 5 5 160      200      200      
.08 Copier 40 1 1 1 40       40       40       
.09 Filing 12 36 39 43 434      465      521      Electronic filing impact
.10 Storage 15 3 3 4 45       45       60       
.11 Wills Vault 24 32 35 39 768      840      936      
.12 Printer 20 4 5 5 80       100      100      
.13 Fax 20 1 1 1 20       20       20       
.14 Shelving 20 11 12 14 223      250      276      Electronic filing impact
.15 Mail Station 40 3 3 4 120      120      160      
.16 Scanner Station 40 4 5 5 160      200      200      
.17 Filing Roller Shelves 10 70 76 85 703      762      855      Electronic filing impact
.18 Microfilm/Microfiche Storage 12 7 8 9 87       95       103      Electronic filing impact
.19 Filing Archive Boxes on Shelves 20 35 38 43 710      762      855      Electronic filing impact
.20 Bulk Storage 20 9 9 11 171      184      210      Electronic filing impact

Subtotal Support NSF 3,911   4,284   4,785   
DGSF / NSF Factor 1.24     1.24     1.23     

Subtotal Support DGSF 4,831   5,303   5,887   

Total NSF 4,685   5,138   5,639   
DGSF / NSF Factor 1.26     1.26     1.25     

Total DGSF 5,900   6,484   7,067   

Room Quantity Area Sum

Growth



AECOM B-34Balti more City Circuit Courthouse
Feasibility Study

Register of Wills
08 Register of Wills
08.03 Probate Proceedings

2015 2020 2030

Key Growth Indicator 109% 120% 137%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Supervisor 80 1 1 1 80       80       80       
.02 Deputy for Probate Processing 48 8 8 10 384      384      480      
.03 Deputy for Judicial 48 3 4 4 144      192      192      

Subtotal Personnel Quantity 12 13 15
Subtotal Personnel NSF 608      656      752      

DGSF / NSF Factor 1.40     1.40     1.40     
Subtotal Personnel DGSF 851      918      1,053   

Support Spaces
.04 Reception Standing Area 12 11 12 13 132      144      156      
.05 Reception Counter 40 2 2 3 80       80       120      
.08 Filing Record Books 12 3 3 4 36       36       48       
.10 Wills Vault 24 1 1 1 24       24       24       

Library 20 2 2 3 40       40       60       

Subtotal Support NSF 312      324      408      
DGSF / NSF Factor 1.50     1.49     1.44     

Subtotal Support DGSF 467      484      588      

Total NSF 920      980      1,160   
DGSF / NSF Factor 1.43     1.43     1.41     

Total DGSF 1,318   1,403   1,640   

Room Quantity Area Sum

Growth

08 Register of Wills
08.04 Audit

2015 2020 2030

Key Growth Indicator 109% 120% 137%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Assistant Chief Deputy 150 1 1 1 150      150      150      
.02 Auditors 80 2 2 3 160      160      240      

Subtotal Personnel Quantity 3 3 4
Subtotal Personnel NSF 310      310      390      

DGSF / NSF Factor 1.35     1.35     1.36     
Subtotal Personnel DGSF 419      419      531      

Support Spaces
.03 Public Work Area 40 2 2 3 80       80       120      

Subtotal Support NSF 80       80       120      
DGSF / NSF Factor 1.40     1.40     1.40     

Subtotal Support DGSF 112      112      168      

Total NSF 390      390      510      
DGSF / NSF Factor 1.36     1.36     1.37     

Total DGSF 531      531      699      

Room Quantity Area Sum

Growth



AECOM B-35Balti more City Circuit Courthouse
Feasibility Study

Register of Wills

08 Register of Wills
08.05 Joint Accounts

2015 2020 2030

Key Growth Indicator 109% 120% 137%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Assistant Chief Deputy 150 1 1 1 150      150      150      
.02 Deputy II 48 1 1 1 48       48       48       

Subtotal Personnel Quantity 2 2 2
Subtotal Personnel NSF 198      198      198      

DGSF / NSF Factor 1.32     1.32     1.32     
Subtotal Personnel DGSF 262      262      262      

Support Spaces
.03 Public Work Area 40 1 1 1 40       40       40       
.04 Interview 120 1 1 1 120      120      120      

Subtotal Support NSF 160      160      160      
DGSF / NSF Factor 1.46     1.46     1.46     

Subtotal Support DGSF 234      234      234      

Total NSF 358      358      358      
DGSF / NSF Factor 1.38     1.38     1.38     

Total DGSF 496      496      496      

Room Quantity Area Sum

Growth

08 Register of Wills
08.06 Delinquent Accounts

2015 2020 2030

Key Growth Indicator 109% 120% 137%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Assistant Chief Deputy 150 1 1 1 150      150      150      
.02 Deputy 48 2 2 3 96       96       144      

Subtotal Personnel Quantity 3 3 4
Subtotal Personnel NSF 246      246      294      

DGSF / NSF Factor 1.34     1.34     1.35     
Subtotal Personnel DGSF 329      329      397      

Total NSF 246      246      294      
DGSF / NSF Factor 1.34     1.34     1.35     

Total DGSF 329      329      397      

Room Quantity Area Sum

Growth



AECOM B-36Balti more City Circuit Courthouse
Feasibility Study

Register of Wills
08 Register of Wills
08.07 Fiscal Operations

2015 2020 2030

Key Growth Indicator 109% 120% 137%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Assistant Chief Deputy 150 1 1 1 150      150      150      
.02 Deputy I 48 1 1 1 48       48       48       

Subtotal Personnel Quantity 2 2 2
Subtotal Personnel NSF 198      198      198      

DGSF / NSF Factor 1.32     1.32     1.32     
Subtotal Personnel DGSF 262      262      262      

Support Spaces
.03 Internal Reception Waiting 12 2 2 3 24       24       36       
.04 Cashier Window 40 1 1 1 40       40       40       
.05 Copier 40 1 1 1 40       40       40       
.06 Filing 12 2 2 3 24       24       36       
.07 Storage 15 1 1 1 15       15       15       
.08 Vault 24 1 1 1 24       24       24       

Subtotal Support NSF 167      167      191      
DGSF / NSF Factor 1.40     1.40     1.40     

Subtotal Support DGSF 234      234      267      

Total NSF 365      365      389      
DGSF / NSF Factor 1.36     1.36     1.36     

Total DGSF 496      496      530      

Room Quantity Area Sum

Growth

08 Register of Wills
08.08 P.C. Support

2015 2020 2030

Key Growth Indicator 109% 120% 137%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 PC Supervisor 80 1 1 1 80       80       80       
.02 PC Administrator 64 1 1 1 64       64       64       

Subtotal Personnel Quantity 2 2 2
Subtotal Personnel NSF 144      144      144      

DGSF / NSF Factor 1.40     1.40     1.40     
Subtotal Personnel DGSF 202      202      202      

Support Spaces
.05 Computer Setup Room 30 9 9 10 270      270      300      
.06 Conference 0 0 0 0 -      -      -      Share with Dept.

Subtotal Support NSF 270      270      300      
DGSF / NSF Factor 1.40     1.40     1.40     

Subtotal Support DGSF 378      378      420      

Total NSF 414      414      444      
DGSF / NSF Factor 1.40     1.40     1.40     

Total DGSF 580      580      622      

Room Quantity Area Sum

Growth



AECOM B-37Balti more City Circuit Courthouse
Feasibility Study

Register of Wills
Other Agencies

08 Register of Wills
08.09 Cluster Core Support Units

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Reception Seating 10 21 21 22 210      210      220      
.02 Reception Counter 40 4 4 4 160      160      160      Next to Prob. Proc. & Records
.03 Public Work Area 40 2 2 2 80       80       80       
.04 Conference 16 320 1 1 1 320      320      320      
.05 Conference 8 160 1 1 1 160      160      160      
.06 Copier 40 2 2 2 40       40       40       Distributed
.07 Storage 15 3 3 3 45       45       45       
.08 Mail Station 40 1 1 1 40       40       40       
.09 Telephone Equipment Rooms 80 1 1 1 80       80       80       
.10 Electronic Equipment Rooms 120 1 1 1 120      120      120      
.11 Coffee Bar 40 1 1 1 40       40       40       Locate separete from breakrm
.12 Break Room 100 1 1 1 100      100      100      
.13 Break Seating 16 10 11 11 160      176      176      
.14 Staff Toilet 50 2 2 2 100      100      100      

Subtotal Support NSF 1,655   1,671   1,681   
DGSF / NSF Factor 1.29     1.29     1.29     

Subtotal Support DGSF 2,135   2,154   2,166   

Total NSF 1,655   1,671   1,681   
DGSF / NSF Factor 1.29     1.29     1.29     

Total DGSF 2,135   2,154   2,166   

Room Quantity Area Sum

Growth

09 Other Agencies
09.01 Criminal Justice Coordinating Council

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Executive Director 150 1 1 1 150      150        150      
.02 Project Coordinator 64 1 1 1 64       64          64       

Subtotal Personnel Quantity 2 2 2
Subtotal Personnel NSF 214      214        214      

DGSF / NSF Factor 1.33     1.33       1.33     
Subtotal Personnel DGSF 285      285        285      

Support Spaces
.03 Reception Seating 10 2 2 2 20       20          20       
.04 Conference 50 1000 0 0 0 -      -         -      Large Conference shared
.05 Copier 40 1 1 1 40       40          40       
.06 Filing 12 6 6 7 72       72          84       
.07 Storage 15 2 2 2 30       30          30       
.08 Shelving 12 2 2 2 24       24          24       
.09 Break Room 100 1 1 1 100      100        100      

Subtotal Support NSF 286      286        298      
DGSF / NSF Factor 1.40     1.40       1.40     

Subtotal Support DGSF 400      400        417      

Total NSF 500      500        512      
DGSF / NSF Factor 1.37     1.37       1.37     

Total DGSF 685      685        702      

Room Quantity Area Sum

Growth



AECOM B-38Balti more City Circuit Courthouse
Feasibility Study

Other Agencies

09 Other Agencies
09.02 Baltimore City Law Library

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Head Librarian 200 1 1 1 200      200        200      
.02 Research Librarian 120 1 1 1 120      120        120      
.03 Tech. Services Librarian 80 1 1 1 80       80          80       
.04 Receptionist / Supervisor 80 1 1 1 80       80          80       
.05 Library Assistant 48 4 4 4 192      192        192      

Subtotal Personnel Quantity 8 8 8
Subtotal Personnel NSF 672      672        672      

DGSF / NSF Factor 1.32     1.32       1.32     
Subtotal Personnel DGSF 889      889        889      

Support Spaces
.06 Reception Seating 10 4 4 4 40       40          40       
.07 Reception Counter 40 1 1 1 40       40          40       
.08 Reading Room Tables 40 7 7 8 280      280        320      
.09 Reading Room Carrels 45 4 4 4 180      180        180      
.10 Computer Station 30 5 5 5 150      150        150      
.11 Copier 40 2 2 2 80       80          80       
.12 Filing 12 2 2 2 24       24          24       
.13 Shelving 12 850 850 850 14,772 15,144   15,756 

Subtotal Support NSF 15,566 15,938   16,590 
DGSF / NSF Factor 1.17     1.17       1.17     

Subtotal Support DGSF 18,247 18,679   19,445 

Total NSF 16,238 16,610   17,262 
DGSF / NSF Factor 1.18     1.18       1.18     

Total DGSF 19,136 19,567   20,333 

Room Quantity Area Sum

Growth
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Other Agencies
09 Other Agencies
09.03 Pretrial Release Program

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Director - PRSP 200 1 1 1 200      200        200      R. Weisengoff
.02 Deputy Director 150 1 1 1 150      150        150      Billy Mackins
.03 Training Manager 100 1 1 1 100      100        100      Sherry Parks
.04 Case Mgmt Section Manager 120 1 1 1 120      120        120      Louis Karko
.05 Crt Hrg Unit Admin Ofcr 100 1 1 1 100      100        100      S. Crook
.06 Crt Hrg Unit Case Agent 100 3 3 3 300      300        300      
.07 Investigator 80 1 1 1 80       80          80       
.08 Intake / FTA Unit Agent 100 1 1 1 100      100        100      J. Vega
.09 Investigator 80 2 2 2 160      160        160      
.10 Clerk 100 1 1 1 100      100        100      
.11 Supervision Unit Supv 100 1 1 1 100      100        100      R. James
.12 Supervision Unit Agent 100 10 10 11 1,000   1,000     1,100   
.13 Admin / Case Prcsg Admin Ofcr 120 1 1 1 120      120        120      Marie Hisley
.14 Admin Aide 64 1 1 1 64       64          64       
.15 Ofc Secy II/I 64 2 2 2 128      128        128      
.16 Clerk / Temp 64 1 1 1 64       64          64       

Subtotal Personnel Quantity 29 29 30
Subtotal Personnel NSF 2,886   2,886     2,986   

DGSF / NSF Factor 1.37     1.37       1.37     
Subtotal Personnel DGSF 3,961   3,961     4,101   

Support Spaces
.17 Central Waiting / Reception 10 16 16 17 160      160        170      
.18 Director's Waiting / Reception 80 1 1 1 80       80          80       
.19 CMS / Intake Reception 150 1 1 1 150      150        150      
.20 Conference 320 1 1 1 320      320        320      Also for Training
.21 Copier 40 2 2 2 80       80          80       
.22 Supply / Storage 15 4 4 4 60       60          60       
.23 Urinalysis Toilet 80 1 1 1 80       80          80       
.24 Urinalysis Storage 40 1 1 1 40       40          40       
.25 Computer Room 120 1 1 1 120      120        120      
.26 Lunch Room 100 1 1 1 100      100        100      
.27 Active Files 14 8 8 8 112      112        112      
.28 Closed Files 14 6 6 6 84       84          84       
.29 Printer 20 3 3 3 60       60          60       

Subtotal Support NSF 1,446   1,446     1,456   
DGSF / NSF Factor 1.31     1.31       1.31     

Subtotal Support DGSF 1,890   1,890     1,902   

Total NSF 4,332   4,332     4,442   
DGSF / NSF Factor 1.35     1.35       1.35     

Total DGSF 5,852   5,852     6,004   

Room Quantity Area Sum

Growth

09 Other Agencies
09.04 Museum

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Allowance 1000 1 1 1 1,000   1,000     1,000   

Subtotal Support NSF 1,000   1,000     1,000   
DGSF / NSF Factor 1.15     1.15       1.15     

Subtotal Support DGSF 1,150   1,150     1,150   

Total NSF 1,000   1,000     1,000   
DGSF / NSF Factor 1.15     1.15       1.15     

Total DGSF 1,150   1,150     1,150   

Room Quantity Area Sum

Growth



AECOM B-40Balti more City Circuit Courthouse
Feasibility Study

Other Agencies
09 Other Agencies
09.05 Court Reporters

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Allowance 600 1 1 1 600      600        600      

Subtotal Support NSF 600      600        600      
DGSF / NSF Factor 1.15     1.15       1.15     

Subtotal Support DGSF 690      690        690      

Total NSF 600      600        600      
DGSF / NSF Factor 1.15     1.15       1.15     

Total DGSF 690      690        690      

Room Quantity Area Sum

Growth

09 Other Agencies
09.06 Court Interpreters

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Allowance 1200 1 1 1 1,200   1,200     1,200   In house and contract "hoteling"

Subtotal Support NSF 1,200   1,200     1,200   
DGSF / NSF Factor 1.10     1.10       1.10     

Subtotal Support DGSF 1,320   1,320     1,320   

Total NSF 1,200   1,200     1,200   
DGSF / NSF Factor 1.10     1.10       1.10     

Total DGSF 1,320   1,320     1,320   

Room Quantity Area Sum

Growth

09 Other Agencies
09.07 Shared Child Care Center

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Verify if needed 2000 1 1 1 2,000   2,000     2,000   

Subtotal Support NSF 2,000   2,000     2,000   
DGSF / NSF Factor 1.10     1.10       1.10     

Subtotal Support DGSF 2,200   2,200     2,200   

Total NSF 2,000   2,000     2,000   
DGSF / NSF Factor 1.10     1.10       1.10     

Total DGSF 2,200   2,200     2,200   

Room Quantity Area Sum

Growth
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Other Agencies
09 Other Agencies
09.08 Mayor's Office - Criminal Justice

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Shared / hoteling office(s) - Allowance 300 1 1 1 300      300        300      

Subtotal Support NSF 300      300        300      
DGSF / NSF Factor 1.20     1.20       1.20     

Subtotal Support DGSF 360      360        360      

Total NSF 300      300        300      
DGSF / NSF Factor 1.20     1.20       1.20     

Total DGSF 360      360        360      

Room Quantity Area Sum

Growth

09 Other Agencies
09.09 Community Services Program

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Allowance 1600 1 1 1 1,600   1,600     1,600   Will add program

Subtotal Support NSF 1,600   1,600     1,600   
DGSF / NSF Factor 1.10     1.10       1.10     

Subtotal Support DGSF 1,760   1,760     1,760   

Total NSF 1,600   1,600     1,600   
DGSF / NSF Factor 1.10     1.10       1.10     

Total DGSF 1,760   1,760     1,760   

Room Quantity Area Sum

Growth

09 Other Agencies
09.10 Media Area

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Workstations / preparation 500 1 1 1 500      500        500      4-6 outlets - workstations
.02 Equipment Room (near exterior) 800 1 1 1 800      800        800      Cable drops
.03 Coffee 100 1 1 1 100      100        100      

Subtotal Support NSF 1,400   1,400     1,400   
DGSF / NSF Factor 1.19     1.19       1.19     

Subtotal Support DGSF 1,660   1,660     1,660   

Total NSF 1,400   1,400     1,400   
DGSF / NSF Factor 1.19     1.19       1.19     

Total DGSF 1,660   1,660     1,660   

Room Quantity Area Sum

Growth
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Other Agencies

09 Other Agencies
09.11 Bar Association

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Allowance 1,000 1 1 1 1,000   1,000     1,000   

Subtotal Support NSF 1,000   1,000     1,000   
DGSF / NSF Factor 1.15     1.15       1.15     

Subtotal Support DGSF 1,150   1,150     1,150   

Total NSF 1,000   1,000     1,000   
DGSF / NSF Factor 1.15     1.15       1.15     

Total DGSF 1,150   1,150     1,150   

Room Quantity Area Sum

Growth
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Baltimore City Sheriff’s Office

10 Baltimore City Sheriff's Office
10.01 Executive Administration

2015 2020 2030

Key Growth Indicator Total Filings (in 1,000s) 103% 106% 112%

ID Name / Function Std
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Sheriff Off300 300 1 1 1 300      300      300      
.02 Administrative Aide Off150 150 1 1 1 150      150      150      
.03 Secretary Wk100 100 1 1 1 100      100      100      
.04 Chief Deputy Off200 200 1 1 1 200      200      200      
.05 Asst. Sheriff Off200 200 1 1 1 200      200      200      

Subtotal Personnel Quantity 5 5 5
Subtotal Personnel NSF 950      950      950      

DGSF / NSF Factor 1.24     1.24     1.24     
Subtotal Personnel DGSF 1,175   1,175   1,175   

Support Spaces
.06 Reception Seating 20 6 6 7 120      120      140      
.07 Conference 300 1 1 1 300      300      300      
.08 Copier 40 1 1 1 40       40       40       
.09 Work Area 45 1 1 1 45       45       45       
.10 Filing 14 6 6 7 84       84       98       
.11 Storage 100 1 1 1 100      100      100      
.12 Printer 20 1 1 1 20       20       20       
.13 Shelving 15 6 6 7 90       90       105      

Subtotal Support NSF 799      799      848      
DGSF / NSF Factor 1.31     1.31     1.30     

Subtotal Support DGSF 1,047   1,047   1,103   

Total NSF 1,749   1,749   1,798   
DGSF / NSF Factor 1.27     1.27     1.27     

Total DGSF 2,222   2,222   2,278   

Room Quantity Area Sum

Growth
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Baltimore City Sheriff’s Office

10 Baltimore City Sheriff's Office
10.02 Administrative Support

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function Std
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 DS Lt. (HR / Admin. Lt) Off150 150 1 1 1 150      150      150      
.02 Office  Manager Wk100 100 1 1 1 100      100      100      
.03 Payroll Clerk Wk64 64 2 2 2 128      128      128      
.04 Support Staff Wk64 64 4 4 4 256      256      256      Pyrll; App Process'g, Veh. Rec

Subtotal Personnel Quantity 8 8 8
Subtotal Personnel NSF 634      634      634      

DGSF / NSF Factor 1.38     1.38     1.38     
Subtotal Personnel DGSF 873      873      873      

Support Spaces
.05 Personnel  File Room 14 10 11 11 140      154      154      
.06 Administrative Work Room 200 1 1 1 200      200      200      
.07 Admin Files 14 8 8 9 112      112      126      
.08 Staff Break Rooom 225 1 1 1 225      225      225      
.09 Storage / Supplies 15 3 3 3 45       45       45       
.10 Copier 40 1 1 1 40       40       40       
.11 Printer 20 1 1 1 20       20       20       
.12 Fax 10 1 1 1 10       10       10       
.13 Shredder 20 1 1 1 20       20       20       
.14 Special Supplies / Storage 200 1 1 1 200      200      200      

Subtotal Support NSF 1,012   1,026   1,040   
DGSF / NSF Factor 1.25     1.24     1.24     

Subtotal Support DGSF 1,267   1,269   1,288   

Total NSF 1,646   1,660   1,674   
DGSF / NSF Factor 1.30     1.29     1.29     

Total DGSF 2,139   2,142   2,160   

Room Quantity Area Sum

Growth
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Baltimore City Sheriff’s Office

10 Baltimore City Sheriff's Office
10.03 Accounting

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function Std
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Sr Clerk Wk100 100 1 1 1 100      100      100      
.02 Clerk Wk64 64 2 2 2 128      128      128      

Subtotal Personnel Quantity 3 3 3
Subtotal Personnel NSF 228      228      228      

DGSF / NSF Factor 1.40     1.40     1.40     
Subtotal Personnel DGSF 319      319      319      

Support Spaces
.03 Workarea 100 1 1 1 100      100      100      
.04 Foreclosure Files 14 8 8 9 112      112      126      
.05 Ejection Files 14 3 3 3 42       42       42       
.06 Safe 40 1 1 1 40       40       40       

Subtotal Support NSF 294      294      308      
DGSF / NSF Factor 1.36     1.36     1.36     

Subtotal Support DGSF 400      400      419      

Total NSF 522      522      536      
DGSF / NSF Factor 1.38     1.38     1.38     

Total DGSF 720      720      738      

Room Quantity Area Sum

Growth

10 Baltimore City Sheriff's Office
10.04 Internal Affairs

2015 2020 2030

Key Growth Indicator Total Filings (in 1,000s) 103% 106% 112%

ID Name / Function Std
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 DS Major Off150 150 1 1 1 150      150      150      
.02 DS Lieutenant Off120 120 1 1 1 120      120      120      
.03 Civilian Support Staff Wk80 80 2 2 2 160      160      160      

Subtotal Personnel Quantity 4 4 4
Subtotal Personnel DGSF 575      575      575      

Support Spaces
.04 IA Files 14 8 8 9 112      112      126      
.05 IA Workroom 100 1 1 1 100      100      100      
.06 Copier 40 1 1 1 40       40       40       

DGSF / NSF Factor 1.34     1.34     1.34     
Subtotal Support DGSF 554      554      572      

Total NSF 842      842      856      
DGSF / NSF Factor 1.34     1.34     1.34     

Total DGSF 1,129   1,129   1,147   

Area Sum

Growth

Room Quantity
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Baltimore City Sheriff’s Office

10 Baltimore City Sheriff's Office
10.05 Deputy Sheriff Operations Admin

2015 2020 2030

Key Growth Indicator Total Filings (in 1,000s) 103% 106% 112%

ID Name / Function Std
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 DS Captain Off150 150 1 1 1 150      150      150      Capt. Smith
.02 DS Major Off120 120 1 1 1 120      120      120      Major Black

Subtotal Personnel Quantity 2 2 2
Subtotal Personnel NSF 270      270      270      

DGSF / NSF Factor 1.30     1.30     1.30     
Subtotal Personnel DGSF 351      351      351      

Total NSF 270      270      270      
DGSF / NSF Factor 1.30     1.30     1.30     

Total DGSF 351      351      351      

Room Quantity Area Sum

Growth

10 Baltimore City Sheriff's Office
10.06 District Court Division

2015 2020 2030

Key Growth Indicator Total Filings (in 1,000s) 103% 106% 112%

ID Name / Function Std
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Civilian Office Manager Off120 120 1 1 1 120      120      120      Rank of Lt.
.02 DS Sergeant Wk100 100 2 2 2 200      200      200      Lead records, inspections
.03 Deputy Sheriff Wk64 64 22 22 23 1,408   1,408   1,472   Sv. DC process / convictions
.04 Civilian Process Server Wk64 64 2 2 2 128      128      128      Go into field
.05 Computer Entry Clerk Wk64 64 3 3 3 192      192      192      
.06 Civilian Support Staff Wk64 64 7 7 8 448      448      512      Schedule evictions, answer ph.

Subtotal Personnel Quantity 37 37 39
Subtotal Personnel NSF 2,496   2,496   2,624   

DGSF / NSF Factor 1.40     1.40     1.40     
Subtotal Personnel DGSF 3,482   3,482   3,662   

Support Spaces
.07 Roll Call Area 600 1 1 1 600      600      600      
.08 DC Civil Process File FileLat42 14 15 16 16 210      224      224      
.09 Eviction Records FileLat42 14 10 11 11 140      154      154      
.10 Eviction Schedule Records FileLat42 14 5 5 5 70       70       70       
.11 Other records FileLat42 14 10 11 11 140      154      154      
.12 Copier Copiermd 40 2 2 2 80       80       80       
.13 Mail / Work Area wktbl 45 4 4 4 180      180      180      

Subtotal Support NSF 1,420   1,462   1,462   
DGSF / NSF Factor 1.25     1.22     1.22     

Subtotal Support DGSF 1,768   1,790   1,790   

Total NSF 3,916   3,958   4,086   
DGSF / NSF Factor 1.34     1.33     1.33     

Total DGSF 5,250   5,273   5,452   

Room Quantity Area Sum

Growth



AECOM B-47Balti more City Circuit Courthouse
Feasibility Study

Baltimore City Sheriff’s Office
10 Baltimore City Sheriff's Office
10.07 Dispatch -Warrant Control (MILES)

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function Std
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 DS Sergeant - Supervisor Wk100 100 1 1 1 100      100      100      
.02 Warrant Clerk Wk80 80 2 2 2 160      160      160      

Subtotal Personnel Quantity 9 9 10
Subtotal Personnel NSF 260      260      260      

DGSF / NSF Factor 1.40     1.40     1.40     
Subtotal Personnel DGSF 364      364      364      

Support Spaces
.03 Central Dispatch Center 600 1 1 1 600      600      600      Raised-access floor
.04 Active Warrant Files - Lectriever 200 1 1 1 200      200      200      High clearance requirement
.05 Warrant Files FileLat42 14 10 11 11 140      154      154      
.06 Coffee / Break Break 100 1 1 1 100      100      100      
.07 Staff Restroom Toilet 50 1 1 1 50       50       50       
.08 Printer Prnt 20 1 1 1 20       20       20       
.09 Copier Copiermd 40 1 1 1 40       40       40       

Subtotal Support NSF 1,150   1,164   1,164   
DGSF / NSF Factor 1.22     1.21     1.21     

Subtotal Support DGSF 1,406   1,409   1,409   

Total NSF 1,410   1,424   1,424   
DGSF / NSF Factor 1.26     1.24     1.24     

Total DGSF 1,770   1,773   1,773   

Growth

Room Quantity Area Sum

10 Baltimore City Sheriff's Office
10.08 Adult Court Security Division

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function Std
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Captain Off150 150 1 1 1 150      150      150      Capt/Lt in Op Hub near Control
.02 Lieutenant Office Off150 150 2 2 2 300      300      300      Shared Ofc
.03 Secretary Wk80 80 1 1 1 80       80       80       
.04 Hotelling Workstation Wk48 48 4 4 4 192      192      192      Periodic report writing
.05 Sworn Officers 0 36 36 37 0         0         0         Report to Roll Call
.06 Contractual Community Aides 0 10 10 11 0         0         0         Report to Roll Call

Subtotal Personnel Quantity 55 55 57
Subtotal Personnel NSF 722      722      722      

DGSF / NSF Factor 1.34     1.34     1.34     
Subtotal Personnel DGSF 966      966      966      

Support Spaces
Building Control Center 400 0 0 0 -      -      -      In Bldg Support

.07 Staff Toilet Toilet 50 0 0 0 -      -      -      

.08 Equipment Room 200 0 0 0 -      -      -      

.09 Armory Armor 150 0 0 0 -      -      -      non-lethal; restraint storage
Roll-Call Room blank 2000 1 1 1 2,000   2,000   2,000   Svcs training, Media-PR 

.10 Report-Writing Area blank 300 1 1 1 300      300      300      

.11 Mail Distribution / Announcements blank 200 1 1 1 200      200      200      

.12 Vending blank 300 1 1 1 300      300      300      

.13 Staff Restroom blank 240 2 2 2 480      480      480      

.14 Staff Lockers 11 91 93 95 1,001   1,023   1,045   Incl. locker for non-sworn

.15 Staff Shower 80 4 4 4 320      320      320      Svcs training
Reception / Waiting Seatgng 18 8 8 8 144      144      144      ID / Badge waiting-reception

.16 ID Workstation (Staff) Wk100 100 1 1 1 100      100      100      W/counter at workstation

.17 Photo workstation Wk100 100 1 1 1 100      100      100      

Subtotal Support NSF 4,945   4,967   4,989   
DGSF / NSF Factor 1.16     1.16     1.16     

Subtotal Support DGSF 5,752   5,777   5,801   

Total NSF 5,667   5,689   5,711   
DGSF / NSF Factor 1.19     1.19     1.18     

Total DGSF 6,719   6,743   6,767   

Room Quantity Area Sum

Growth
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Baltimore City Sheriff’s Office

10 Baltimore City Sheriff's Office
10.09 Juvenile Court Security Division

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function Std
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Lieutenant Off150 150 1 1 1 150      150      150      Shared (3 lieutenants)
.02 Secretary Wk100 100 1 1 1 100      100      100      
.03 Intern / Hotelling Station Wk48 48 2 2 2 96       96       96       Report writing
.04 Sworn Officres 0 35 36 38 0         0         0         

Subtotal Personnel Quantity 39 40 42
Subtotal Personnel NSF 346      346      346      

DGSF / NSF Factor 1.36     1.36     1.36     
Subtotal Personnel DGSF 470      470      470      

Support Spaces
Building Control Center 450 1 1 1 450      450      450      

.05 Staff Toilet Toilet 50 1 1 1 50       50       50       

.06 Equipment Room 200 1 1 1 200      200      200      

.07 Armory Armor 150 1 1 1 150      150      150      non-lethal; restraint storage
Roll-Call Room 1000 1 1 1 1,000   1,000   1,000   Svcs training, Media-PR 

.08 Report-Writing Area 150 1 1 1 150      150      150      

.09 Mail Distribution / Announcements 100 1 1 1 100      100      100      

.10 Vending 100 1 1 1 100      100      100      

.11 Staff Restroom 180 2 2 2 360      360      360      

.12 Staff Lockers 11 41 41 42 451      451      462      Incl. locker for non-sworn

.13 Staff Shower 80 2 2 2 160      160      160      Svcs training
Reception / Waiting Seatgng 18 5 5 5 90       90       90       ID / Badge waiting-reception

.14 ID Workstation (Staff) Wk80 80 1 1 1 80       80       80       W/counter at workstation

.15 Photo workstation Wk80 80 1 1 1 80       80       80       

Subtotal Support NSF 3,421   3,421   3,432   
DGSF / NSF Factor 1.23     1.23     1.23     

Subtotal Support DGSF 4,217   4,217   4,230   

Total NSF 3,767   3,767   3,778   
DGSF / NSF Factor 1.24     1.24     1.24     

Total DGSF 4,687   4,687   4,700   

Room Quantity Area Sum

Growth
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Baltimore City Sheriff’s Office
10 Baltimore City Sheriff's Office
10.10 Special Operations Admin

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function Std
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 DS Lieutenant Off120 120 1 1 1 120      120      120      
.02 DS Sergeant Wk100 100 1 1 1 100      100      100      CS Process; DV/ Canine
.03 DS Sergeant Wk100 100 1 1 1 100      100      100      Warrants, CS, Tact., WP
.04 Admin Aide Wk80 80 1 1 1 80       80       80       
.05 Intern / future Wk64 64 1 1 1 64       64       64       

Subtotal Personnel Quantity 5 5 5
Subtotal Personnel NSF 464      464      464      

DGSF / NSF Factor 1.37     1.37     1.37     
Subtotal Personnel DGSF 638      638      638      

Support Spaces
.06 Division Conference Room Conf12 300 1 1 1 300      300      300      
.07 Workarea 200 1 1 1 200      200      200      
.08 Admin Files FileLat42 14 6 6 7 84       84       98       
.09 Copier Copiermd 40 1 1 1 40       40       40       
.10 Printer Prnt 20 1 1 1 20       20       20       
.11 Supplies / Storage Storcab 15 3 3 3 45       45       45       
.12 Secure / Equipment Storage 200 1 1 1 200      200      200      

Subtotal Support NSF 889      889      903      
DGSF / NSF Factor 1.24     1.24     1.24     

Subtotal Support DGSF 1,105   1,105   1,124   

Total NSF 1,353   1,353   1,367   
DGSF / NSF Factor 1.29     1.29     1.29     

Total DGSF 1,742   1,742   1,762   

Room Quantity Area Sum

Growth

10 Baltimore City Sheriff's Office
10.11 Domestic  Violence

2015 2020 2030

Key Growth Indicator 105% 110% 120%

ID Name / Function Std
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 DS DV Staff Wk100 100 2 2 2 200      200      200      
.02 Civilian Clerk Wk80 80 1 1 1 80       80       80       

Subtotal Personnel Quantity 3 3 3
Subtotal Personnel NSF 280      280      280      

DGSF / NSF Factor 1.40     1.40     1.40     
Subtotal Personnel DGSF 392      392      392      

Support Spaces
.03 Printer Prnt 20 1 1 1 20       20       20       
.04 DV Files FileLat42 14 6 6 7 84       84       98       
.05 Copier / Workarea Copiermd 40 1 1 1 40       40       40       

Subtotal Support NSF 144      144      158      
DGSF / NSF Factor 1.40     1.40     1.40     

Subtotal Support DGSF 202      202      221      

Total NSF 424      424      438      
DGSF / NSF Factor 1.40     1.40     1.40     

Total DGSF 594      594      613      

Growth

Room Quantity Area Sum



AECOM B-50Balti more City Circuit Courthouse
Feasibility Study

Baltimore City Sheriff’s Office
10 Baltimore City Sheriff's Office
10.12 Canine Unit

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function Std
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 DS Canine Unit Wk100 100 2 2 2 200      200      200      In shared office (250 SF total)

Subtotal Personnel Quantity 2 2 2
Subtotal Personnel NSF 200      200      200      

DGSF / NSF Factor 1.40     1.40     1.40     
Subtotal Personnel DGSF 280      280      280      

Support Spaces
.02 Printer Prnt 20 1 1 1 20       20       20       
.03 Copier Copiermd 40 1 1 1 40       40       40       
.04 Files FileLat42 14 3 3 3 42       42       42       
.05 Kennel (allowance) 800 1 1 1 800      800      800      Incl. stor., jc., sleep, run areas

Subtotal Support NSF 902      902      902      
DGSF / NSF Factor 1.18     1.18     1.18     

Subtotal Support DGSF 1,063   1,063   1,063   

Total NSF 1,102   1,102   1,102   
DGSF / NSF Factor 1.22     1.22     1.22     

Total DGSF 1,343   1,343   1,343   

Room Quantity Area Sum

Growth

10 Baltimore City Sheriff's Office
10.13 Child Support Process Service

2015 2020 2030

Key Growth Indicator 105% 110% 120%

ID Name / Function Std
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 DS Supervisor Wk80 80 1 1 1 80       80       80       
.02 DS Child Support Process Wk64 64 5 6 6 320      384      384      
.03 CS Process Svc Unit Clerk Wk64 64 3 3 4 192      192      256      
.04 Intern Wk64 64 1 1 1 64       64       64       

Subtotal Personnel Quantity 10 11 12
Subtotal Personnel NSF 656      720      784      

DGSF / NSF Factor 1.40     1.40     1.40     
Subtotal Personnel DGSF 918      1,008   1,098   

Support Spaces
.05 Reception - Waiting Seatlg 10 8 9 9 80       90       90       
.06 Counter Counter 40 1 1 1 40       40       40       
.07 CS Files FileLat42 14 15 15 16 210      210      224      
.08 Printer Prnt 20 2 2 2 40       40       40       
.09 Copier Copiermd 40 1 1 1 40       40       40       
.10 Supplies / Storage Storcab 15 3 3 3 45       45       45       
.11 Workarea wktbl 45 2 2 2 90       90       90       

Subtotal Support NSF 545      555      569      
DGSF / NSF Factor 1.32     1.32     1.32     

Subtotal Support DGSF 721      735      752      

Total NSF 1,201   1,275   1,353   
DGSF / NSF Factor 1.37     1.37     1.37     

Total DGSF 1,639   1,743   1,849   

Room Quantity Area Sum

Growth



AECOM B-51Balti more City Circuit Courthouse
Feasibility Study

Baltimore City Sheriff’s Office

10 Baltimore City Sheriff's Office
10.14 Witness Prot./Tactical

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function Std
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 DS Supervisor Wk100 100 1 1 1 100      100      100      All in shared offices -- 2 per ofc
.02 DS WP Staff Wk100 100 7 7 8 700      700      800      All in shared offices -- 2 per ofc

Subtotal Personnel Quantity 8 8 9
Subtotal Personnel NSF 800      800      900      

DGSF / NSF Factor 1.40     1.40     1.40     
Subtotal Personnel DGSF 1,120   1,120   1,260   

Support Spaces
.03 Interview / Observation Conf8 160 1 1 1 160      160      160      
.04 Observation Control 80 1 1 1 80       80       80       
.05 Reception / Waiting seatlg 10 4 4 4 40       40       40       
.06 Files FileLat42 14 4 4 4 56       56       56       
.07 Storage / Supplies Storcab 15 2 2 2 30       30       30       
.08 Printer Prnt 20 1 1 1 20       20       20       

Subtotal Support NSF 386      386      386      
DGSF / NSF Factor 1.32     1.32     1.32     

Subtotal Support DGSF 508      508      508      

Total NSF 1,186   1,186   1,286   
DGSF / NSF Factor 1.37     1.37     1.38     

Total DGSF 1,628   1,628   1,768   

Room Quantity Area Sum

Growth

10 Baltimore City Sheriff's Office
10.15 Armory (Weapons)

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function Std
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
Armory Armor2 400 1 1 1 400      400      400      

.01 Special Weapons 0 1 1 1 0         0         0         Incl. above

.02 Ammunition 0 1 1 1 0         0         0         Incl. above

.03 Tactical equipment 0 1 1 1 0         0         0         Incl. above

Subtotal Support NSF 400      400      400      
DGSF / NSF Factor 1.20     1.20     1.20     

Subtotal Support DGSF 480      480      480      

Total NSF 400      400      400      
DGSF / NSF Factor 1.20     1.20     1.20     

Total DGSF 480      480      480      

Growth

Room Quantity Area Sum



AECOM B-52Balti more City Circuit Courthouse
Feasibility Study

Baltimore City Sheriff’s Office

10 Baltimore City Sheriff's Office
10.17 Transportation

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function Std
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 DS Transportation Wk32 32 6 6 7 192      192      224      Shared ofc; in/near holding

Subtotal Personnel Quantity 6 6 7
Subtotal Personnel NSF 192      192      224      

DGSF / NSF Factor 1.40     1.40     1.40     
Subtotal Personnel DGSF 269      269      314      

Support Spaces
.02 Printer Prnt 20 1 1 1 20       20       20       
.03 Mailboxes, worktable wktbl 45 2 2 2 90       90       90       

Subtotal Support NSF 110      110      110      
DGSF / NSF Factor 1.40     1.40     1.40     

Subtotal Support DGSF 154      154      154      

Total NSF 302      302      334      
DGSF / NSF Factor 1.40     1.40     1.40     

Total DGSF 423      423      468      

Room Quantity Area Sum

Growth

10 Baltimore City Sheriff's Office
10.18 Circuit Court Holding

2015 2020 2030

Key Growth Indicator Criminal Filings (in 100s) 102% 104% 107%

ID Name / Function Std
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
01 Pedestrian Sallyport blank 80 2 2 2 160 160 160

Room Quantity Area Sum

Growth



AECOM B-53Balti more City Circuit Courthouse
Feasibility Study

Baltimore City Sheriff’s Office

10 Baltimore City Sheriff's Office
10.17 Transportation

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function Std
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 DS Transportation Wk32 32 6 6 7 192      192      224      Shared ofc; in/near holding

Subtotal Personnel Quantity 6 6 7
Subtotal Personnel NSF 192      192      224      

DGSF / NSF Factor 1.40     1.40     1.40     
Subtotal Personnel DGSF 269      269      314      

Support Spaces
.02 Printer Prnt 20 1 1 1 20       20       20       
.03 Mailboxes, worktable wktbl 45 2 2 2 90       90       90       

Subtotal Support NSF 110      110      110      
DGSF / NSF Factor 1.40     1.40     1.40     

Subtotal Support DGSF 154      154      154      

Total NSF 302      302      334      
DGSF / NSF Factor 1.40     1.40     1.40     

Total DGSF 423      423      468      

Room Quantity Area Sum

Growth

10 Baltimore City Sheriff's Office
10.18 Circuit Court Holding

2015 2020 2030

Key Growth Indicator Criminal Filings (in 100s) 102% 104% 107%

ID Name / Function Std
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Pedestrian Sallyport blank 80 2 2 2 160      160      160      
.02 BCSO Areas
.03 Custody/Control Workstation 200 1 1 1 200      200      200      Line-of-sight on remand hold'g
.04 Remand Holding - Group 160 4 4 4 640      640      640      
.05 Remand Holding - Individual 90 4 4 4 360      360      360      
.06 Fingerprint, Photo, Processing 360 1 1 1 360      360      360      
.07 Other officer work area 240 1 1 1 240      240      240      Svcs as mail, muster, workarea
.08 Sg. Office - Shared Wk100 100 2 2 2 200      200      200      Shared office
.09 Report-writing station Wk48 48 2 2 2 96       96       96       Hotelling workstation
.10 Interview / Screening Interviews Intvsc 80 1 1 1 80       80       80       
.11 Gun-clearing area / weapon locker 80 1 1 1 80       80       80       

Subtotal Support NSF 2,726   2,726   2,726   
DGSF / NSF Factor 0.23     0.23     0.23     

Subtotal Support DGSF 638      638      638      

Total NSF 2,726   2,726   2,726   
DGSF / NSF Factor 0.23     0.23     0.23     

Total DGSF 638      638      638      

Room Quantity Area Sum

Growth



AECOM B-54Balti more City Circuit Courthouse
Feasibility Study

Office of State’s Attorney

11 Office of the State's Attorney
11.01 Administration

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 State Attorney 300 1 1 1 300      300      300      
.02 Executive Assistant 150 1 1 1 150      150      150      
.03 Admin Assistant 100 1 1 1 100      100      100      
.04 Scheduler 100 1 1 1 100      100      100      
.05 Deputy State Attorney 250 3 3 3 750      750      750      
.06 Chief of Operations 200 1 1 1 200      200      200      
.07 Director of External Affairs 150 1 1 1 150      150      150      
.08 Secretary 64 4 4 4 256      256      256      
.09 Chief of Investigations 150 1 1 1 150      150      150      
.10 Special Projects 150 1 1 1 150      150      150      
.11 Chief Fiscal Officer 150 1 1 1 150      150      150      
.12 Facilities Manager 150 1 1 1 150      150      150      
.13 Chief Human Resources 150 1 1 1 150      150      150      
.14 Deputy Chief Human Resources 150 1 1 1 150      150      150      
.15 Human Resources Officers 150 1 1 1 150      150      150      
.16 Clerks/Receptionists 48 2 2 2 96       96       96       

Subtotal Personnel Quantity 22 22 22
Subtotal Personnel NSF 3,152   3,152   3,152   

DGSF / NSF Factor 1.28     1.28     1.28     
Subtotal Personnel DGSF 4,028   4,028   4,028   

Support Spaces
.17 Executive Reception Seating 10 6 6 6 60       60       60       
.18 Executive Conference 16 320 1 1 1 320      320      320      
.19 Copier 40 1 1 1 40       40       40       
.20 Vault 24 2 2 2 48       48       48       
.21 Printer 20 3 3 3 60       60       60       
.22 Fax 20 1 1 1 20       20       20       
.23 Executive Toilet 50 1 1 1 50       50       50       
.24 Coffee Bar 40 2 2 2 80       80       80       
.25 Staff Toilet 50 2 2 2 100      100      100      
.26 Executive Files 12 15 16 16 180      186      192      Electronic filing impact
.27 Human Resource Files 12 6 6 6 66       66       72       Electronic filing impact
.28 Fiscal Files 12 6 6 6 66       66       72       Electronic filing impact
.29 Project Files 12 1 1 1 6         6         6         Electronic filing impact
.30 General Files 12 1 1 1 12       12       12       Electronic filing impact

Subtotal Support NSF 1,108   1,114   1,132   
DGSF / NSF Factor 1.31     1.31     1.31     

Subtotal Support DGSF 1,451   1,458   1,482   

Total NSF 4,260   4,266   4,284   
DGSF / NSF Factor 1.29     1.29     1.29     

Total DGSF 5,479   5,486   5,510   

Room Quantity Area Sum

Growth



AECOM B-55Balti more City Circuit Courthouse
Feasibility Study

Office of State’s Attorney
11 Office of the State's Attorney
11.02 Communication

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Division Chief 150 1 1 1 150      150      150      
.02 Deputy Division Chief 150 2 2 2 300      300      300      
.03 Director of Policy and Planning 150 1 1 1 150      150      150      
.04 Legislative Assistant 120 1 1 1 120      120      120      
.05 Administrative Assistant 64 1 1 1 64       64       64       
.06 Public Information Officer 64 1 1 1 64       64       64       
.07 Intern 48 1 1 1 48       48       48       

Subtotal Personnel Quantity 8 8 8
Subtotal Personnel NSF 896      896      896      

DGSF / NSF Factor 1.32     1.32     1.32     
Subtotal Personnel DGSF 1,182   1,182   1,182   

Support Spaces
.08 Reception Seating 10 4 4 4 40       40       40       
.09 Reception Counter 40 1 1 1 40       40       40       
.10 Copier 40 0 0 0 -      -      -      
.11 Filing 12 13 14 14 158      166      166      Electronic filing impact

Subtotal Support NSF 238      246      246      
DGSF / NSF Factor 1.27     1.26     1.26     

Subtotal Support DGSF 302      312      312      

Total NSF 1,134   1,142   1,142   
DGSF / NSF Factor 1.31     1.31     1.31     

Total DGSF 1,484   1,494   1,494   

Room Quantity Area Sum

Growth

11 Office of the State's Attorney
11.03 Forensics (projected)

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Chief Asst States Attorney 150 1 1 1 150      150      150      
.02 Assistant States Attorney 120 2 2 2 240      240      240      
.03 Law Clerk 64 1 1 1 64       64       64       
.04 Secretary 64 1 1 1 64       64       64       
.05 Investigation 64 1 1 1 64       64       64       
.06 Paralegal 64 1 1 1 64       64       64       

Subtotal Personnel Quantity 7 7 7
Subtotal Personnel NSF 646      646      646      

DGSF / NSF Factor 1.34     1.34     1.34     
Subtotal Personnel DGSF 865      865      865      

Support Spaces
.07 Trial Prep 320 1 1 1 320      320      320      
.08 Filing 12 16 16 17 192      192      204      
.09 Library 12 14 14 15 168      168      180      

Subtotal Support NSF 680      680      704      
DGSF / NSF Factor 1.20     1.20     1.20     

Subtotal Support DGSF 816      816      845      

Total NSF 1,326   1,326   1,350   
DGSF / NSF Factor 1.27     1.27     1.27     

Total DGSF 1,681   1,681   1,710   

Room Quantity Area Sum

Growth



AECOM B-56Balti more City Circuit Courthouse
Feasibility Study

Office of State’s Attorney
11 Office of the State's Attorney
11.04 M.I.S.

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Division Chief 150 1 1 1 150      150      150      
.02 Network Engineer 64 1 1 1 64       64       64       
.03 Help Desk 48 2 2 2 96       96       96       
.04 Data Manager 64 1 1 1 64       64       64       
.05 Graphics Designer 80 2 2 2 160      160      160      

Subtotal Personnel Quantity 7 7 7
Subtotal Personnel NSF 534      534      534      

DGSF / NSF Factor 1.37     1.37     1.37     
Subtotal Personnel DGSF 733      733      733      

Support Spaces
.06 Reception Counter 40 1 1 1 40       40       40       
.07 Copier 40 2 2 2 80       80       80       Graphics Plotters
.08 Graphics Work Area 45 3 3 3 135      135      135      Graphics work area
.09 Filing 12 1 1 1 12       12       12       
.10 Storage 15 8 8 8 120      120      120      
.11 MDF Computer Room 30 10 10 11 300      300      330      
.12 MDF Computer Room 60 2 2 2 120      120      120      

Subtotal Support NSF 807      807      837      
DGSF / NSF Factor 1.39     1.39     1.39     

Subtotal Support DGSF 1,118   1,118   1,160   

Total NSF 1,341   1,341   1,371   
DGSF / NSF Factor 1.38     1.38     1.38     

Total DGSF 1,850   1,850   1,892   

Room Quantity Area Sum

Growth

11 Office of the State's Attorney
11.05 Police Investigation

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Sergeant 120 1 1 1 120      120      120      
.02 Detectives - Executive Protection 64 5 5 5 320      320      320      
.03 Detectives - Summons 64 1 1 1 64       64       64       

Subtotal Personnel Quantity 7 7 7
Subtotal Personnel NSF 504      504      504      

DGSF / NSF Factor 1.38     1.38     1.38     
Subtotal Personnel DGSF 694      694      694      

Support Spaces
.04 Firearms Vault 24 1 1 1 24       24       24       

Subtotal Support NSF 24       24       24       
DGSF / NSF Factor 1.40     1.40     1.40     

Subtotal Support DGSF 34       34       34       

Total NSF 528      528      528      
DGSF / NSF Factor 1.38     1.38     1.38     

Total DGSF 727      727      727      

Room Quantity Area Sum

Growth



AECOM B-57Balti more City Circuit Courthouse
Feasibility Study

Office of State’s Attorney

11 Office of the State's Attorney
11.06 Police Misconduct

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Division Chief 150 1 1 1 150      150      150      
.02 ASA 120 1 1 1 120      120      120      
.03 Investigator 100 2 2 2 200      200      200      
.04 Administration Assistant 100 1 1 1 100      100      100      

Subtotal Personnel Quantity 5 5 5
Subtotal Personnel NSF 570      570      570      

DGSF / NSF Factor 1.35     1.35     1.35     
Subtotal Personnel DGSF 771      771      771      

Support Spaces
.05 Reception Seating 10 4 4 4 40       40       40       
.06 Reception Counter 40 1 1 1 40       40       40       
.07 Conference 8 160 1 1 1 160      160      160      
.08 Interview 120 1 1 1 120      120      120      
.09 Copier 40 1 1 1 40       40       40       
.10 Filing 12 8 8 8 96       96       96       
.11 Storage 15 2 2 2 30       30       30       
.12 Printer 20 1 1 1 20       20       20       
.13 Coffee Bar 40 1 1 1 40       40       40       
.14 Staff Toilet 50 2 2 2 100      100      100      

Subtotal Support NSF 686      686      686      
DGSF / NSF Factor 1.34     1.34     1.34     

Subtotal Support DGSF 916      916      916      

Total NSF 1,256   1,256   1,256   
DGSF / NSF Factor 1.34     1.34     1.34     

Total DGSF 1,687   1,687   1,687   

Growth

Room Quantity Area Sum



AECOM B-58Balti more City Circuit Courthouse
Feasibility Study

Office of State’s Attorney
11 Office of the State's Attorney
11.07 Training

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Director 150 1 1 1 150      150      150      
.02 Attorney 120 2 2 2 240      240      240      
.03 Law Clerk 64 2 2 2 128      128      128      
.04 Executive Assistant 120 1 1 1 120      120      120      
.05 Administrative Assistant 64 1 1 1 64       64       64       

Subtotal Personnel Quantity 7 7 7
Subtotal Personnel NSF 702      702      702      

DGSF / NSF Factor 1.33     1.33     1.33     
Subtotal Personnel DGSF 932      932      932      

Support Spaces
.06 Reception Seating 10 2 2 2 20       20       20       
.08 Copier 40 1 1 1 40       40       40       
.09 Work Area 45 1 1 1 45       45       45       Training Binder Preparation
.10 Storage 15 8 8 8 120      120      120      
.11 Library 12 12 12 13 144      144      156      
.12 Computer Lab 600 1 1 1 600      600      600      
.13 Large Classroom 1200 1 1 1 1,200   1,200   1,200   Training Binder Preparation
.14 Moot Courtroom 800 4 4 4 3,200   3,200   3,200   
.15 Coffee Bar 40 1 1 1 40       40       40       
.16 Staff Toilet 50 2 2 2 100      100      100      

Subtotal Support NSF 5,509   5,509   5,521   
DGSF / NSF Factor 1.16     1.16     1.15     

Subtotal Support DGSF 6,376   6,376   6,376   

Total NSF 6,211   6,211   6,223   
DGSF / NSF Factor 1.18     1.18     1.17     

Total DGSF 7,308   7,308   7,308   

Growth

Room Quantity Area Sum

11 Office of the State's Attorney
11.08 Circuit Court Domestic Violence

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 ASA 120 4 4 5 480      480      600      
.02 Law Clerk 64 1 1 1 64       64       64       
.03 Social Worker 80 1 1 1 80       80       80       

Subtotal Personnel Quantity 6 6 7
Subtotal Personnel NSF 624      624      744      

DGSF / NSF Factor 1.32     1.32     1.32     
Subtotal Personnel DGSF 826      826      982      

Support Spaces
.04 Reception Seating 10 6 6 7 60       60       70       
.05 Reception Counter 40 1 1 1 40       40       40       
.06 Play Area 10 3 3 3 30       30       30       
.07 Conference 0 0 0 0 -      -      -      shared
.08 Trial Prep / Client Conference 160 1 1 1 160      160      160      
.09 Interview 120 1 1 1 120      120      120      
.11 Filing 12 4 4 5 48       48       55       Electronic filing impact

Subtotal Support NSF 458      458      475      
DGSF / NSF Factor 1.30     1.30     1.31     

Subtotal Support DGSF 597      597      622      

Total NSF 1,082   1,082   1,219   
DGSF / NSF Factor 1.31     1.31     1.31     

Total DGSF 1,422   1,422   1,603   

Growth

Room Quantity Area Sum



AECOM B-59Balti more City Circuit Courthouse
Feasibility Study

Office of State’s Attorney
11 Office of the State's Attorney
11.09 Auto Forfeiture (civil)

2015 2020 2030

Key Growth Indicator 104% 108% 113%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Division Chief 150 1 1 1 150      150      150      
.02 ASA 120 1 1 1 120      120      120      
.03 Law Clerk 64 1 1 1 64       64       64       
.04 Forfeiture Coordinator 48 1 1 1 48       48       48       
.05 Administrative Assistant 64 1 1 1 64       64       64       

Subtotal Personnel Quantity 5 5 5
Subtotal Personnel NSF 446      446      446      

DGSF / NSF Factor 1.34     1.34     1.34     
Subtotal Personnel DGSF 597      597      597      

Support Spaces
.06 Reception Seating 10 2 2 2 20       20       20       
.07 Reception Counter 40 1 1 1 40       40       40       
.08 Cashier 40 1 1 1 40       40       40       Attack/bullet resistant 
.09 Filing 12 7 7 7 79       87       87       Electronic filing impact
.10 Storage 15 2 2 2 30       30       30       
.11 Vault 24 1 1 1 24       24       24       Checks, Titles
.12 Scanner 40 1 1 1 40       40       40       
.13 Mail 40 1 1 1 40       40       40       Case Files

Subtotal Support NSF 313      321      321      
DGSF / NSF Factor 1.40     1.40     1.40     

Subtotal Support DGSF 438      450      450      

Total NSF 759      767      767      
DGSF / NSF Factor 1.36     1.36     1.36     

Total DGSF 1,036   1,047   1,047   

Room Quantity Area Sum

Growth

11 Office of the State's Attorney
11.10 Collateral

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Team Captain 120 1 1 1 120      120      120      
.02 ASA 120 5 5 5 600      600      600      
.03 ASA VCRS 120 1 1 1 120      120      120      
.04 Secretary 64 2 2 2 128      128      128      
.05 Paralegal / Law Clerk 64 1 1 1 64       64       64       
.06 Secretary 64 1 1 1 64       64       64       
.07 Intern / Volunteer 48 1 1 1 48       48       48       

Subtotal Personnel Quantity 12 12 12
Subtotal Personnel NSF 1,144   1,144   1,144   

DGSF / NSF Factor 1.33     1.33     1.33     
Subtotal Personnel DGSF 1,518   1,518   1,518   

Support Spaces
.08 Trial Prep / Client Conference 160 1 1 1 160      160      160      
.10 Filing 12 5 5 5 63       63       63       Electronic filing impact

Subtotal Support NSF 223      223      223      
DGSF / NSF Factor 1.26     1.26     1.26     

Subtotal Support DGSF 281      281      281      

Total NSF 1,367   1,367   1,367   
DGSF / NSF Factor 1.32     1.32     1.32     

Total DGSF 1,798   1,798   1,798   

Room Quantity Area Sum

Growth



AECOM B-60Balti more City Circuit Courthouse
Feasibility Study

Office of State’s Attorney
11 Office of the State's Attorney
11.11 District Court Domestic Violence

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Chief 200 1 1 1 200      200      200      
.02 ASA District 120 4 4 5 480      480      600      
.03 Social Worker 100 1 1 1 100      100      100      
.04 Advocate 100 2 2 2 200      200      200      
.05 Investigator 64 1 1 1 64       64       64       
.06 Law Clerk 64 1 1 1 64       64       64       
.07 Intern 48 2 2 2 96       96       96       

Subtotal Personnel Quantity 12 12 13
Subtotal Personnel NSF 1,204   1,204   1,324   

DGSF / NSF Factor 1.33     1.33     1.32     
Subtotal Personnel DGSF 1,598   1,598   1,754   

Support Spaces
.08 Reception Seating 10 10 11 12 100      110      120      
.09 Reception Counter 40 1 1 1 40       40       40       
.10 Play Area 150 1 1 1 150      150      150      
.11 Trial Prep /  Client Conference 160 1 1 1 160      160      160      
.12 Interview 120 1 1 1 120      120      120      with recording
.14 Filing 14 11 11 11 148      148      157      Electronic filing impact

Subtotal Support NSF 718      728      747      
DGSF / NSF Factor 1.30     1.28     1.26     

Subtotal Support DGSF 931      934      943      

Total NSF 1,922   1,932   2,071   
DGSF / NSF Factor 1.32     1.31     1.30     

Total DGSF 2,529   2,532   2,697   

Room Quantity Area Sum

Growth

11 Office of the State's Attorney
11.12 Economic Crimes

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Division Chief 150 1 1 1 150      150      150      
.02 ASA 120 6 6 6 720      720      720      
.03 Paralegal 64 1 1 1 64       64       64       
.04 Legal Assistant 64 1 1 1 64       64       64       
.05 Investigator 64 3 3 3 192      192      192      
.06 Auditor/Forensic Accountant 64 1 1 1 64       64       64       
.07 Identity Theft Assistant States Attorney 120 1 1 1 120      120      120      
.08 Identify Theft Investigators 64 1 1 1 64       64       64       

Subtotal Personnel Quantity 15 15 15
Subtotal Personnel NSF 1,438   1,438   1,438   

DGSF / NSF Factor 1.33     1.33     1.33     
Subtotal Personnel DGSF 1,914   1,914   1,914   

Support Spaces
.10 Filing 12 20 20 21 238      246      253      Electronic filing impact
.12 Vault 24 3 3 3 72       72       72       
.13 Shelving 20 24 24 25 488      488      502      Electronic filing impact

Subtotal Support NSF 798      806      827      
DGSF / NSF Factor 1.22     1.22     1.19     

Subtotal Support DGSF 972      982      982      

Total NSF 2,236   2,244   2,265   
DGSF / NSF Factor 1.29     1.29     1.28     

Total DGSF 2,886   2,896   2,896   

Room Quantity Area Sum

Growth



AECOM B-61Balti more City Circuit Courthouse
Feasibility Study

Office of State’s Attorney

11 Office of the State's Attorney
11.13 Felony Family Violence

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Division Chief 150 1 1 1 150      150      150      
.02 ASA 120 5 6 6 600      720      720      
.03 ASA Early Intervention 120 1 1 1 120      120      120      
.04 Investigator 64 2 2 2 128      128      128      
.05 Social Worker Supervisor 120 2 2 2 240      240      240      
.06 Social Worker 80 1 1 1 80       80       80       
.07 Victim Advocate 64 9 10 11 576      640      704      
.08 Victim Advocate On Call 64 1 1 1 64       64       64       
.09 Law Clerk 64 1 1 1 64       64       64       Electronic filing impact

Subtotal Personnel Quantity 23 25 26
Subtotal Personnel NSF 2,022   2,206   2,270   

DGSF / NSF Factor 1.35     1.34     1.35     
Subtotal Personnel DGSF 2,720   2,965   3,055   

Support Spaces
.10 Reception Seating 10 8 9 9 80       90       90       
.11 Reception Counter 40 1 1 1 40       40       40       
.12 Play Area 10 3 3 3 30       30       30       
.13 Trial Prep / Client Conference 160 1 1 1 160      160      160      
.14 Interview 120 2 2 2 240      240      240      
.15 Filing 12 24 25 27 285      301      325      Electronic filing impact
.18 Shelving 20 3 3 3 60       60       60       
.19 Video Monitoring Room 20 1 1 1 20       20       20       
.20 Child Interview 160 1 1 1 160      160      160      

Subtotal Support NSF 1,075   1,101   1,125   
DGSF / NSF Factor 1.27     1.27     1.26     

Subtotal Support DGSF 1,360   1,393   1,422   

Total NSF 3,097   3,307   3,395   
DGSF / NSF Factor 1.32     1.32     1.32     

Total DGSF 4,080   4,359   4,477   

Room Quantity Area Sum

Growth



AECOM B-62Balti more City Circuit Courthouse
Feasibility Study

Office of State’s Attorney
11 Office of the State's Attorney
11.14 F.I.V.E.

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Division Chief 150 1 1 1 150      150      150      
.02 Deputy Division Chief 150 1 1 1 150      150      150      
.03 Team Captain ASA 120 2 2 2 240      240      240      
.04 ASA 120 13 13 14 1,560   1,560   1,680   
.05 Law Clerk 64 0 0 0 -      -      -      
.06 Victim / Witness Coordinator 64 2 2 2 128      128      128      
.07 Secretary 64 3 3 3 192      192      192      

Subtotal Personnel Quantity 22 22 23
Subtotal Personnel NSF 2,420   2,420   2,540   

DGSF / NSF Factor 1.31     1.31     1.31     
Subtotal Personnel DGSF 3,178   3,178   3,334   

Support Spaces
.08 Interview 120 4 4 4 480      480      480      
.09 Filing 12 60 61 63 721      737      752      Electronic filing impact
.11 Printer 20 0 0 0 -      -      -      
.12 Shelving 20 20 20 21 396      409      422      Electronic filing impact

Subtotal Support NSF 1,597   1,626   1,655   
DGSF / NSF Factor 1.21     1.21     1.21     

Subtotal Support DGSF 1,928   1,962   1,996   

Total NSF 4,017   4,046   4,195   
DGSF / NSF Factor 1.27     1.27     1.27     

Total DGSF 5,106   5,140   5,330   

Area Sum

Growth

Room Quantity

11 Office of the State's Attorney
11.15 Gang (projected)

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Division Chief ASA 150 1 1 1 150      150      150      
.02 ASA - District Court 120 2 2 2 240      240      240      
.03 ASA-Circuit Court 120 2 2 2 240      240      240      
.04 Law Clerk 64 1 1 1 64       64       64       
.05 Investigator 64 1 1 1 64       64       64       
.06 Secretary 64 1 1 1 64       64       64       

Subtotal Personnel Quantity 8 8 8
Subtotal Personnel NSF 822      822      822      

DGSF / NSF Factor 1.32     1.32     1.32     
Subtotal Personnel DGSF 1,088   1,088   1,088   

Support Spaces
.07 Private Reception 10 2 2 2 20       20       20       
.08 Interview 120 1 1 1 120      120      120      
.10 Filing 12 12 13 13 143      150      150      Electronic filing impact

Subtotal Support NSF 283      290      290      
DGSF / NSF Factor 1.31     1.26     1.26     

Subtotal Support DGSF 369      365      365      

Total NSF 1,105   1,112   1,112   
DGSF / NSF Factor 1.32     1.31     1.31     

Total DGSF 1,457   1,452   1,452   

Room Quantity Area Sum

Growth



AECOM B-63Balti more City Circuit Courthouse
Feasibility Study

Office of State’s Attorney
11 Office of the State's Attorney
11.16 General Trial

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Division Chief 150 1 1 1 150      150      150      
.02 Team Captain ASA 120 2 2 2 240      240      240      
.03 Screening ASA 120 6 6 6 720      720      720      
.04 Screening Secretary 64 3 3 3 192      192      192      
.05 Office Supervisor 80 1 1 1 80       80       80       
.06 Investigator 64 1 1 1 64       64       64       
.07 ASA Circuit Court 120 10 10 11 1,200   1,200   1,320   
.08 Law Clerk 64 2 2 2 128      128      128      Electronic filing impact
.09 Circuit Court Secretary 64 3 3 3 192      192      192      

Subtotal Personnel Quantity 29 29 30
Subtotal Personnel NSF 2,966   2,966   3,086   

DGSF / NSF Factor 1.32     1.32     1.32     
Subtotal Personnel DGSF 3,921   3,921   4,077   

Support Spaces
.10 Interview 120 2 2 2 240      240      240      
.11 Filing 12 67 68 70 800      816      840      Electronic filing impact

Subtotal Support NSF 1,040   1,056   1,080   
DGSF / NSF Factor 1.18     1.18     1.18     

Subtotal Support DGSF 1,232   1,250   1,277   

Total NSF 4,006   4,022   4,166   
DGSF / NSF Factor 1.29     1.29     1.29     

Total DGSF 5,153   5,172   5,355   

Room Quantity Area Sum

Growth

11 Office of the State's Attorney
11.17 Homicide

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Division Chief 150 1 1 1 150      150      150      
.02 Team Captain ASA 120 3 3 3 360      360      360      
.03 Trial Attorney ASA 120 13 13 14 1,560   1,560   1,680   
.04 Secretary 64 5 5 5 320      320      320      
.05 Law Clerk 64 6 6 6 384      384      384      Electronic filing impact

Subtotal Personnel Quantity 28 28 29
Subtotal Personnel NSF 2,774   2,774   2,894   

DGSF / NSF Factor 1.33     1.33     1.32     
Subtotal Personnel DGSF 3,677   3,677   3,833   

Support Spaces
.06 Vault 24 4 4 4 96       96       96       
.07 Library 12 6 6 6 72       72       72       

Subtotal Support NSF 168      168      168      
DGSF / NSF Factor 1.40     1.40     1.40     

Subtotal Support DGSF 235      235      235      

Total NSF 2,942   2,942   3,062   
DGSF / NSF Factor 1.33     1.33     1.33     

Total DGSF 3,912   3,912   4,068   

Room Quantity Area Sum

Growth



AECOM B-64Balti more City Circuit Courthouse
Feasibility Study

Office of State’s Attorney
11 Office of the State's Attorney
11.18 Misdemeanor

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Division Chief 150 1 1 1 150      150      150      
.02 Team Captain ASA 120 2 2 2 240      240      240      
.03 ASA 120 15 16 16 1,800   1,920   1,920   
.04 Law Clerk 64 2 2 2 128      128      128      
.05 Secretary 64 2 2 2 128      128      128      
.06 Investigator 64 2 2 2 128      128      128      
.07 File Clerk 48 0 0 0 -      -      -      Electronic filing impact

Subtotal Personnel Quantity 24 25 25
Subtotal Personnel NSF 2,574   2,694   2,694   

DGSF / NSF Factor 1.31     1.31     1.31     
Subtotal Personnel DGSF 3,385   3,541   3,541   

Support Spaces
.09 Filing 12 34 34 35 404      404      420      Electronic filing impact

Subtotal Support NSF 404      404      420      
DGSF / NSF Factor 1.20     1.20     1.20     

Subtotal Support DGSF 485      485      504      

Total NSF 2,978   3,098   3,114   
DGSF / NSF Factor 1.30     1.30     1.30     

Total DGSF 3,869   4,025   4,044   

Room Quantity Area Sum

Growth

11 Office of the State's Attorney
11.19 Narcotics

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Division Chief 150 1 1 1 150      150      150      
.02 Deputy Division Chief 150 1 1 1 150      150      150      
.03 Team Captain ASA 120 3 3 3 360      360      360      
.04 ASA 120 13 13 14 1,560   1,560   1,680   
.05 Paralegal / Law Clerk 64 2 2 2 128      128      128      
.06 Investigation Senior ASA 120 1 1 1 120      120      120      
.07 Investigation Team Captain ASA 120 1 1 1 120      120      120      
.08 Investigation ASA 120 8 8 9 960      960      1,080   
.09 Investigation ASA Special 120 2 2 2 240      240      240      
.10 Support Staff 48 4 4 4 192      192      192      
.11 Grand Jury Secretary 64 1 1 1 64       64       64       
.12 Intern 48 1 1 1 48       48       48       
.13 ASA 120 3 3 3 360      360      360      
.14 Support Staff 48 2 2 2 96       96       96       Electronic filing impact
.15 Law Clerk 64 1 1 1 64       64       64       
.16 Paralegal 64 1 1 1 64       64       64       

Subtotal Personnel Quantity 45 45 47
Subtotal Personnel NSF 4,676   4,676   4,916   

DGSF / NSF Factor 1.31     1.31     1.31     
Subtotal Personnel DGSF 6,144   6,144   6,456   

Support Spaces
.18 Filing 12 50 51 52 602      610      626      Electronic filing impact

Subtotal Support NSF 602      610      626      
DGSF / NSF Factor 1.15     1.15     1.15     

Subtotal Support DGSF 692      701      720      

Total NSF 5,278   5,286   5,542   
DGSF / NSF Factor 1.30     1.30     1.29     

Total DGSF 6,837   6,846   7,176   

Room Quantity Area Sum

Growth



AECOM B-65Balti more City Circuit Courthouse
Feasibility Study

Office of State’s Attorney
11 Office of the State's Attorney
11.20 Numbering

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Clerk Team Leader 80 1 1 1 80       80       80       
.02 Numbering Clerk 48 2 2 2 96       96       96       Electronic filing impact

Subtotal Personnel Quantity 3 3 3
Subtotal Personnel NSF 176      176      176      

DGSF / NSF Factor 1.40     1.40     1.40     
Subtotal Personnel DGSF 246      246      246      

Support Spaces
.03 Reception Counter 40 1 1 1 40       40       40       
.05 Transmittal Filing 12 4 4 4 48       48       48       
.07 Shelving 20 17 17 17 330      343      343      Electronic filing impact

Subtotal Support NSF 418      431      431      
DGSF / NSF Factor 1.24     1.24     1.24     

Subtotal Support DGSF 519      535      535      

Total NSF 594      607      607      
DGSF / NSF Factor 1.29     1.29     1.29     

Total DGSF 766      781      781      

Growth

Room Quantity Area Sum

11 Office of the State's Attorney
11.21 Sex Offense

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Chief ASA 150 1 1 1 150      150      150      
.02 Deputy Chief ASA 150 1 1 1 150      150      150      
.03 ASA 120 4 4 4 480      480      480      
.04 ASA Team Leader 120 2 2 2 240      240      240      
.05 Investigator 64 2 2 2 128      128      128      
.06 Office Supervisor 80 1 1 1 80       80       80       
.08 Clerk 48 1 1 1 48       48       48       Electronic filing impact
.09 Victim Advocate 64 1 1 1 64       64       64       

Subtotal Personnel Quantity 13 13 13
Subtotal Personnel NSF 1,340   1,340   1,340   

DGSF / NSF Factor 1.32     1.32     1.32     
Subtotal Personnel DGSF 1,774   1,774   1,774   

Support Spaces
.09 Reception Seating 10 10 10 11 100      100      110      
.10 Reception Counter 40 1 1 1 40       40       40       
.11 Child Waiting/Play 10 4 4 4 40       40       40       
.12 Trial Prep / Client Conference 160 1 1 1 160      160      160      
.13 Interview 120 1 1 1 120      120      120      
.14 Filing 12 13 14 14 158      166      166      Electronic filing impact
.15 Shelving 20 5 5 5 106      106      106      Electronic filing impact

Subtotal Support NSF 724      732      742      
DGSF / NSF Factor 1.28     1.28     1.27     

Subtotal Support DGSF 927      937      940      

Total NSF 2,064   2,072   2,082   
DGSF / NSF Factor 1.31     1.31     1.30     

Total DGSF 2,701   2,711   2,714   

Growth

Room Quantity Area Sum



AECOM B-66Balti more City Circuit Courthouse
Feasibility Study

Office of State’s Attorney

11 Office of the State's Attorney
11.22 VCRS (projected)

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Division Chief 150 1 1 1 150      150      150      
.02 Team Captain 120 3 3 3 360      360      360      
.03 ASA 120 3 3 3 360      360      360      
.04 Secretary 64 1 1 1 64       64       64       
.05 Law Clerk 64 1 1 1 64       64       64       
.06 Investigator 64 1 1 1 64       64       64       
.07 Analyst 64 1 1 1 64       64       64       

Subtotal Personnel Quantity 11 11 11
Subtotal Personnel NSF 1,126   1,126   1,126   

DGSF / NSF Factor 1.32     1.32     1.32     
Subtotal Personnel DGSF 1,489   1,489   1,489   

Support Spaces
.09 Filing 12 13 14 14 158      166      166      Electronic filing impact
.13 Shelving 20 7 7 7 132      132      145      Electronic filing impact

Subtotal Support NSF 290      298      312      
DGSF / NSF Factor 1.25     1.24     1.25     

Subtotal Support DGSF 362      371      388      

Total NSF 1,416   1,424   1,438   
DGSF / NSF Factor 1.31     1.31     1.31     

Total DGSF 1,851   1,861   1,878   

Growth

Room Quantity Area Sum



AECOM B-67Balti more City Circuit Courthouse
Feasibility Study

Office of State’s Attorney

11 Office of the State's Attorney
11.23 Victim / Witness Services

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Division Chief 150 1 1 1 150      150      150      
.02 Deputy Division Chief 150 1 1 1 150      150      150      
.03 Victim Specialist 64 1 1 1 64       64       64       
.04 Bilinqual Specialist 100 1 1 1 100      100      100      
.05 Office Assistant 48 1 1 1 48       48       48       
.06 Witness Assistance Coordinator 64 2 2 2 128      128      128      
.07 Victim Services Counselor 64 1 1 1 64       64       64       
.08 Assigned Staff 48 0 0 0 -      -      -      Electronic filing impact

Subtotal Personnel Quantity 8 8 8
Subtotal Personnel NSF 704      704      704      

DGSF / NSF Factor 1.36     1.36     1.36     
Subtotal Personnel DGSF 956      956      956      

Support Spaces
.09 Reception Seating 10 81 82 84 810      820      840      
.10 Reception Counter 40 2 2 2 80       80       80       
.11 Private Seating 10 8 8 8 80       80       80       
.12 Conference 16 320 1 1 1 320      320      320      
.13 Conference 8 160 1 1 1 160      160      160      
.14 Interview 120 1 1 1 120      120      120      
.15 Copier 40 1 1 1 40       40       40       
.16 Filing 12 34 34 35 404      404      420      Electronic filing impact
.17 Vault 24 2 2 2 48       48       48       
.18 Diaper Storage 20 2 2 2 40       40       40       

Subtotal Support NSF 2,102   2,112   2,148   
DGSF / NSF Factor 1.21     1.21     1.21     

Subtotal Support DGSF 2,551   2,563   2,605   

Total NSF 2,806   2,816   2,852   
DGSF / NSF Factor 1.25     1.25     1.25     

Total DGSF 3,507   3,519   3,561   

Growth

Room Quantity Area Sum



AECOM B-68Balti more City Circuit Courthouse
Feasibility Study

Office of State’s Attorney
11 Office of the State's Attorney
11.24 Family Bereavement

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Director Therapist Counselor 150 1 1 1 150      150      150      
.02 Therapist / Counselor 120 1 1 1 120      120      120      
.03 Victim Advocate 64 2 2 2 128      128      128      
.04 Program Assistant 64 1 1 1 64       64       64       
.05 Intern 48 0 0 0 -      -      -      Electronic filing impact

Subtotal Personnel Quantity 5 5 5
Subtotal Personnel NSF 462      462      462      

DGSF / NSF Factor 1.34     1.34     1.34     
Subtotal Personnel DGSF 620      620      620      

Support Spaces
.06 Reception Seating 10 15 15 16 150      150      160      
.07 Reception Counter 40 1 1 1 40       40       40       
.08 Play Area 150 1 1 1 150      150      150      
.09 Conference 16 320 1 1 1 320      320      320      
.10 Copier 40 1 1 1 40       40       40       
.11 Filing 12 10 10 11 119      119      127      Electronic filing impact
.12 Storage 15 4 4 4 60       60       60       

Subtotal Support NSF 879      879      897      
DGSF / NSF Factor 1.28     1.28     1.26     

Subtotal Support DGSF 1,124   1,124   1,132   

Total NSF 1,341   1,341   1,359   
DGSF / NSF Factor 1.30     1.30     1.29     

Total DGSF 1,744   1,744   1,752   

Growth

Room Quantity Area Sum

11 Office of the State's Attorney
11.25 Team Core Support Units

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Reception Seating 10 62 63 66 620      630      660      6 @ each of 10 separate cores
.02 Reception Counter 40 1 1 1 40       40       40       1 @ each of 10 separate cores
.03 Conference 8 160 20 21 22 3,200   3,360   3,520   2 @ each of 10 separate cores
.04 Copier 40 10 11 11 400      440      440      1 @ each of 10 separate cores
.05 Storage 15 31 32 33 465      480      495      3 @ each of 10 separate cores
.06 Mail Station 40 10 11 11 400      440      440      1 @ each of 10 separate cores
.07 Telephone Equipment Rooms 80 6 6 7 480      480      560      1 @ each of 10 separate cores
.08 Electronic Equipment Rooms 120 6 6 7 720      720      840      1 @ each of 10 separate cores
.09 Coffee Bar 40 6 6 7 240      240      280      1 @ each of 10 separate cores
.10 Staff Toilet 50 21 21 22 1,050   1,050   1,100   2 @ each of 10 separate cores

Subtotal Support NSF 7,615   7,880   8,375   
DGSF / NSF Factor 1.27     1.27     1.27     

Subtotal Support DGSF 9,701   10,035 10,673 

Total NSF 7,615   7,880   8,375   
DGSF / NSF Factor 1.27     1.27     1.27     

Total DGSF 9,701   10,035 10,673 

Growth

Room Quantity Area Sum



AECOM B-69Balti more City Circuit Courthouse
Feasibility Study

Office of State’s Attorney

11 Office of the State's Attorney
11.26 Cluster Core Support Units

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Reception Seating 10 41 42 44 410      420      440      10 @ each of 4 clusters
.02 Reception Counter 40 4 4 4 160      160      160      1  @ each of 4 clusters
.03 Conference 16 320 4 4 4 1,280   1,280   1,280   1  @ each of 4 clusters
.04 Conference 8 160 4 4 4 640      640      640      1 @ each of 4 clusters
.05 Large Conference 1000 1 1 1 1,000   1,000   1,000   1 area per Department
.06 Library 14 8 8 9 112      112      126      1 area per Department
.07 Mail Center 40 3 3 3 120      120      120      
.08 Data Systems Room 30 3 3 3 90       90       90       
.09 Break Room 100 4 4 4 400      400      400      1  @ each of 4 clusters
.10 Break Seating 16 98 101 105 1,568   1,616   1,680   24 seats @ each of 4 clusters
.11 Staff Toilet 50 4 4 4 200      200      200      2  @ each of 4 clusters

Subtotal Support NSF 5,980   6,038   6,136   
DGSF / NSF Factor 1.20     1.20     1.20     

Subtotal Support DGSF 7,174   7,239   7,352   

Total NSF 5,980   6,038   6,136   
DGSF / NSF Factor 1.20     1.20     1.20     

Total DGSF 7,174   7,239   7,352   

Growth

Room Quantity Area Sum

11 Office of the State's Attorney
11.27 Department Filing

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Filing 12 81 83 86 974      998      1,038   Electronic filing impact
.02 Shelving 20 576 590 614 11,510 11,801 12,276 Electronic filing impact

Subtotal Support NSF 12,485 12,799 13,314 
DGSF / NSF Factor 1.10     1.10     1.10     

Subtotal Support DGSF 13,782 14,128 14,645 

Total NSF 12,485 12,799 13,314 
DGSF / NSF Factor 1.10     1.10     1.10     

Total DGSF 13,782 14,128 14,645 

Growth

Room Quantity Area Sum



AECOM 04-70Baltimore City Circuit Courthouse
Feasibility Study

Office of State’s Attorney
11 Office of the State's Attorney
11.28 Juvenile Courts Division

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Division Chief 150 1 1 1 150      150      150      
.02 Deputy Division Chief 150 1 1 1 150      150      150      
.03 Team Captain Trial 120 3 3 3 360      360      360      
.04 ASA Trial 120 16 17 18 1,920   2,040   2,160   
.05 Law Clerk Trial 64 5 5 6 320      320      384      
.06 Office Manager 120 1 1 1 120      120      120      
.07 Victim / Witness Coordinator 64 2 2 2 128      128      128      
.08 Docket Clerk 48 3 3 3 144      144      144      Electronic filing impact
.09 SAVE Clerk 48 1 1 1 48       48       48       
.10 Receptionist 48 1 1 1 48       48       48       
.11 Investigator 64 2 2 2 128      128      128      
.12 Police Liaison 64 1 1 1 64       64       64       

Subtotal Personnel Quantity 37 38 40
Subtotal Personnel NSF 3,580   3,700   3,884   

DGSF / NSF Factor 1.32     1.32     1.32     
Subtotal Personnel DGSF 4,742   4,898   5,144   

Support Spaces
.13 Reception Seating 10 20 21 22 200      210      220      
.14 Reception Counter 40 2 2 2 80       80       80       
.15 Interview 120 3 3 3 360      360      360      
.16 Copier 40 2 2 2 80       80       80       
.17 Filing 12 13 14 15 158      166      174      Electronic filing impact
.18 Storage 15 4 4 4 60       60       60       

Subtotal Support NSF 938      956      974      
DGSF / NSF Factor 1.29     1.28     1.28     

Subtotal Support DGSF 1,206   1,228   1,249   

Total NSF 4,518   4,656   4,858   
DGSF / NSF Factor 1.32     1.32     1.32     

Total DGSF 5,948   6,126   6,393   

Room Quantity Area Sum

Growth

11 Office of the State's Attorney
11.29 Juvenile Intake Unit

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Team Captain ASA 120 1 1 1 120      120      120      
.02 ASA 120 3 3 3 360      360      360      
.03 Law Clerk 64 1 1 1 64       64       64       
.04 Paternity Law Clerk 64 1 1 1 64       64       64       
.05 Paternity Clerk 48 3 3 3 144      144      144      

Subtotal Personnel Quantity 9 9 9
Subtotal Personnel NSF 752      752      752      

DGSF / NSF Factor 1.34     1.34     1.34     
Subtotal Personnel DGSF 1,005   1,005   1,005   

Total NSF 752      752      752      
DGSF / NSF Factor 1.34     1.34     1.34     

Total DGSF 1,005   1,005   1,005   

Room Quantity Area Sum

Growth



AECOM B-71Balti more City Circuit Courthouse
Feasibility Study

Office of State’s Attorney

11 Office of the State's Attorney
11.30 PFL

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Program Manager 150 1 1 1 150      150      150      
.02 Educational Specialist 120 1 1 1 120      120      120      

Subtotal Personnel Quantity 2 2 2
Subtotal Personnel NSF 270      270      270      

DGSF / NSF Factor 1.30     1.30     1.30     
Subtotal Personnel DGSF 351      351      351      

Total NSF 270      270      270      
DGSF / NSF Factor 1.30     1.30     1.30     

Total DGSF 351      351      351      

Room Quantity Area Sum

Growth

11 Office of the State's Attorney
11.31 Cyber Crimes Unit

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Division Chief 150 1 1 1 150      150      150      
.02 ASA 120 2 2 2 240      240      240      
.03 Secretary 64 1 1 1 64       64       64       
.04 Forensics Examiner 64 2 2 2 128      128      128      

Subtotal Personnel Quantity 6 6 6
Subtotal Personnel NSF 582      582      582      

DGSF / NSF Factor 1.33     1.33     1.33     
Subtotal Personnel DGSF 776      776      776      

Support Spaces
.05 Interview 120 1 1 1 120      120      120      
.06 Copier 40 1 1 1 40       40       40       
.07 Electronics Lab 45 4 4 4 180      180      180      

Subtotal Support NSF 340      340      340      
DGSF / NSF Factor 1.36     1.36     1.36     

Subtotal Support DGSF 464      464      464      

Total NSF 922      922      922      
DGSF / NSF Factor 1.34     1.34     1.34     

Total DGSF 1,240   1,240   1,240   

Room Quantity Area Sum

Growth



AECOM B-72Balti more City Circuit Courthouse
Feasibility Study

Department of Public Safety & Correctional Services

12 Dept. of Public Safety Corr. Svcs
12.01 Adult Central Holding

2015 2020 2030

Key Growth Indicator Criminal Filings (in 100s) 102% 104% 107%

ID Name / Function Std
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 BCDSCS Major Off120 120 1 1 1 120      120      120      
.02 BCDSCS Sergeant Wk80 80 4 4 4 320      320      320      Open
.03 DOC Off100 100 1 1 1 100      100      100      

Subtotal Personnel Quantity 6 6 6
Subtotal Personnel NSF 540      540      540      

DGSF / NSF Factor 1.38     1.38     1.38     
Subtotal Personnel DGSF 744      744      744      

Support Spaces
.04 Vehicle Sallyport SallyV 1600 2 2 2 3,200   3,200   3,200   
.05 Pedestrian Sallyport SallyP 160 3 3 3 480      480      480      
.06 Restraint Storage SecStor 15 20 21 21 300      315      315      
.07 Search Room Intvsc 80 1 1 1 80       80       80       
.08 Large Group Holding Hold10 180 6 6 6 1,080   1,080   1,080   
.09 Medium Group Holding Hold8 120 8 8 8 960      960      960      
.10 Small Group Holding Hold4 80 20 21 21 1,600   1,680   1,680   
.11 Individual Holding Hold1 40 41 41 42 1,640   1,640   1,680   
.12 Galley break 100 1 1 1 100      100      100      
.13 Control Room CtrCtrl 175 2 2 2 350      350      350      
.14 Galley coffee 40 1 1 1 40       40       40       
.15 Toilet Toilet 50 1 1 1 50       50       50       
.16 Male Staff Lockers Lckrlg 12 76 77 79 912      924      948      
.17 Male Staff Toilet Toilet 50 3 3 3 150      150      150      
.18 Male Staff Shower Shwr 20 1 1 1 20       20       20       
.19 Female Staff Lockers Lckrlg 12 20 21 21 240      252      252      
.20 Female Staff Toilet Toilet 50 2 2 2 100      100      100      
.21 Female Staff Shower Shwr 20 1 1 1 20       20       20       
.22 Meeting Room Conf50 1000 1 1 1 1,000   1,000   1,000   
.23 Storage Storcab 15 6 6 6 90       90       90       
.24 Coffee Bar coffee 40 1 1 1 40       40       40       
.25 Break Room break 100 1 1 1 100      100      100      
.26 Break Seating Seatdin 16 8 8 8 128      128      128      
.27 Staff Toilet Toilet 50 1 1 1 50       50       50       

Subtotal Support NSF 12,730 12,849 12,913 
DGSF / NSF Factor 1.51     1.51     1.51     

Subtotal Support DGSF 19,170 19,378 19,484 

Total NSF 13,270 13,389 13,453 
DGSF / NSF Factor 1.50     1.50     1.50     

Total DGSF 19,914 20,122 20,228 

Room Quantity Area Sum

Growth



AECOM B-73Balti more City Circuit Courthouse
Feasibility Study

Building Support
13 Building Support
13.04 Distributed Housekeeping

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Janitorial Closet 40 51 53 55 2,040   2,120   2,200   .04/20K  DGSF

Subtotal Support NSF 2,040   2,120   2,200   
DGSF / NSF Factor 1.64     1.64     1.64     

Subtotal Support DGSF 3,346   3,477   3,608   

Total NSF 2,040   2,120   2,200   
DGSF / NSF Factor 1.64     1.64     1.64     

Total DGSF 3,346   3,477   3,608   

Room Quantity Area Sum

Growth

13 Building Support
13.05 Central Housekeeping

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Central Storage (dry / bulk) 100 10 11 11 1,000   1,100   1,100   .1KSF per 100K DGSF
.02 Central Storage (chemicals) 50 10 11 11 500      550      550      ..05KSF per 100K DGSF
.03 Contractor Office / Storage 150 2 2 2 300      300      300      
.04 Building Office - Check-in 120 3 3 3 360      360      360      
.05 Staff Locker 200 3 3 3 600      600      600      Contract Staff
.06 Staff Restroom 50 6 6 7 300      300      350      Contract Staff
.07 Staff Lunchroom / Break 100 6 6 7 600      600      700      Contract Staff
.08 Trash Compactor 280 3 3 3 840      840      840      1 per building
.09 Trash Room 200 3 3 3 600      600      600      1 per building

Subtotal Support NSF 5,100   5,250   5,400   
DGSF / NSF Factor 1.42     1.43     1.43     

Subtotal Support DGSF 7,253   7,499   7,709   

Total NSF 5,100   5,250   5,400   
DGSF / NSF Factor 1.42     1.43     1.43     

Total DGSF 7,253   7,499   7,709   

Room Quantity Area Sum

Growth

13 Building Support
13.06 Central Maintenance

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Maintenance Staff Work Area 150 3 3 3 450      450      450      
.02 Electrical Shop 35 10 11 11 350      385      385      .035KSF per 100K DGSF
.03 Mechanical Shop 50 10 11 11 500      550      550      .05KSF per 100K DGSF
.04 Locks/ Misc Shop 15 10 11 11 150      165      165      .015KSF per 100K DGSF
.05 Furniture Storage 50 10 11 11 500      550      550      .05KSF per 100K DGSF
.06 Parts / Supplies Storaage 100 10 11 11 1,000   1,100   1,100   .1KSF per 100K DGSF

Subtotal Support NSF 2,950   3,200   3,200   
DGSF / NSF Factor 1.61     1.60     1.60     

Subtotal Support DGSF 4,742   5,123   5,123   

Total NSF 2,950   3,200   3,200   
DGSF / NSF Factor 1.61     1.60     1.60     

Total DGSF 4,742   5,123   5,123   

Room Quantity Area Sum

Growth



AECOM B-74Balti more City Circuit Courthouse
Feasibility Study

Building Support
13 Building Support
13.07 Central Mail-Supply

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Central Mail Intake / Screening 50 10 11 11 500      550      550      .05KSF per 100K DGSF
.02 Central CB Mail Room 100 10 11 11 1,000   1,100   1,100   .1KSF per 100K DGSF
.03 Central USPS Mail Room 50 10 11 11 500      550      550      .05KSF per 100K DGSF
.04 Mail / Package Drop Location 20 10 11 11 200      220      220      .02KSF per 100K DGSF
.05 CB Supply Room 100 10 11 11 1,000   1,100   1,100   .1KSF per 100K DGSF

Subtotal Support NSF 3,200   3,520   3,520   
DGSF / NSF Factor 1.62     1.62     1.62     

Subtotal Support DGSF 5,184   5,702   5,702   

Total NSF 3,200   3,520   3,520   
DGSF / NSF Factor 1.62     1.62     1.62     

Total DGSF 5,184   5,702   5,702   

Room Quantity Area Sum

Growth

13 Building Support
13.08 Central Loading / Bulk / Dept. Storage

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Loading Dock - 2 bay gen use 500 3 3 3 1,500   1,500   1,500   2 bays per 400K DGSF
.02 Staging / Holding 250 3 3 3 750      750      750      
.03 Trash Dock - 1 bay 250 3 3 3 750      750      750      1 bay per 400K DGSF Crt svd
.04 FS Dock - 1 bay if provided 250 3 3 3 750      750      750      1 bay per 400K DGSF Crt svd
.05 Dept. bulk storage 50 10 11 11 500      550      550      .05KSF per 100K DGSF
.06 Water bottle stage / storage 200 10 11 11 2,000   2,200   2,200   .2KSF per 100K DGSF

Subtotal Support NSF 6,250   6,500   6,500   
DGSF / NSF Factor 1.35     1.35     1.35     

Subtotal Support DGSF 8,410   8,756   8,756   

Total NSF 6,250   6,500   6,500   
DGSF / NSF Factor 1.35     1.35     1.35     

Total DGSF 8,410   8,756   8,756   

Room Quantity Area Sum

Growth

13 Building Support
13.09 Central Staff Lockers/ Restrooms

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Staff Lockers 10 62 63 66 620      630      660      
.02 Staff Shower 100 6 6 7 600      600      700      
.03 Staff Toilet 50 6 6 7 300      300      350      
.04 Staff Equipment Rm 600 3 3 3 1,800   1,800   1,800   1 per bldg; near security

Subtotal Support NSF 3,320   3,330   3,510   
DGSF / NSF Factor 1.22     1.22     1.22     

Subtotal Support DGSF 4,043   4,055   4,299   

Total NSF 3,320   3,330   3,510   
DGSF / NSF Factor 1.22     1.22     1.22     

Total DGSF 4,043   4,055   4,299   

Room Quantity Area Sum

Growth



AECOM B-75Balti more City Circuit Courthouse
Feasibility Study

Building Support
13 Building Support
13.11 Food Service

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 B uilding Fooc Service - Allowance 12000 1 1 1 12,000 12,000 12,000 600-1,000 meals
.02 Vending / Shop 150 10 11 11 1,500   1,650   1,650   .150KSF per 100K DGSF
.03 Vending Machine 50 10 11 11 500      550      550      .05KSF per 30K DGSF

Subtotal Support NSF 14,000 14,200 14,200 
DGSF / NSF Factor 1.13     1.13     1.13     

Subtotal Support DGSF 15,850 16,115 16,115 

Total NSF 14,000 14,200 14,200 
DGSF / NSF Factor 1.13     1.13     1.13     

Total DGSF 15,850 16,115 16,115 

Growth

Room Quantity Area Sum

13 Building Support
13.12 Entry - Screening - Lobby

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Pre-Screening Queue 200 10 11 11 2,000   2,200   2,200   .2KSF per 100K DGSF
.02 Primary Screening Checkpoint 150 10 11 11 1,500   1,650   1,650   .150KSF per 100K DGSF
.03 Secondary Checkpoint 75 10 11 11 750      825      825      .075KSF per 100K DGSF
.04 Private Screening 25 10 11 11 250      275      275      .025KSF per 100K DGSF
.05 Building Security Station 250 3 3 3 750      750      750      At Checkpoint(s)
.06 Building Control Center 300 3 3 3 900      900      900      
.07 Staff Toilet 45 3 3 3 135      135      135      
.08 Equipment Room 150 3 3 3 450      450      450      
.09 Armory 100 3 3 3 300      300      300      non-lethal; restraint storage
.10 General Lobby 1000 10 11 11 10,000 11,000 11,000 1KSF per 100K DGSF

Subtotal Support NSF 17,035 18,485 18,485 
DGSF / NSF Factor 1.20     1.20     1.20     

Subtotal Support DGSF 20,424 22,149 22,149 

Total NSF 17,035 18,485 18,485 
DGSF / NSF Factor 1.20     1.20     1.20     

Total DGSF 20,424 22,149 22,149 

Growth

Room Quantity Area Sum



AECOM B-76Balti more City Circuit Courthouse
Feasibility Study

Baltimore City Police

14 Baltimore City Police
14.01 Family Crimes Unit

2015 2020 2030

Key Growth Indicator 102% 104% 107%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Lieutenant 150 1 1 1 150      150      150      
.02 Sergeant 64 1 1 1 64       64       64       
.03 Detective Shift 1 64 6 7 7 384      448      448      
.04 Detective Shift 2 64 3 3 4 192      192      256      
.05 Detective Shift 3 64 14 14 16 896      896      1,024   
.06 Warrants Officer 64 5 6 6 320      384      384      
.07 Specialist 64 4 4 5 256      256      320      
.08 Community Services Officer 64 5 6 6 320      384      384      
.09 Victims Advocate 120 1 1 1 120      120      120      
.10 Secretary 64 1 1 1 64       64       64       

Subtotal Personnel Quantity 41 44 48
Subtotal Personnel NSF 2,766   2,958   3,214   

DGSF / NSF Factor 1.39     1.39     1.39     
Subtotal Personnel DGSF 3,845   4,114   4,473   

Support Spaces
.11 Reception Seating 10 8 9 9 80       90       90       
.12 Reception Counter 40 1 1 1 40       40       40       
.13 Play Room 150 1 1 1 150      150      150      
.14 Conference 2 300 1 1 1 300      300      300      
.15 Interview 120 2 2 2 240      240      240      
.16 Filing 12 12 13 14 144      156      168      
.17 Storage 15 4 4 5 60       60       75       
.18 Weapons Vault 24 1 1 1 24       24       24       
.19 Video Recording for Interviews 40 1 1 1 40       40       40       

Subtotal Support NSF 1,078   1,100   1,127   
DGSF / NSF Factor 1.29     1.28     1.28     

Subtotal Support DGSF 1,396   1,410   1,445   

Total NSF 3,844   4,058   4,341   
DGSF / NSF Factor 1.36     1.36     1.36     

Total DGSF 5,241   5,524   5,918   

Room Quantity Area Sum

Growth



AECOM B-77Balti more City Circuit Courthouse
Feasibility Study

Juvenile Justice Center
15 Juvenile Justice Center
15.01 Courts and Miscellaneous

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Position 1 150 0 0 0 -      -      -      Incl. in Circuit Court, above

Subtotal Personnel Quantity 0 0 0
Subtotal Personnel NSF -      -      -      

DGSF / NSF Factor 1.00     1.00     1.00     
Subtotal Personnel DGSF -      -      -      

Total NSF -      -      -      
DGSF / NSF Factor 1.00     1.00     1.00     

Total DGSF -      -      -      

Room Quantity Area Sum

Growth

15 Juvenile Justice Center
15.02 Juvenile Holding Area

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Holding Cells - Small 40 6 6 6 240      240      240      
.02 Holding Cells - Large 120 6 6 6 720      720      720      
.03 Secure Toilet 50 3 3 3 150      150      150      
.04 Staff Toilet 50 3 3 3 150      150      150      
.05 Interview Room 80 3 3 3 240      240      240      
.06 File/Storage 80 3 3 3 240      240      240      
.07 Attorney Interview 80 3 3 3 240      240      240      

Subtotal Support NSF 1,980   1,980   1,980   
DGSF / NSF Factor 1.36     1.36     1.36     

Subtotal Support DGSF 2,700   2,700   2,700   

Total NSF 1,980   1,980   1,980   
DGSF / NSF Factor 1.36     1.36     1.36     

Total DGSF 2,700   2,700   2,700   

Room Quantity Area Sum

Growth



AECOM B-78Balti more City Circuit Courthouse
Feasibility Study

Juvenile Justice Center
15 Juvenile Justice Center
15.03 Adult Holding Area

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Control Center Office 100 1 1 1 100      100      100      Verify if needed in Consol.Loc

Subtotal Personnel Quantity 1 1 1
Subtotal Personnel NSF 100      100      100      

DGSF / NSF Factor 1.40     1.40     1.40     
Subtotal Personnel DGSF 140      140      140      

Support Spaces
.02 Holding Cells 240 1 1 1 240      240      240      Verify if needed in Consol.Loc
.03 Small Holding Cells 80 2 2 2 160      160      160      Verify if needed in Consol.Loc
.04 Staff Toilet 50 1 1 1 50       50       50       Verify if needed in Consol.Loc
.05 Interview Room 80 1 1 1 80       80       80       Verify if needed in Consol.Loc

Subtotal Support NSF 530      530      530      
DGSF / NSF Factor 1.31     1.31     1.31     

Subtotal Support DGSF 694      694      694      

Total NSF 630      630      630      
DGSF / NSF Factor 1.32     1.32     1.32     

Total DGSF 834      834      834      

Room Quantity Area Sum

Growth

15 Juvenile Justice Center
15.04 CINA Support

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Attorney Drop In Workstatations 32 20 20 20 640      640      640      
.02 Educational Liaison 120 1 1 1 120      120      120      
.03 Social Worker Drop in Workstations 80 4 4 4 320      320      320      

Subtotal Personnel Quantity 25 25 25
Subtotal Personnel NSF 1,080   1,080   1,080   

DGSF / NSF Factor 1.39     1.39     1.39     
Subtotal Personnel DGSF 1,500   1,500   1,500   

Support Spaces
.04 Central/Parent Waiting 15 15 15 15 225      225      225      
.05 Playroom 25 10 10 10 250      250      250      
.06 Older Child Waiting 25 6 6 6 150      150      150      
.07 Interview Room - Large 200 1 1 1 200      200      200      
.08 Interview Room - Medium 120 1 1 1 120      120      120      
.09 Interview Room - Small 100 5 5 5 500      500      500      
.10 Copier/Fax/Mail Room (Support) 200 1 1 1 200      200      200      
.11 Attorney Lockers 4 20 21 22 80       84       88       
.12 Staff Toilet 50 2 2 2 100      100      100      
.13 Social Worker Waiting 10 20 20 20 200      200      200      
.14 Kitchen 100 1 1 1 100      100      100      
.15 Reading Room 120 1 1 1 120      120      120      

Subtotal Support NSF 2,245   2,249   2,253   
DGSF / NSF Factor 1.32     1.32     1.32     

Subtotal Support DGSF 2,954   2,960   2,965   

Total NSF 3,325   3,329   3,333   
DGSF / NSF Factor 1.34     1.34     1.34     

Total DGSF 4,454   4,460   4,465   

Room Quantity Area Sum

Growth



AECOM B-79Balti more City Circuit Courthouse
Feasibility Study

Juvenile Justice Center
15 Juvenile Justice Center
15.05 Mediation Project

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Office 100 3 3 3 300      300      300      
.02 Support Staff 64 2 2 2 128      128      128      

Subtotal Personnel Quantity 5 5 5
Subtotal Personnel NSF 428      428      428      

DGSF / NSF Factor 1.40     1.40     1.40     
Subtotal Personnel DGSF 599      599      599      

Support Spaces
.03 Conference Room - Large 300 2 2 2 600      600      600      
.04 Conference Room - Medium 120 2 2 2 240      240      240      

Subtotal Support NSF 840      840      840      
DGSF / NSF Factor 1.23     1.23     1.23     

Subtotal Support DGSF 1,032   1,032   1,032   

Total NSF 1,268   1,268   1,268   
DGSF / NSF Factor 1.29     1.29     1.29     

Total DGSF 1,631   1,631   1,631   

Room Quantity Area Sum

Growth

15 Juvenile Justice Center
15.06 Partnership for Learning

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Director 200 1 1 1 200      200      200      
.02 Education Specialist 64 1 1 1 64       64       64       
.03 Development Coordinator 48 1 1 1 48       48       48       
.04 Volunteer Coordinator 48 2 2 2 96       96       96       
.05 Receptionist 48 1 1 1 48       48       48       

Subtotal Personnel Quantity 6 6 6
Subtotal Personnel NSF 456      456      456      

DGSF / NSF Factor 1.31     1.31     1.31     
Subtotal Personnel DGSF 598      598      598      

Support Spaces
.06 Waiting Area 150 1 1 1 150      150      150      
.07 Screening Rooms 80 3 3 3 240      240      240      
.08 Staff Toilet (Unisex) 50 1 1 1 50       50       50       

Subtotal Support NSF 440      440      440      
DGSF / NSF Factor 1.37     1.37     1.37     

Subtotal Support DGSF 601      601      601      

Total NSF 896      896      896      
DGSF / NSF Factor 1.34     1.34     1.34     

Total DGSF 1,199   1,199   1,199   

Room Quantity Area Sum

Growth



AECOM B-80Balti more City Circuit Courthouse
Feasibility Study

Juvenile Justice Center
15 Juvenile Justice Center
15.07 Court Medical Evaluation Team

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Lead Physician 150 1 1 1 150      150      150      
.02 Psychologist 150 4 4 4 600      600      600      
.03 Project Manager 80 1 1 1 80       80       80       
.04 Medical Secretary 48 1 1 1 48       48       48       

Subtotal Personnel Quantity 7 7 7
Subtotal Personnel NSF 878      878      878      

DGSF / NSF Factor 1.31     1.31     1.31     
Subtotal Personnel DGSF 1,154   1,154   1,154   

Support Spaces
.05 Waiting Area 80 4 4 4 320      320      320      
.06 Conference Room 200 1 1 1 200      200      200      
.07 File Room 7 20 21 22 140      147      154      
.08 Toilet 50 1 1 1 50       50       50       

Subtotal Support NSF 710      717      724      
DGSF / NSF Factor 1.32     1.32     1.30     

Subtotal Support DGSF 940      949      943      

Total NSF 1,588   1,595   1,602   
DGSF / NSF Factor 1.32     1.32     1.31     

Total DGSF 2,094   2,103   2,097   

Room Quantity Area Sum

Growth

15 Juvenile Justice Center
15.08 Juvenile Court Early Intervention Program

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Program Manager 100 1 1 1 100      100      100      
.02 Addiction Assessment Counselors 120 2 2 2 240      240      240      
.03 Administrative Assistant 64 1 1 1 64       64       64       

Subtotal Personnel Quantity 4 4 4
Subtotal Personnel NSF 404      404      404      

DGSF / NSF Factor 1.34     1.34     1.34     
Subtotal Personnel DGSF 542      542      542      

Support Spaces
.04 Wait Area 80 1 1 1 80       80       80       
.05 Urinalysis Lab & Toilet 120 1 1 1 120      120      120      
.06 Secure Files 12 10 10 10 120      120      120      
.07 Shredder 20 1 1 1 20       20       20       
.08 Storage 15 2 2 2 30       30       30       

Subtotal Support NSF 370      370      370      
DGSF / NSF Factor 1.34     1.34     1.34     

Subtotal Support DGSF 494      494      494      

Total NSF 774      774      774      
DGSF / NSF Factor 1.34     1.34     1.34     

Total DGSF 1,036   1,036   1,036   

Room Quantity Area Sum

Growth



AECOM B-81Balti more City Circuit Courthouse
Feasibility Study

Juvenile Justice Center

15 Juvenile Justice Center
15.09 Court Appointed Special Advocate

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Office 100 1 1 1 100      100      100      

Subtotal Personnel Quantity 1 1 1
Subtotal Personnel NSF 100      100      100      

DGSF / NSF Factor 1.40     1.40     1.40     
Subtotal Personnel DGSF 140      140      140      

Total NSF 100      100      100      
DGSF / NSF Factor 1.40     1.40     1.40     

Total DGSF 140      140      140      

Room Quantity Area Sum

Growth

15 Juvenile Justice Center
15.10 Court Support Services - Volunteers

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Volunteers 48 4 4 4 192      192      192      

Subtotal Personnel Quantity 4 4 4
Subtotal Personnel NSF 192      192      192      

DGSF / NSF Factor 1.40     1.40     1.40     
Subtotal Personnel DGSF 269      269      269      

Total NSF 192      192      192      
DGSF / NSF Factor 1.40     1.40     1.40     

Total DGSF 269      269      269      

Room Quantity Area Sum

Growth
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Juvenile Justice Center
16

16.01 Intake Offices

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Intake Administrator 120 1 1 1 120      120      120      
.02 Intake Supervisor 100 4 4 4 400      400      400      
.03 Intake Case workers 64 20 20 20 1,280   1,280   1,280   
.04 Clerks 64 4 4 4 256      256      256      
.05 JDAI 64 2 2 2 128      128      128      
.06 CINS Volunteers 48 3 3 3 144      144      144      
.07 Secretary 64 1 1 1 64       64       64       

Subtotal Personnel Quantity 35 35 35
Subtotal Personnel NSF 2,392   2,392   2,392   

DGSF / NSF Factor 1.39     1.39     1.39     
Subtotal Personnel DGSF 3,337   3,337   3,337   

Support Spaces
.08 Intake Waiting Area 10 16 16 16 160      160      160      
.09 Secure File Room 12 20 20 20 240      240      240      
.10 Secure Waiting/Holding 40 1 1 1 40       40       40       

Subtotal Support NSF 440      440      440      
DGSF / NSF Factor 1.22     1.22     1.22     

Subtotal Support DGSF 536      536      536      

Total NSF 2,832   2,832   2,832   
DGSF / NSF Factor 1.37     1.37     1.37     

Total DGSF 3,873   3,873   3,873   

Room Quantity Area Sum

Growth

16 Department of Juvenile Justice
16.02 Court Liaison Office

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Supervisor 120 1 1 1 120      120      120      
.02 Clerical 48 1 1 1 48       48       48       
.03 Case Managers 64 8 8 8 512      512      512      

Subtotal Personnel Quantity 10 10 10
Subtotal Personnel NSF 680      680      680      

DGSF / NSF Factor 1.38     1.38     1.38     
Subtotal Personnel DGSF 940      940      940      

Total NSF 680      680      680      
DGSF / NSF Factor 1.38     1.38     1.38     

Total DGSF 940      940      940      

Room Quantity Area Sum

Growth



AECOM B-83Balti more City Circuit Courthouse
Feasibility Study

Department of Juvenile Justice

END OF CHAPTER

16 Department of Juvenile Justice
16.03 Assignment

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Personnel and Personnel Spaces
.01 Supervisor 120 1 1 1 120      120      120      
.02 Youth Advisors 80 3 3 3 240      240      240      
.03 Clerical 48 2 2 2 96       96       96       
.04 Community Detention 80 1 1 1 80       80       80       
.05 Transportation 80 1 1 1 80       80       80       

Subtotal Personnel Quantity 8 8 8
Subtotal Personnel NSF 616      616      616      

DGSF / NSF Factor 1.38     1.38     1.38     
Subtotal Personnel DGSF 850      850      850      

Support Spaces
.06 Public Waiting 10 4 4 4 40       40       40       
.07 Transportation Waiting 12 4 4 4 48       48       48       
.08 Files 12 13 14 14 156      168      168      

Subtotal Support NSF 244      256      256      
DGSF / NSF Factor 1.27     1.27     1.27     

Subtotal Support DGSF 310      325      325      

Total NSF 860      872      872      
DGSF / NSF Factor 1.35     1.35     1.35     

Total DGSF 1,161   1,175   1,175   

Room Quantity Area Sum

Growth

16 Department of Juvenile Justice
16.04 Team Core Support Units

2015 2020 2030

Key Growth Indicator 103% 106% 112%

ID Name / Function
Std 

Area 2015 2020 2030 2015 2020 2030 Comments

Support Spaces
.01 Conference 8 160 2 2 2 320      320      320      2 @ a single core
.02 Copier 40 2 2 2 80       80       80       2 @ a single core
.03 Storage 15 5 5 5 75       75       75       5 @ a single core
.04 Mail Station 40 1 1 1 40       40       40       1 @ a single core
.05 Telephone Equipment Rooms 80 1 1 1 80       80       80       1 @ a single core
.06 Electronic Equipment Rooms 120 1 1 1 120      120      120      1 @ a single core
.07 Coffee Bar 40 1 1 1 40       40       40       1 @ a single core
.08 Staff Toilet 50 2 2 2 100      100      100      2 @ a single core

Subtotal Support NSF 855      855      855      
DGSF / NSF Factor 1.31     1.31     1.31     

Subtotal Support DGSF 1,121   1,121   1,121   

Total NSF 855      855      855      
DGSF / NSF Factor 1.31     1.31     1.31     

Total DGSF 1,121   1,121   1,121   

Room Quantity Area Sum

Growth
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C-1

C 
Criminal Case Improvement 
Study

Results of the Criminal Court 
Improvement Study

The Circuit Court for Balti more City, like courts everywhere, has experienced in-
creased complexity in its workload.  As courts take on more post-dispositi on services 
and coordinate the acti viti es of multi ple agencies, further needs arise to examine 
traditi onal practi ces and suggest adjustments, as necessary. Most important , the 
type and amount of work required of non-judicial support staff  has changed, no mat-
ter what the number of cases come through its doors today.  The structure of court 
operati ons has changed and the processes aff ecti ng those operati ons have become  
complex.  The workfl ow of most  courts in this day and age also deserves examinati on 
in light of consti tuency needs and expectati ons.  It is ti mely now to examine the pro-
cesses of the Court to ensure that they all add value to the dispositi on of each case 
and that they also maximize the use of the court’s limited resources.

This need is parti cularly urgent given the court’s criti cal need to move into improved 
quarters.   The work processes that will be moved into a new facility should be those 
that have been carefully reviewed for relevance, effi  ciency, and eff ecti veness. Pro-
cesses that have served the organizati on well in the past may not work the same way 
in the future.  It is there prudent to discover and plan for changes in advance of any 
move.

When planning for such a signifi cant investment it is always wise to examine how the 
existi ng organizati on functi ons.  This strategy will help to ensure that when the crimi-
nal courts move into a new facility the process won’t simply, in the words of Michael 
Hammer, “paved over the cow path.”  Careful planning will not waste physical space 
or build a facility bigger than necessary by importi ng functi ons and processes  no 
longer adding  value to the eff ecti ve  dispensing of justi ce.  Hence, the court needs to 
analyze how it does business and to look for ways that combine, bypass, or eliminate 
ineffi  cient and ineff ecti ve acti viti es.  A new facility also presents the rare opportunity 
to innovate through the use of informati on systems and other technologies, laying a 
solid foundati on for long-term facility use and producti vity.

The court needs to  achieve economy and effi  ciency in processes while improving 
access to justi ce, expediti on and ti meliness of court operati ons, equality, fairness 
and integrity of court decisions, independence and accountability of the court in the 
wider government context, resulti ng in higher levels of public trust and confi dence. 
To that end, change is needed on multi ple fronts.  The processes, the organizati on’s 
structure and focus, as well as its use of automati on and, most importantly,it’s culture 
must change.  Some of these changes are simple and will require litt le organizati onal 
and staff  will whereas others will require foundati onal alterati ons in the existi ng 
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structure, changes in rules and procedures, and planning for implementati on of com-
plex informati on system infrastructures.  

In this context, Straub&Associates was engaged by the court to conduct a Process 
Improvement Study of the Criminal Division.  The study of court operati ons was de-
signed to create a strategic roadmap for the successful transiti on of the division to a 
higher level of eff ecti veness.  In short, the key study objecti ves were:

•  To document existi ng processes employed by the division to manage indi-
vidual cases from fi ling to dispositi on, i.e., the creati on of the “AS IS” workfl ow

•  To work with employees of the division and related organizati ons to elimi-
nate duplicati on, overlap and gaps, i.e., the creati on of the “TO BE” workfl ow

•  To create transiti on guidelines for moving the division from the AS-IS to the 
TO-BE system as smoothly and rati onally as possible

This report off ers recommendati ons with respect to process improvement, innovati on 
and redesign. Additi onally, the interacti ve approach to the development of recom-
mendati ons, involving staff  members from the Circuit Court, State’s Att orney Offi  ce 
(SAO), and Offi  ce of the Public Defender (OPD), has laid the groundwork for change in 
the organizati on’s culture.  

This report is accompanied by a databook that off ers detailed informati on about each 
process in the Criminal Division.  It displays a step-by-step narrati ve of each process 
as it is intended to be implemented.  The report is also accompanied by the PDS 
(Perfect Delivery System) soft ware tailored to the specifi c needs of the Circuit Court 
for Balti more City and designed to support conti nuous improvement and eff ecti ve 

organizati onal transformati on. 

The diagram above depicts the conceptual approach:  to  develop a model of the 
way the Balti more City Circuit Court does business today ( “AS IS”), to evaluate the 
workfl ow model by identi fying non-value added acti viti es, and to re-design the work 
processes to create the “TO BE” workfl ow model.   Using high levels of staff  parti ci-
pati on and  consensus about the  changes to be made, this model helps to ensure 
acceptance of change by the enti re organizati on.  Starti ng with disparate needs and 
resources, the improvement planning team was charged to use  this model to fi nd 
bett er results for eliminati ng the ti me and acti vity from the system that does not add 
value to the organizati on’s purpose and ulti mate goals.

Process Innovation - Approach
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The overall project approach was based uponthe simple concepts that:

•  Soluti ons had to be aligned and consistent with the insti tuti onal goals of the court, 

• Stakeholders and employees should, to the extent possible, be an integral part of 
the project,

• Recommendati ons should be fact-based, consensus-driven and able to be 
implemented, and

•   Outcomes should provide the court with a foundati on for conti nuous 
improvement.

The project approach was also greatly infl uenced by the fundamental belief that “all 
courts are not created equal” and, therefore, soluti ons must fi t the unique needs and 
culture of the Balti more City Circuit Court.   The Big Picture

To achieve maximum consistency in recommendati ons, the project framework was 
aligned with the vision for the third branch of government provided by the Trial Court 
Performance Standards.  This vision requires the courts to serve the citi zens of Balti -
more by maximizing:

•  Access to Justi ce,

• Expediti on and Timeliness,

• Equality, Fairness and Integrity, and,

•  Independence and Accountability,

thereby achieving the highest level of public trust and confi dence.

A great deal of hard work, completed under a ti ght ti meframe, yielded the following 
strategy for improving the processes within this vision of change.

The diagram below refl ects the sequence of how key project acti viti es were com-
pleted in this process.

Methodology
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The results, fi ndings, and improvements created through process planning acti viti es 
and the general recommendati ons generated by the project team were consolidated 
in this report.  The report also includes a transiti on guide that provides a road map 
for process improvement and organizati onal enhancement. 

Throughout the project, in additi on to the stated project goals, a series of parallel 
objecti ves were also pursued.  These objecti ves included:

• Conti nuous expression of the need to change,

• Building consensus at every level,

• Creati ng an environment for conti nuous improvement,

• • Building a trust based foundati on for implementi ng change, and

• Establishing a sense of urgency for change.

Achieving these “soft er” less quanti fi able objecti ves is oft en criti cal in increasing the 
overall eff ecti veness of the Court’s operati ons.  Transforming the organizati on’s envi-
ronment and atti  tude to embrace change is also an important element in securing the 
long-term success of this project.

It was crucial that the team formulate eff ecti ve soluti ons for process improvement. 
However, it was equally important to ensure that their recommendati ons would be 
easily embraced by staff  and eff ecti vely implemented.  The parallel project objecti ves 
were focused on increasing the overall long-term probability of project success by 
framing the soluti ons with consensus.

The eff ort to improve process  and design began with a series of workshops involv-
ing staff  experts from all Criminal functi ons in the court as well as related agencies 
in the justi ce system.  The purpose was to permit those who are responsible for 
certain functi onal aspects an opportunity to discuss existi ng procedures with their 
counterparts from other organizati ons and for them together to search for innovati ve 
improvements.

A team of some twenty-two people was created from the various specialti es in the 
Criminal Division and related organizati ons,representi ng a cross-secti on of criminal 
operati ons.  Team members were chosen based on their process experti se.   

For each functi on, the fi rst work sessions focused on the producti on a picture of the 
way work is done today:   the “AS IS” process document.  Staff  experts discussed cur-
rent processes and explored opportuniti es for improvement.

The operati onal teams used a standard framework (New Filings, Pre-Judgment, 
Calendaring, Courtroom, Judgment, and Post-Judgment) to catalog acti viti es. By using 
this framework, the functi ons at each unit could be easily compared. The intent was 
to urge the team to examine acti viti es from a process perspecti ve as opposed to the 
existi ng organizati on structure. This strategy also allowed a discussion of processes 
regardless of task assignment diff erences imposed by current staff  assignment pat-
terns.  

Using this “AS IS” workfl ow as a point of departure, the team then parti cipated in a 
workshop aimed at eliminati ng non-value-added acti viti es from the workfl ow and 
creati ng, where applicable, a new, more streamlined and standardized workfl ow. 
Other related workshops followed.  

Approach to Work 
Redesign

Parallel Objectives
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At the outset of these workshops, the team att ended a training session on process 
reengineering and concepts of conti nuous improvement. Thereaft er, the agenda 
focused specifi cally on a discussion of process reengineering techniques and tools, 
process mapping methods and applicati ons, cycle-ti me analysis, analysis of handoff s, 
process control points, as well as approaches to early error detecti on and eliminati on. 

The ti me between the fi rst and second set of workshops was used by team mem-
bers for additi onal research, refi nement of the “AS IS” workfl ow and documentati on 
of possible improvement opportuniti es.  Workshop parti cipants also involved the 
remainder of the “back home” staff  in the work redesign process.  They discussed 
the issues raised during the fi rst work sessions with their colleagues and solicited 
their input.  The process improvement teams thus benefi ted from the experience and 
knowledge of the enti re organizati on. 

The second set of work sessions focused on developing the “TO BE” workfl ow, with 
the objecti ve being applicati on of concepts and methods learned during the training 
session. A three-step screening and evaluati on method was uti lized.  First, the team 
examined every acti vity and with an innovati on test identi fi ed acti viti es that needed 
to be improved or undergo some degree of innovati on.  The second step evaluated  
each task for every acti vity to determine its organizati onal value.  Cycle ti me analysis 
was uti lized.  The third step involved process mapping and evaluati on of the need for 
handoff s and control points by staff .  

Uti lizing these  three steps the team identi fi ed processes needing improvements 
innovati on,  including reassignment of responsibiliti es, combinati on of acti viti es, or 
prioriti zati on of eliminati ng  non-value-added work.  Again, other court staff  (i.e., 
non-team members) were solicited for their input and suggesti ons.

In additi on to the improvement recommendati ons, team members were directed to 
discuss other opportuniti es for organizati onal enhancement with their colleagues.  
Discussions resulted in a series of general recommendati ons with defi ned acti ons and 
objecti ves that are included as part of this report.

During  the course of the project, parti cipants identi fi ed some 126 work processes 
and suggested improvement in 43 of them.  Additi onally, 93 general recommenda-
ti ons were developed. 

In these results, subgroups also became apparent, such as acti viti es to be improved 
(43), in which, some were marked urgent (7), some were identi fi ed as important yet 
easy to implement (4), and others were identi fi ed for improvement within a target 
date of one month (4).  . . . 
 

Approach to 
Managing the 
Transition
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In this dynamic process of organizati onal change, it is important to plan for the 
orderly implementati on of  these suggested improvements. This transiti on will not 
occur overnight. Rather, smooth step-by-step acti ons should be taken to ensure eff ec-
ti ve and orderly implementati on. 

The transiti on guidelines provided here are intended to be a source that can be used 
by a transiti on team to further evaluate the feasibility of the recommendati ons of the 
report and carry them through to fruiti on.  The PDS (Perfect Delivery System) soft -
ware accompanying this report is the electronic transiti on plan that, coupled with this 
transiti on guide, can be used by the transiti on team.  The team will be able to rank 
recommendati ons by suggested dates of implementati on and also rank their impor-
tance,  urgency and ease of implementati on.

We suggest that four criteria be used in selecti ng recommendati ons for implementa-
ti on:

• Signifi cance to the organizati on: the highest should be implemented when 
combined with

• Likelihood of a successful soluti on:  the highest should be implemented when 
combined with

• Ability to have impact over the outcome:   the highest should be implemented 
when combined with

• Time/Cost requirements:   the lowest should be implemented when combined 
with those above.

Any recommendati on meeti ng all four of these criteria will be a candidate for im-
mediate implementati on.  Those not meeti ng these standards qualify for further 
analysis  to discover obstacles that may lay in their path to being realized.

This evaluati on and concurrent recommendati ons included suggesti ons on unit-wide 
changes to customer service and support, physical case tracking, and informati on 
systems enhancements.  Many have faciliti es implicati ons.

The following table presents the complete project fi ndings of recommendati ons 
about the  reengineering of processes and other  recommendati ons. Evaluati on of the 
recommendati ons for ti me, resource and legal feasibility will be the mission of the 
transiti on team in charge of implementati on.
Outcomes of Reengineering of Processes

The detailed “TO BE” court processes are documented in a databook accompanying 
this report.  This book contains the workfl ow and acti viti es identi fi ed for all functi onal 
areas of the Criminal Division. 

The needs and improvements recommended for each acti vity are documented using 
a standard format and contained in the PDS soft ware program.  The standard detailed 
PDS report off ers informati on about the following:

• Main characteristi cs, including the type of acti vity, the primary desk assignment, 
performance ti me constraints, defi niti on of staff  category currently performing the 
acti vity, and jurisdicti onal relati onships

• Other characteristi cs, any additi onal items needed for completi on of the acti vity 
(e.g. forms)

• Faciliti es expectati ons, including constraints, needs, and the locati on where the 
acti vity is performed

• Automati on expectati ons, including requirements, impacts, and any available data 

Reengineering of 
Processess
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on systems and platf orms

• Improvement / Innovati on test results indicati ng if and why an acti vity was 
identi fi ed  for improvement or, alternately, not revised

• Requirements for change and overcoming its obstacles, including improvement / 
innovati on target dates, implementati on complexity (easy or hard), 
implementati on urgency / importance, and identi fi ed obstacles (such as training, 
third-party approval, judicial approval, faciliti es or automati on, and existi ng 
policies)

PDS acti vity reports also include any general comments off ered by the process 
improvement team, a listi ng and descripti on of “AS IS” and “TO BE” processes/ tasks 
where appropriate and available process maps.

The porti on of this report enti tled “The Transiti on Process” includes advice on how 
best to implement change, ensuring that the improvements become part of the per-
manent culture of the Criminal Division. 

During the course of the process of reengineering, the  improvement team periodi-
cally identi fi ed areas of operati on that might benefi t from change.  These opportuni-
ti es were not necessarily related to workfl ow and likely would be missed by other at-
tempts to modify the court’s processes.  Therefore, each member of the work group 
was asked to create a log of general recommendati ons that arose out of discussions 
submitt ed by other court staff  and that otherwise might have been ignored.

Of the 93 recommendati ons, some  are unit-wide in scope and others impact only 
a single functi on.  Some are simple recommendati ons requiring only an increased 
awareness about more complicated soluti ons calling for systemic change.  Collecti ve-
ly, they will improve customer service, minimize errors, eliminate non-value added 
ti me and acti vity, perform duti es more effi  ciently, use resources more eff ecti vely and 
streamline court processes.

Many of these recommendati ons are  feasible and can be implemented immediately 
at litt le or no cost.  Others may not be as realisti c, including costs unforeseen by the 
reengineering team that suggested them.  It will be up to the transiti on management 
team to examine each of the recommendati ons and to prepare an acti on plan for 
their implementati on.  This plan should be shared with those who made the recom-
mendati ons originally so that they will learn about the eventual dispositi on of their 
eff orts, even  if no acti on can be taken on them. 

General 
Recommendations
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Although the above recommendati ons should be carefully evaluated for feasibility of 
implementati on, they off er an excellent platf orm for initi ati ng positi ve change.  They 
should be evaluated by the transiti on team using the four guidelines listed in the pre-
vious secti on, i.e., signifi cance to the organizati on, likelihood of a successful soluti on, 
ability to impact the outcome, and ti me/cost considerati ons.

It will be important for the transiti on team to use this list as a source of “Short-Term 
Wins” for the Criminal Division.  Visible, immediate results are excellent feedback to 
the organizati on that positi ve change has begun to happen as a result of this process.
THE TRANSITION PROCESS

Major organizati onal change does not occur overnight.  The existi ng culture and prac-
ti ces took years to form and will take some ti me to replace.  Edgar Schein has defi ned 
organizati onal culture as:

“A patt ern of shared basic assumpti ons that the group learned as it solved its 
problems of external adaptati on and internal integrati on that has worked well 
enough to be considered valid and, therefore, to be taught to new members as 
the correct way to perceive, think and feel in relati on to those problems.”

This culture is only partly formal.  Much of it is informal, consisti ng of habits and ways 
of doing things that the court has accumulated over the years.  It is oft en displayed in 
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ways such as newer employees “learning the ropes” at the hand of those who have 
been around longer.  The reason that all of this is so diffi  cult to change is that it oc-
curs simultaneously on three levels: arti facts, espoused values, and basic underlying 
assumpti ons.

Arti facts are all the phenomena that one sees, hears and feels when encountering 
an organizati on for the fi rst ti me.  It includes the visible products of the organiza-
ti on such as the architecture of its physical environment, its language, dress codes, 
published lists of values and the “look of the place”.  Arti facts include all of the visible 
structures and processes of the court organizati on that communicate a message to 
those using and working in it about what kind of organizati on it is.  Arti facts have 
always been an important part of the symbolic message the court sends to its users 
concerning the seriousness and importance of court business.

Espoused values include all the court’s strategies, goals, philosophies, mission state-
ments and vision statements.  It includes all those published messages about who we 
are as an insti tuti on, what we do and how we intend to do it.  All organizati onal acti v-
ity ulti mately refl ects someone’s original values, i.e., their sense of what ought to be 
as disti nct from what is.  The communicati on of these values is important because it 
reduces the uncertainty in criti cal areas of the organizati on’s functi oning.  They serve 
the functi on of guiding members in how to deal with certain key situati ons as well as 
in training new members on how to behave.  “Individual justi ce in individual cases,”-, 
“innocent unti l proven guilty,” and “justi ce delayed is justi ce denied” are examples of 
espoused values in the courts.

A practi cal problem in changing court culture is that someti mes there is a diff erence 
between what we say and what we do.  The espoused value may claim that people 
are innocent unti l proven guilty, but in practi ce court employees treat everyone 
coming to the public window as if they were guilty of something.  “We don’t have 
‘customers.’  We have ‘violators.’”  The court may say that it values its people and has 
a high standard of excellence in service, but everyone’s daily experience might prove 
otherwise.  Espoused values are an important ingredient in determining whether an 
organizati on “walks its talk.”

Basic underlying assumpti ons are those patt erns of thought and behavior that are 
so ingrained that no one questi ons them and they are essenti ally taken for granted.  
Since we neither confront nor debate these things, they are very diffi  cult to change.  
Further, if people are treated consistently in terms of certain basic assumpti ons, they 
eventually come to  behave according to those assumpti ons in order to make their 
situati on stable and predictable.  These assumpti ons deal with the fundamentals such 
as human nature, the importance of work, the way people ought to relate to one 
another, the nature of truth and how it should be discovered and the proper roles of 
men and women.  Whether we assume that people are basically lazy or not will drive 
the way the court treats employees and customers alike.  Whether we assume the 
adversary process to be the only way to discover truth will determine how we handle 

cases such as those in Domesti c Violence.

The combinati on of these three variables (arti facts, espoused values and basic under-
lying assumpti ons) makes the creati on and management of sustainable organizati onal 
change so diffi  cult.  It is easy to change one but not the others.  It is easy to change 
the image but not the values and then wonder why people maintain the old ways of 
doing things.  It is easy to seriously develop and announce a new vision, mission and 
structure for the court organizati on but then fi nd numerous “disconnects” between it 
and the way people behave.  It is for reasons such as these that most major att empts 
at organizati onal transformati on fail.
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Why Transformation Efforts Fail? It takes ti me to manage successful organizati onal transformati on.  Most success sto-
ries involve conti nuous ti me and att enti on for periods of fi ve to ten years.  Old habits 
die hard.  New ways of doing things take ti me for people to learn, embrace and make 
part of their routi ne behavior as “the way things are done around here.”  There are 
eight reasons why eff orts to transform organizati ons typically come up short.  All can 
be identi fi ed and minimized or eliminated with proper strategic att enti on. 

Att empts to lead change customarily fail due to the following errors:

• Not establishing a great enough sense of urgency

• Not creati ng a powerful enough guiding coaliti on

• Lacking a vision

• “Undercommunicati ng” the vision

• Not removing obstacles to the new vision

• Not systemati cally planning for and creati ng short-term wins

• Declaring victory too soon

• Not anchoring changes in the organizati on’s culture.

Obviously, success can be enhanced by overcoming these errors in the change man-
agement process.  This means that the Balti more City Circuit Court must:

• Establish a sense of urgency in the eyes of all who must parti cipate in making the 
change

• Form a guiding coaliti on powerful enough to make it happen (including some who 
are outside the boundaries of the court itself)

• Create a vision that accurately describes the new court, its values and its future

• Communicate that vision by every means possible unti l all have “caught” it and 
incorporated it in their individual behavior

• Empower everyone to act on the vision by removing all obstacles to its 
achievement including structures, processes, authority, training, tools and, if 
necessary, people

• Plan for and create short-term wins so that all can see the results of their eff ort in 
achieving the new court organizati on

• Consolidate improvements so that they can serve as the springboard for 
producing sti ll more change

• Insti tuti onalize new approaches so that the arti facts, espoused values, and basic 
underlying assumpti ons of the new court organizati on are all in alignment.

The creati on of a reengineered workfl ow is but the beginning of a long-term pro-
cess of organizati onal transformati on.  The way in which the new work processes 
and recommendati ons of the reengineering team are implemented will have criti cal 
implicati ons for the eventual success of the eff ort.  There is more art than science to 
the creati on of a new, producti ve insti tuti on.  The following steps are suggested:  

1.Begin with vision.  All of the reengineering work must be ti ed to a concise, under-
standable vision for the new organizati on. Fortunately, the problem of vision has 
been solved for courts by the adopti on of the Trial Court Performance Standards 
developed by The Nati onal Center for State Courts.  These standards specify the 
outcomes expected from all courts.  They specify an appropriate vision for each func-
ti on of this court.    This vision has proved to be an excellent foundati on upon which 
to build an eff ecti ve court.  It should be used to guide and check all further improve-
ments resulti ng from the transiti on process.

Making the Transition
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2.Form an Eff ecti ve Transiti on Coaliti on.  A transiti on team should be created to 
manage the transiti on process. The team has an immediate functi on.  The Transiti on 
Management and Implementati on Team will manage the specifi cs of work process 
revision and implementati on of the general recommendati ons generated by the 
reengineering team. It should include members of management and supervision of 
the Criminal Division.  Some members of the reengineering team should be included 
as members of this team as well.  The team should be small enough to move with 
speed, but large enough to represent all necessary stakeholders in the implementa-
ti on process, e.g., six to eight members.

Ideally, the Transiti on Management and Implementati on Team would begin meeti ng 
immediately upon acceptance of this report and begin an acti on planning process for 
its eff ecti ve implementati on. The life of this team will probably be one year.  It should 
be extended if during the acti on planning process it is decided to take on other proj-
ects of suffi  cient scope to require input and directi on from all functi onal areas, e.g., 
development of new automati on.

3.Manage the Transiti on Plan. The Perfect Delivery System (PDS) soft ware and data-
book serve as a roadmap for implementi ng the improved court processes and general 
recommendati ons off ered by the reengineering team.  It will likely be altered by other 
constraints facing the implementati on team, but it provides an excellent foundati on 
for eff ecti ve transiti on management.

4.Manage for Immediate Results.  The best insurance for the long-term success of an 
undertaking of this magnitude is to produce visible short-term results. The signifi -
cance of successfully completi ng these acti viti es cannot be overstated.  They are vis-
ible reminders of progress to all who parti cipate in the change-making process.  Aside 
from what they accomplish substanti vely, they serve as solid moti vators, imparti ng 
energy to future achievement.

5.Create Mechanisms for Conti nuous Communicati on.  The experts on change man-
agement tell us that in the average att empt to make organizati onal transformati on, 
leaders undercommunicate the vision and need for change by a factor of ten.  This 
means that even the use of every communicati on technique customarily employed 
may fall short of getti  ng people to buy into what is happening.  Therefore, it is im-
portant that the Transiti on Management and Implementati on Team develop means 
for keeping the enti re workforce informed about how the transiti on is coming along, 
while simultaneously allowing them an opportunity for feedback, suggesti on and 
genuine input to the process.  As a minimum, the following should be used:

• A “Transiti on Times” newslett er produced on at least a monthly basis

• Routi nely held staff  meeti ngs and focus groups with transiti on implementati on as 
the only item on the agenda

• Frequent, random, non-routi ne visits by top management to inform staff  and 
answer questi ons about the transformati on

• Space on the court web page for quickly delivering transiti on informati on and 
coping with the rumor mill (e-mail and fax can be used in the same way)

• Open meeti ngs of the transiti on team, allowing some structured ti me for feedback 
on progress

• Frequent meeti ngs of management and supervision with the transiti on team so 
that an accurate message can be cascaded through the enti re court organizati on; 
and,

• Training for all lead workers, supervisors and managers on the vision, mission, 
values and prioriti es of the court
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Appendix

6.Develop a Process for Conti nuous Use of the PDS Soft ware.  As part of the overall 
reengineering process, the court has been provided with the soft ware known as Per-
fect Delivery System (PDS).  This soft ware has been loaded with all of the reengineer-
ing team’s recommended work processes.  Using this as a starti ng point, the court 
can now carry out additi onal “reengineering on the fl y” as requirements and work 
processes change over ti me.  Individual supervisors and managers can change their 
work processes as needed to more eff ecti vely serve their customers and top manage-
ment can explore bett er ways to organize the acti viti es of the court.  It will be best to 
assign overall responsibility for PDS management and maintenance to someone, or 
some unit, at the courtwide staff  level so that its contents always refl ect the current 
conditi on of the court. 

The PDS allows the court to eff ecti vely and conti nually manage the progress of 
change.  It helps the transiti on team identi fy established implementati on prioriti es 
and revise them as necessary, create dynamic reports for distributi on to third party 
stakeholders, provide change implementers with a road map, document automati on 
and faciliti es implicati ons on change, and more.

The Criminal Courts Process Improvement Team
 
Circuit Court Judges
Hon. John C. Miller
Hon. M. Brooke Murdock
 
Criminal Division
Marian Soto
Matti  e Jackson
Candy Young
Rosemary Mechlinski
Sarah Mackey
Kimberly Foxworth
Juanita Seling
Lisa Hudgins

Criminal Assignment
Robert Ignatowski
Julie Perkins
Lorett a Smith

Administrator of the Criminal Docket
Rafael Orti z

Courtroom Clerks 
Michael Mack
Daniel Smith
Jackie Hinton
Gregory White

State’s Att orney Offi  ce (SAO) (2)

Offi  ce of the Public Defender (OPD) (2)

END OF CHAPTER
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Executive Summary

EBA Engineering, Inc. (EBA) was retained by AECOM Services, Inc., dba AECOM
Design, herein referred to as the Client, to perform a limited Hazardous Materials
Survey of the Clarence M. Mitchell, Jr. Courthouse facility (herein referred to as the
Subject Property) located at 100 N. Calvert Street, Baltimore, Maryland 21202.

Construction of the Clarence M. Mitchell, Jr. Courthouse occurred between 1895 and
1899 and was dedicated at a public ceremony in 1900. In 1946 the courthouse was
expanded and renovated to serve modern judicial needs. In 1985, the courthouse
was rededicated in honor of Baltimore's Clarence M. Mitchell, Jr.

The courthouse currently serves Baltimore City and the State of Maryland in the
areas of criminal, civil and family courts. The Clarence M. Mitchell, Jr. Courthouse
also contains the Office of the State's Attorney for Baltimore City, the Clerk of the
Court, the Baltimore City Law Library, the Sheriff's Office, the Baltimore Courthouse
and Law Museum, the Pretrial Release Division of the Maryland Division of
Corrections, several pretrial detention lockups, jury assembly rooms, conducts civil
marriage services, and houses land records for Baltimore City.

The Clarence M. Mitchell, Jr. Courthouse occupies approximately fifty-nine thousand
and twenty-five square feet (59,025ft2) in area of an entire city block. Eight Ionic
columns support the base of the roof facing Calvert Street. These columns are
among the largest monolithic columns in the world, cut from single blocks of marble,
each weighing 35 tons and measuring over 31 feet. Granite wraps the basement
level and provides a solid base for the white marble-six story courthouse facade. The
roof is of built-up materials and bordered by a balustrade of the entire perimeter.

The limited hazardous materials survey (LHMS) focused on the following materials;
Asbestos Containing Building Materials, Lead Based Paints, Polychlorinated
Biphenyl Containing Equipment, Universal Wastes, Ozone Depleting Compounds,
and Miscellaneous Materials throughout the building.

The results of the LHMS have identified hazardous materials located within the
Subject Property. Renovation/ demolition activities performed in the future may
disturb such hazardous materials. These materials are summarized below:

Asbestos Containing Building Materials

The results of the survey show that asbestos containing building materials (ACBM)
are present at the Subject Property. The OSHA “Asbestos in Construction Standard”
29 CFR 1926.1101 imposes restrictions on the disturbance of asbestos during
renovation activities. Removal of the following item identified in the building is
considered Class I asbestos work by the OSHA regulation:

 Tank, Thermal System Insulation, Gray
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 Pipe, Thermal System Insulation, White/Gray
 Pipe, Elbows and Fittings, White
 Fire Doors (Basement), White

Removal of the following items identified in the building are considered Class II
asbestos work by the OSHA regulation:

 Cove Molding, Black
 Cove Molding Mastic, Multiple Colors
 Door Caulking
 Floor Tile, Multiple Sizes and Colors
 Floor Tile Mastic, Multiple Sizes and Colors.
 Electrical Wiring Insulation (Presumed)
 Elevator Brakes (Presumed)
 Exterior Window Caulking (Presumed)
 Pipe and Tank Gaskets (Presumed)
 Roofing Materials (Presumed)
 Roof Top Chiller Transite Paneling (Presumed)

Class I & Class II asbestos work must be performed by trained employees using work
practices required by the OSHA standard.

Electrical wires, elevator brakes, exterior window caulk, fire doors, pipe and tank
gaskets, and roofing materials were presumed to contain asbestos to avoid damage
of the system and eliminate undue risk to personnel safety. It may be cost effective to
have these materials sampled and analyzed at an appropriate time to allow for them
to be definitively categorized.

Quantities for Positive ACBMs
Material Type Quantity Unit of Measure
Boiler Tank TSI 100 Square Feet

Chiller Tank TSI 300 Square Feet

Cove Molding 8478 Linear Feet

Door Caulking 3322 Linear Feet

Basement Fire Doors 17 Each

Flooring 255610 Square Feet

Pipe TSI 7773 Linear Feet

Pipe Fitting/Elbows 825 Each

In any situation where ACBM remains in the building, it should be managed under a
comprehensive operations and maintenance (O&M) program. The procedures and
guidelines described in an O&M program should be followed whenever building
maintenance activities will disturb any asbestos materials present in the building.
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Lead-Based Paints

The presence of lead based paints triggers EPA and OSHA regulatory standards (29
CFR 1926.62).

Lead-based paints (LBP) were identified throughout the Subject Property atop
exterior and interior building components. Furthermore, LBP was identified atop
plaster, masonry, metal, and wood substrates.

It is recommended that damaged LBP be repaired using methods recommended by
the Maryland Department of the Environment.

Demolition debris with LBP atop hand railings, posts, valves, valve handles, piping,
and other elements may be disposed of in a Construction and Debris (C&D) landfill
provided the material is not classified as a hazardous waste in accordance with 40
CFR Part 261 and SW-846 (Test Methods for Evaluating Solid Waste
Physical/Chemical). Metal objects containing LBP can be recycled.

PCB Containing Equipment

EBA did not identify any ballasts suspected of containing Polychlorinated Biphenyls
(PCBs) at the Subject Property as none of these ballasts appeared without the “No-
PCBs” stamp. However, some of these ballasts may still be present at the Subject
Property. The approximate quantities of PCB and non-PCB ballasts are detailed in
the table below.

Quantities for PCBs
Equipment Type Quantity Unit of Measure

Ballasts with “No PCBs” Stamp 4436 EA

Ballasts without “No PCBs” Stamp 0 EA

Hilco Hyflow Oil Filters 4 EA

EBA identified four (4) double chamber Hilco Hyflow Oil Filters located in the
basement of the Subject Property. These oil filters are associated with the ‘wheel
house’ heating system and filter the hydraulic fluid used to operate the hydraulic air
intakes and exhausts. Based on the age and use for these oil filters, they are
suspected of containing PCB oils.

Maryland regulations for PCBs state that > 50 ppm are considered a Controlled
Hazardous Substance. In Maryland PCB levels between 50 – 500 ppm have the
waste code MT01 and levels >500 ppm have the waste is M001.

PCB containing equipment becomes a concern if they are leaking or they will be
removed and disposed of as hazardous waste. According to EPA Toxic Substances
Control regulations (TSCA) in 40 CFR Part 761, the material must be incinerated.



AECOM D-7Balti more City Circuit Courthouse
Feasibility Study

AECOM -7Balti more City Circuit Courthouse
Feasibility Study

Baltimore City Clarence M. Mitchell, Jr. Courthouse – LHMS March 5, 2010
EBA Engineering Project No. 3665-00-000 Page 4

PCB ballast disposal does not require that the entire lighting fixture be specially
handled and disposed of as long as the ballast is not leaking. The non-leaking
ballasts can be removed and recycled or disposed of properly. Ballasts that have
been removed from service and the containers that they are stored in must be
labeled according to EPA labeling requirements specified in 40 CFR Part 262
Subpart C (Jacobson, 2006).

Ballasts manufactured between 1979 and 1991 may also contain another dielectric
fluid, Di (2-ethylhexyl) phthalate (or DEHP). DEHP in its raw form is a listed
hazardous waste under RCRA and classified as a U028 characteristic hazardous
waste. DEHP found within lighting ballasts that have been used is spent and
therefore no longer considered hazardous (40 CFR 261.33). Used ballasts containing
DEHP meant for disposal can be recycled (preferred), land filled, or incinerated.

Before PCB TSCA regulated waste is shipped off-site from a generator facility to a
licensed TSDF, the facility shipping the PCB TSCA regulated waste must ensure that
the waste is labeled in accordance with USDOT regulations. Even if a disposal
vendor usually prepares the facility waste for shipment, the facility or site manager
responsible for compliance is ultimately responsible for ensuring that all labeling
requirements are met.

Ozone-Depleting Compounds

Class I and Class II ozone-depleting compounds were identified in the form of
household refrigerators/freezer units, commercial refrigerator/freezer/vending units,
commercial central air cooling units, window air cooling units, water fountains, water
cooler units, and containers of refrigerant. Under EPA's rule, equipment that is
typically dismantled on-site before disposal (e.g., retail food refrigeration, central
residential air-conditioning, chillers, and industrial process refrigeration) has to have
the refrigerant recovered in accordance with EPA's requirements for servicing.
However, equipment that typically enters the waste stream with the charge intact
(e.g., motor vehicle air conditioners, household refrigerators, household freezers, and
room air conditioners) is subject to special safe disposal requirements.

Under the safe disposal requirements, the final person in the disposal chain (e.g., a
scrap metal recycler or landfill owner) is responsible for ensuring that refrigerant is
recovered from equipment before the final disposal of the equipment. However,
persons "upstream" can remove the refrigerant and provide documentation of its
removal to the final person if this is more cost-effective. If the final person in the
disposal chain (e.g., a scrap metal recycler or landfill owner) accepts appliances that
no longer hold a refrigerant charge, that person is responsible for maintaining a
signed statement from whom the appliance(s) is being accepted. The signed
statement must include the name and address of the person who recovered the
refrigerant, and the date that the refrigerant was recovered, or a copy of a contract
stating that the refrigerant will be removed prior to delivery.
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Universal Wastes

Universal wastes in the form of mercury containing compact fluorescent light bulbs,
fluorescent light tubes, HID bulbs, thermometers, thermostats, pressure/temperature
switches; lead-acid battery containing emergency lighting units and ‘Exit’ signs.

Quantities for Universal Waste
Equipment Type Quantity Unit of Measure

Thermostats 21 Each
Mercoid Pressure/Temperature Switches 5 Each

Mercury Vapor Light Bulbs 12343 Each
Lead-Acid Batteries 142 Each

Thermometers 2 Each

All waste is to be placed in a container that: is structurally sound, will prevent damage
to the contents, is compatible with its contents, and kept closed at all times (except
when adding to or removing from the container). The container must be without
damage, or evidence of spillage, that could lead to leakage of the waste contained
inside. Disposal of controlled hazardous waste is outlined in Title 26, Subtitle 13 in
the Code of Maryland Regulations (COMAR 26.13).

Miscellaneous Materials

Fire extinguishers were observed throughout the accessible areas. Should these fire
extinguishers be permanently removed from service during renovation activities, It is
recommended to dispose of fire extinguishers in accordance with "Guide to the
Disposal of Condemned Fire Extinguishers" published by the Fire Extinguishing
Trades Association, Fact File No. 108 dated February 2004.

Lubricants/Oils, Coatings/Paints, and Solvents (aerosols and varying capacity
containers) were noted throughout the Subject Property. It is recommended that all
items be collected, separated, and categorized in accordance to hazardous and non-
hazardous waste. The disposal of hazardous waste is regulated by the EPA in 40
CFR 266. Non-hazardous materials can be disposed of in a municipal C&D facility.

Compressed gas cylinders were observed throughout the Subject Property. Cylinders
should be returned to the compressed gas distributor when emptied or no longer
used. Disposal of controlled hazardous waste is outlined in Title 26, Subtitle 13 in the
Code of Maryland Regulations (COMAR 26.13).

Ionization Smoke Detectors were observed throughout the Subject Property. These
ionization smoke detectors may contain low-level radioactive materials, i.e.
Americium. Where applicable all ionization smoke detectors shall be removed
throughout the building and returned to the Manufacturer. If a manufacturer cannot
be clearly identified then the low-level radioactive material shall be treated as low-
level radioactive waste (LLRW) and its disposal shall be handled in accordance with
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Title 26, Subtitle 12 in the Code of Maryland Regulations (COMAR 26.12) Control of
Ionizing Radiation.

Unknown drums of liquids were observed in the basement of the Subject Property. If
these liquids are known then these should be properly labeled in order to classify the
type of hazardous material (if applicable). If the liquids are unknown then these
liquids should be subjected to further laboratory testing in order to identify the
material. After the material has been identified, proper waste disposal requirements
should be followed in accordance with all Federal, State, and Local guidelines.

Water treatment chemical were observed in the basement of the Subject Property.
These liquids should be returned to the chemical distributor when emptied or no
longer used.  Disposal of controlled hazardous waste is outlined in Title 26, Subtitle
13 in the Code of Maryland Regulations (COMAR 26.13).

END OF SECTION



AECOM D-10Balti more City Circuit Courthouse
Feasibility Study

Baltimore City Clarence M. Mitchell, Jr. Courthouse – LHMS March 5, 2010
EBA Engineering Project No. 3665-00-000 Page 7

1.0 Introduction

Interior areas of the building at the Subject Property were inspected to identify certain
potentially hazardous materials that may be affected by building demolition and/or
renovation activities. Potentially hazardous materials include Asbestos Containing
Building Materials (ACBM), Lead-Based Paints (LBP), Polychlorinated Biphenyls-
DEHP (PCB's), and Universal Wastes. Photographs obtained during the survey are
included in Appendix A. Building plans are referenced throughout the survey are
included in Appendix B.

1.1  Asbestos Containing Building Materials

Asbestos means the asbestiform varieties of: chrysotile, crocidolite, amosite,
anthophyllite, tremolite, and actinolite. Asbestos containing building material (ACBM)
means any material or product, which contains greater than one percent (1%)
asbestos. ACBM is divided into three categories. These categories are thermal
system insulation, surfacing materials, and miscellaneous materials. Each shall be
discussed in turn:

 Thermal system insulation (TSI) materials are those materials applied to pipes,
fittings, boilers, breeching tanks, duct, or other interior structural components
to prevent heat loss or gain, or water condensation, or for other purposes of
maintaining temperatures.

 Surfacing materials include those materials sprayed on, troweled-on, or
otherwise applied to surfaces, such as acoustical plaster on ceilings and
fireproofing materials on structural members, or other materials on surfaces for
acoustical, fireproofing, or other purposes.

 Miscellaneous materials include interior building material on structural or
interior components, such as fixtures, floor and ceiling tiles, interior plasters,
and does not include surfacing material or thermal system insulation.

EPA requires that Regulated Asbestos Containing Materials (RACM) be removed
before demolition / renovation begins in accordance with the “National Emission
Standards for Hazardous Air Pollutants” (NESHAP) 40 CFR 61 and Code of
Maryland Regulations (COMAR) 26.11.21.

RACM includes the following:

 Friable ACM
 Category I non-friable ACM (flooring, roofing, packing’s, gaskets) that

becomes friable
 Category I non-friable ACM that will be or has been subjected to sanding,

grinding, cutting, or abrading
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 Category II non-friable ACM (non-friable other than Cat. I) that has a high
probability of becoming or has become crumbled, pulverized, or reduced to
powder by demolition activities.

Asbestos is further classified as either ‘Friable’ or ‘Non-Friable’. Friable asbestos
material is defined as more than 1% asbestos that, when dry, can be crumbled,
pulverized or reduced to powder by hand pressure. Non-friable asbestos materials
are also subcategorized as Category I and Category II where Category I includes
resilient floor covering, mastic, asphalt roofing, packing, and gaskets. Category II
includes all other non-friable asbestos materials.

1.2  Lead Based Paints

The Maryland Department of Environment (MDE) definition of lead-based paint (LBP)
is used as the basis for this screening. Lead-based paint is defined as paint or
coating that contains lead greater than 0.7 milligram per square centimeter, as
determined by an X-Ray Fluorescence (XRF) instrument.

XRF is a common analytical technique used to quantitatively measure the
concentration level of elements in solid or liquid materials. In this technique, the
sample is bombarded by some form of ionizing radiation such as X-rays, or gamma-
rays, which can cause the atoms of the sample to emit characteristic X-rays. These
characteristic X-rays from the sample, known as the fluorescent X-rays, can be
detected and analyzed to provide information as to what concentration of atoms are
contained in the sample. Since this technique does not harm the sample in any way,
it is considered a nondestructive testing technique.

Lead Based Paint is also defined by the MDE as paint chips containing greater than
0.5% by weight, as determined through laboratory analysis Method SW846-7420.
Since removal of paint chips are required, this method is considered as a destructive
testing technique.

1.3  PCB Containing Equipment

Polychlorinated Biphenyls (PCBs) are mixtures of synthetic organic chemicals with
the same basic chemical structure and similar physical properties ranging from oily
liquids to waxy solids. They are produced by attaching one or more chlorine atoms to
a biphenyl molecule. Due to their non-flammability, chemical stability, high boiling
point and electrical insulating properties, PCBs were used in hundreds of industrial
and commercial applications including electrical, heat transfer, and hydraulic
equipment; as plasticizers in paints, plastics and rubber products; in pigments, dyes
and carbonless copy paper and many other applications. More than 1.5 billion
pounds of PCBs were manufactured in the United States prior to cessation of
production in 1977 (EPA, 2005).
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Concern over the toxicity and persistence in the environment of Polychlorinated
Biphenyls (PCBs) led Congress in 1976 to enact §6(e) of the Toxic Substances
Control Act (TSCA) that included among other things, prohibitions on the
manufacture, processing, and distribution in commerce of PCBs. Thus, TSCA
legislated true "cradle to grave" (i.e., from manufacture to disposal) management of
PCBs in the United States (EPA, 2005).

PCB Concentration in Material is defined by the EPA as containing greater than 50
parts per million (>50 ppm). PCBs were commonly sold in the United States of
America under the trade name "Arocolor." However, companies that used PCBs in
the manufacture of transformers and capacitors often used other trade names.
According to the U.S. EPA, all ballasts manufactured prior to July 1978 have a
greater than 50% chance of containing PCBs at 50 ppm or greater. Ballasts
manufactured after July 1978 are required to bear a “No PCBs” label indicating they
do not contain PCBs.

1.4  Universal Wastes

A universal waste is a common product, found in considerable quantities, that
exhibits low-level hazards. Universal wastes include batteries, pesticides,
thermostats, and lamps. All universal waste must be handled in a way as to prevent
the release of the hazardous waste into the environment, contained in a secure
manor, labeled, and safely transported to a destination facility. Definitions of universal
waste are detailed in 40 CFR 273.9.

A battery is an electrochemical cell that receives, stores, and delivers electric energy.
Batteries and thermostats containing mercury can be disassembled into cells and
ampoules before removal and transportation as described in 40 CFR 273.13 (small
quantity handlers) and 40 CFR 273.33 (large quantity handlers).

A universal waste lamp is bulb/tube part of an electric lighting device, including
fluorescent, neon, mercury vapor, metal halide, and a variety of other lamps.

Pesticides are any substance/chemical designed to control and manage pests.

Thermostats are typically used to control a heating or cooling system. A thermostat is
an electro-mechanical on/off switch that is activated by temperature changes. The
sensing element is usually a spiral bimetallic strip that coils and uncoils in response
to temperature changes because of differential expansion of the two bonded metals.
In a mercury-switch thermostat, a ball of mercury rolls between contacts in one or
more sealed glass ampoules, which are attached to a metal strip. The switch works
when the mercury makes or breaks an electrical circuit, which creates a signal for
heating or cooling from a furnace or central air conditioning system. Each glass
ampoule contains approximately three grams of mercury, which is about the size of a
dime. Mercury’s unique properties, high conductivity, high surface tension and
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liquidity at room temperature, have made it a useful component in many electric
switches (NEWMOA, 2006).

1.5  Miscellaneous Materials

Other hazardous materials that may be present include aboveground and
underground storage tanks, pressurized cylinders, paints, solvent, and lubricants.

1.6  Limitations

EBA attempted to access all areas of the Subject Property as defined by the Client
during the inspection process.  Areas above and behind fixed substrates, (plaster,
drywall, masonry block, concrete, etc.) were not accessed as the survey was limited
to non-intrusive measures.  Areas that were not accessed due to health and safety
concerns are detailed below:

 Elevator Shafts.
 Basement, Storage and Archival Room

END OF SECTION
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2.0  Asbestos Containing Building Materials

The National Emission Standard for Hazardous Air Pollutants (NESHAP) requires the
building owner/operator to perform an asbestos inspection of affected portion(s) of
facilities prior to demolition or renovation. This inspection must be performed by an
AHERA-accredited building inspector.

Asbestos Hazard Emergency Response Act (AHERA) and State of Maryland
accredited Asbestos Inspectors performed asbestos inspections of accessible interior
and exterior portions of the Subject Property. Certificates of the inspectors are
included in Appendix C.

2.1  Inspection and Analytical Methodology

The inspection consisted of performing a records review followed by a non-intrusive
investigation to identify suspect asbestos-containing building materials in accessible
building areas.

2.1.1  Research Review

Records review consists of reviewing previous asbestos inspections, reports,
abatement records, and/or as-builts associated with the facility.

2.1.2  Onsite Investigation

The onsite investigation involved a combination of visual assessments and
destructive sampling methodologies. Visual assessments primarily focused on
identifying materials to be assessed. Destructive sampling was only employed where
suspect ACBM was identified. Samples from non-friable materials were taken from
inconspicuous locations. Samples from suspect friable materials were patched in a
manner to limit the release of potential asbestos fibers.

2.1.3  Sample Collection and Analysis

EBA collected samples of materials that were suspected of containing asbestos in
accordance to the Asbestos Hazard Emergency Response Act (AHERA) 40 CFR 763
Subpart E. All areas that consisted of the same color and texture were grouped into
homogeneous areas and sampled according to the AHERA asbestos sampling
protocol as shown in Table 1 below.
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Table 1: AHERA Asbestos Sampling Protocol
Surfacing Materials Thermal System Insulation Miscellaneous Materials
3 samples per area < 1,000 ft2 3 samples for TSI Sample in a manner sufficient

to determine (Note – EBAs
Standard Operating

Procedures are to collect at
least 2 samples per
homogenous area)

5 samples per area > 1,000 ft2 1 sample per area of patched insulation
(<6 linear or squared feet)

7 samples per area > 5,000 ft2

Sample in a manner sufficient per
mechanical system not assumed to be
ACBM where cement or plaster is used

on fittings such as tees, elbows, or valves

Samples were submitted to Scientific Analytical Institute (SAI) for analysis by
Polarized Light Microscopy (PLM) in accordance with the EPA Method for the
Determination of Bulk Asbestos Samples (EPA 600M4-82-020).

In the event sample results were reported as "trace" by the PLM method, further
analysis would be performed by Transition Electron Microscopy (TEM). There were
no samples that required further analysis by TEM for the Subject Property.

SAI is accredited by the National Voluntary Accreditation Program (NVLAP) for the
analysis of airborne asbestos by TEM and for the analysis of bulk asbestos by PLM
(NVLAP Lab Code: 200664-0). Additionally, SAI is a fully-accredited AIHA Industrial
Hygiene Laboratory (IHLAP) for asbestos analyses, including PCM, PLM, and TEM
(AIHA IHPAT Lab ID: 173190).

2.2  Results

2.2.1  Records Review

The available records did not indicate the presence of ACBM.

2.2.2  Suspect Samples Collected & Analyzed

Asbestos Containing Building Materials were identified at the Subject Property during
the survey. Table 2 provided below denotes all of the positive ACBM materials while
Appendix D provides a listing of all samples collected at the Subject Property.
Laboratory analytical results are included in Appendix E.

Table 2: ACBM Positive Sample Listing and Results for Courthouse East

Sample
No. Result Material

Description Floor Room RACM Damaged Friable Material
Type

MC-01 8%
Chrysotile

9x9 FT Maroon
w/Offwhite & Red

Streaks
6 613 3 Gouges No Misc

MC-01A 10%
Chrysotile

FT Mastic for MC-
01 6 613 3 Gouges No Misc

MC-02 8%
Chrysotile

9x9 FT Beige
w/Red Streaks 6 613 3 Gouges No Misc
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Table 2: ACBM Positive Sample Listing and Results for Courthouse East

Sample
No. Result Material

Description Floor Room RACM Damaged Friable Material
Type

MC-02A 10%
Chrysotile

FT Mastic for MC-
02 6 613 3 Gouges No Misc

MC-03 3%
Chrysotile

Cove Molding
Black 6 613 3 Gouges No Misc

MC-03A 3%
Chrysotile

Tan Cove Mastic
for MC-03 6 613 3 Gouges No Misc

MC-04 8%
Chrysotile 24x24 FT Black 6 613 3 Gouges No Misc

MC-05A 3%
Chrysotile

Yellow FT Mastic
for MC-05 6 613 3 Gouges No Misc

MC-12

15%
Chrysotile

20%
Amosite

Boiler Tank
Insulation RF Centr

Build 1 Debris Yes TSI

MC-15 5%
Chrysotile

Black Flooring
(Tile) 6 636

Courtrm 4 No Damage No Misc

MC-17A 10%
Chrysotile

Black FT Mastic
for MC-17 6 610 3 Exposed No Misc

MC-20 5%
Chrysotile

12x12 FT Beige
w/Brown Specs 6 606 3 Exposed No Misc

MC-20A 8%
Chrysotile

Black FT Mastic
for MC-20 6 606 3 Exposed No Misc

MC-21 5%
Chrysotile

12x12 FT Brown
w. Black&Offwhite

Specs
6 606 3 Exposed No Misc

MC-21A 10%
Chrysotile

Black FT Mastic
for MC-21 6 606 3 Exposed No Misc

MC-25 8%
Chrysotile

9x9 FT Maroon
w/Offwhite & Red

Streaks
6 Sub Lev 2 3 Aging No Misc

MC-25A 10%
Chrysotile

Black Mastic for
MC-25 6 Sub Lev 2 3 Aging No Misc

MC-27

5%
Crocidolite

20%
Chrysotile

4" White Pipe TSI 6 618Sub2S
prlS 3 Aging Yes TSI

MC-27

10%
Chrysotile

10%
Amosite

4" White Pipe TSI 5 502 4 No Damage Yes TSI

MC-28 30%
Chrysotile

White TSI Pipe
Elbow 5 502 4 No Damage Yes TSI

MC-40 3%
Chrysotile

12x12 FT Off
white w/Gray

streaks
1 145 3 Gouges No Misc

MC-53A 10%
Chrysotile

Dark Brown
Mastic for MC-53 1 125C 3 Gouges No Misc

MC-44 20%
Chrysotile

TSI Pipe
Insulation -
White Pipe

Jacket

B 697 4 Aging No TSI
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Table 2: ACBM Positive Sample Listing and Results for Courthouse East

Sample
No. Result Material

Description Floor Room RACM Damaged Friable Material
Type

MC-44

10%
Chrysotile

10%
Amosite

TSI Pipe
Insulation -
White Pipe

Jacket

B 1189 4 Aging No TSI

MC-44A 20%
Chrysotile

TSI Pipe
Insulation B 697 4 Aging No TSI

MC-44A

10%
Chrysotile

10%
Amosite

TSI Pipe
Insulation B 1189 4 Aging No TSI

MC-47 30%
Chrysotile Pipe Elbow B 619 4 Aging No TSI

MC-48 30%
Chrysotile Pipe 'T' Fitting B 619 4 Aging No TSI

MC-04A 8%
Chrysotile

FT Mastic for MC-
04 6 613 3 Gouges No Misc

MC-23A 8%
Chrysotile

FT Brown
beneath MC-23 6 Phone

Booth 4 No Damage No Misc

MC-42B 10%
Chrysotile

Black Sponge
Insulation Mastic B 1491 3 Gouges No Misc

MC-58 60%
Chrysotile

Fire Doors
Insulation B 1491 3 Exposed Yes TSI

MC-59 4%
Chrysotile

Exterior Door
Caulk 5 Large

Court 4 Aging No Misc

2.2.3  Presumed Asbestos Containing Materials

The following type of building materials on the Subject Property must be presumed
asbestos containing unless specific testing is performed to disprove its presence.

 Electrical Wiring Insulation (Presumed)
 Elevator Brakes (Presumed)
 Exterior Window Caulking (Presumed)
 Pipe and Tank Gaskets (Presumed)
 Roofing Materials (Presumed)
 Roof Top Chiller Transite Paneling (Presumed)

2.2.4  Quantities for Positive ACBM

Table 3 provided below is a summation of the positive ACBM grouped by the material
(i.e. Pipe TSI) with the estimated quantities present at the Subject Property.
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Table 3 Quantities for Positive ACBMs
Material Type Quantity Unit of Measure
Boiler Tank TSI 100 Square Feet

Chiller Tank TSI 300 Square Feet

Cove Molding 8478 Linear Feet

Door Caulking 3322 Linear Feet

Basement Fire Doors 17 Each

Flooring 255610 Square Feet

Pipe TSI 7773 Linear Feet

Pipe Fitting/Elbows 825 Each

Photographs of positive ACBMs are included in Appendix A.

END OF SECTION
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3.0  Lead Based Paint Inspection

Lead Based Paint Inspectors, as certified through Maryland Department of
Environment, performed LBP inspections of accessible interior and exterior portions
of the Subject Property. Certificates of the inspectors are included in Appendix F.

3.1  Inspection and Analytical Methodology

EBA performed a limited (screening) survey to identify locations of LBP that may be
disturbed by renovation/demolition activities. The survey was intended to determine:

 Whether lead-based paint is present in the structure including the exterior
surfaces; and,

 If present, which building components contain lead-based paint.

Subject Property areas and components that appear to have a similar painting history
and substrate shall be grouped together for sampling purposes. This survey was not
intended to be comprehensive surface-by-surface inspection (i.e. HUD level
inspection) survey of the Subject Property, nor is a survey of that type necessary or
required. The inspection consisted of areas that are readily accessible.

3.1.1  XRF Instrumentation

Direct reading X-Ray Fluorescence (XRF) instrumentation was used to identify LBP.
Specifically, the Lead Paint Analysis-1 instrument manufactured by RMD, Inc. was
utilized. Surface coatings were considered LBP if the XRF result exceeds the State of
Maryland definition of LBP of 0.7 milligrams per square centimeter (> 0.7mg/cm2). An
XRF performance characteristic sheet is included in Appendix G. The performance
characteristic sheet specifies calibration tolerances, XRF indices for positive,
negative, and inclusive results, and modes of operation.

3.1.2 Paint Chip Analysis

Lead Based Paint is also defined by the MDE as paint chips containing greater than
0.5% by weight, as determined through laboratory analysis Method SW846-7420.  In
the event readings from the XRF were reported as inconclusive, paint chip samples
were collected and analyzed.  Paint chip samples were also obtained in the event
there was limited access to or irregular shaped surfaces of the substrate.

3.2  Results

3.2.1  XRF Results

Lead-based paints were identified at the Subject Property during the survey atop
following Substrates:
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 Exterior
o Window Components, Wood

 Interior
o Throughout

 Ceiling Supports, Concrete and Wood
 Door Components, Metal and Wood
 Stair Components, Concrete and Metal
 Structural Support Beams/Columns, Angle and ‘I’ Beams, Metal
 Vertical Support Columns, Concrete
 Walls/Ceiling, Plaster
 Wall Trim (Baseboards, Crown Molding, Chair Rails, etc.), Wood
 Windows Components, Metal and Wood

Appendix H contains the data sheets from all suspect LBP materials.

3.2.2  Paint Chip Analysis

Paint chips were neither collected nor analyzed from the Subject Property.

END OF SECTION
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4.0  PCB Containing Equipment

The onsite inspectors investigated the Subject Property for potential PCB containing
equipment during the course of the survey.

4.1  Inspection and Analytical Methodology

The Subject Property was inspected for historically known PCB containing
equipment. Such equipment commonly includes light ballasts located within
fluorescent light fixtures, electrical transformers, and hydraulic equipment. No
analysis was performed in association with PCB containing equipment.

4.1.1  Onsite Investigation

The onsite investigation involved a visual assessment of suspect equipment. The
visual assessment focused on identifying suspected equipment that may contain
PCBs. If required, EBA performed limited dismantling of the equipment in order to
visually confirm the presence or absence of PCBs.

4.1.2  Manufacturer Review

If the presence or absence of suspected PCB containing equipment could not be
confirmed in the field, EBA conducted additional research by contacting the
Manufacturer and/or obtaining information on the suspected equipment from other
sources.

4.2  Results

4.2.1  Onsite Investigation

4.2.1.1 Hilco Hyflow Oil Filters

EBA identified four (4) double chamber Hilco Hyflow Oil Filters located in the
basement of the Subject Property. These oil filters are associated with the
‘wheel house’ heating system and filter the hydraulic fluid used to operate the
hydraulic air intakes and exhausts. Based on the age and use for these oil
filters, they are suspected of containing PCB oils.

4.2.1.2 Ballasts

EBA did not identify any ballasts suspected of containing Polychlorinated
Biphenyls (PCBs) at the Subject Property as none of these ballasts appeared
without the “No-PCBs” stamp. However, some of these ballasts may still be
present at the Subject Property. Table  4 details the estimated quantity of
ballasts at the Subject Property
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Table 4 –Ballast Information
Equipment Type Quantity Unit of Measure

Ballasts with “No PCBs” Stamp 4436 EA

Ballasts without “No PCBs” Stamp 0 EA

4.2.2  Manufacturer Review

EBA did not identify any suspected PCB containing equipment at the Subject
Property that required this type of review.

Example photos of the suspected PCB containing equipment are included in
Appendix A.

END OF SECTION
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5.0  Ozone Depleting Compounds

The onsite inspectors investigated the Subject Property for equipment historically
known to contain Ozone-Depleting Compounds during the course of the survey.
Ozone-depleting compounds contain molecules of chlorine, fluorine, or bromine.
Title VI of the United States Clean Air Act Amendments (CAA) of 1990 has defined
ozone-depleting substances as belonging to Class I (most harmful) and Class II (less
harmful).

5.1  Inspection and Analytical Methodology

The Subject Property was inspected for historically known Ozone-Depleting
Compounds containing equipment. Such equipment commonly includes
Chlorofluorocarbons (CFCs) within refrigerators, window air conditioning units, water
fountains, and chillers. No analysis was performed in association with equipment
containing Ozone-Depleting Compounds.

5.1.1  Onsite Investigation

The onsite investigation involved a visual assessment of suspect equipment. The
visual assessment focused on identifying suspected equipment that may contain
Ozone Depleting Compounds.

5.1.2  Manufacturer Review

If the presence or absence of suspected Ozone Depleting Compound containing
equipment could not be confirmed in the field, EBA conducted additional research by
contacting the Manufacturer and/or obtaining information on the suspected
equipment from other sources.

5.2  Results

Potential Ozone-depleting compounds were identified throughout the Subject
Property in the following forms:

 Household Refrigerators/Freezer Units /Vending Machines – Sixty-seven (67)
refrigerator/freezer units were observed, some of which contained refrigerants
such as R12, R22, R134A, and R404. Based upon the working condition of
these units, it is anticipated that these units still contain ozone-depleting
compounds. These refrigerants have low ozone depletion potential.

 Water Cooler Units – Eighty-five (85) free-standing water cooler units were
observed, some of which contained the refrigerant R134A. Based upon the
working condition of these units, it is anticipated that these units still contain
ozone-depleting compounds. R134A is a refrigerant with low ozone depletion
potential.
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 A/C Units – Forty-five (45) units were observed. Some of these units were
identified as containing R22 Refrigerant. R22, also known as HCFC-22, is a
single component HCFC refrigerant with low ozone depletion potential.

 Central  Chiller  Units – Six (6)  chiller  unit  was observed. Some of  these units
were identified as containing R22 Refrigerant. R22, also known as HCFC-22,
is a single component HCFC refrigerant with low ozone depletion potential.

 R11 Refrigerant – Approximately fifty (50) gallons of liquid
Trichloromonofluoromethane (R11) where observed. R11 also known as CFC-
11 has a high ozone depletion potential.

5.2.1  Manufacturer Review

EBA did not identify any potential ozone depleting compounds at the Subject
Property that required this type of review.

Example photos of the equipment or items containing ozone depleting compounds
are included in Appendix A.

END OF SECTION
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6.0  Universal Wastes

The onsite inspector investigated the Subject Property for items classified as
Universal Wastes during the course of the survey.

6.1  Inspection and Analytical Methodology

The building was inspected for historically known equipment classified as Universal
Wastes. Such equipment commonly includes mercury containing light fixtures,
mercury containing thermostats, batteries, and pesticides. No analysis was
performed in association with Universal Wastes.

6.1.1  Onsite Investigation

The onsite investigation involved a visual assessment of suspect equipment. The
visual assessment focused on identifying suspected equipment that may contain
universal wastes. If required, EBA performed limited dismantling of the equipment in
order to visually confirm the presence or absence of a universal waste.

6.1.2  Manufacturer Review

If the presence or absence of suspected universal waste containing equipment could
not be confirmed in the field, EBA conducted additional research by contacting the
Manufacturer and obtaining information on the suspected equipment.

6.2  Results

6.2.1  Onsite Investigation

EBA identified suspected universal waste containing equipment at the Subject
Property. Table 7 provides the estimated quantities located at the Subject Property:

Table 7: Estimated Quantities for Universal Waste
Equipment Type Quantity Unit of Measure

Thermostats 21 Each
Mercoid Pressure/Temperature Switches 5 Each

Mercury Vapor Light Bulbs 12343 Each
Lead-Acid Batteries 142 Each

Thermometers 2 Each

6.2.2  Manufacturer Review

EBA did not identify any suspected universal waste at the Subject Property that
required this type of review.

Example photos of the universal wastes are included in Appendix A.
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END OF SECTION
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7.0  Miscellaneous Materials

The onsite inspector investigated the Subject Property for items classified as
Miscellaneous Materials during the course of the survey.

7.1  Inspection and Analytical Methodology

The Subject Property was inspected for items that may be hazardous but not
necessarily fit into prior classifications.  Such miscellaneous materials include
aboveground storage tanks, and underground storage tanks, cylinders, paints, and
lubricants.  No analysis was performed in association with Miscellaneous Materials.

7.1.1  Onsite Investigation

The onsite investigation involved a visual assessment of the area for miscellaneous
materials that may be regulated under RCRA.

7.2  Results

Miscellaneous materials were observed at the Subject Property in the following
forms:

 Lead Component Materials:
o Roof top lead vent pipes (Presumed)
o Wall-mounted water fountain metal pans (Presumed)

 Lubricants/Oils, Coatings/Paints, and Solvent:
o Ten (10) gallons of paints of various sizes and containers
o One hundred (100) gallons of solvents
o Eighty-two (82) gallons lubricants/oils in drums and containers
o Five (5) gallons of gasoline
o Five (5) gallons of non-asbestos floor mastic

 Pressurized Cylinders:
o Fire extinguishers. - Seventy (70)
o Gas (unlabeled) cylinders - One (1)

 Smoke detectors
o Sixty-three (63) ionization smoke detectors. These ionization smoke detectors

typically have an Americium radioactive source

 Various Cleaners, Strippers, Degreasers
o Eighty-seven (87) gallons

 Various Water Treatment Chemicals
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o One hundred and eighty-five (185) gallons of ARC Condenser Water
Treatment.

o Forty-five (45) gallons of FTS Cooling Water Treatment.
o Fifty-five (55) gallons of ChemTreat Cooling Water Corrosion Inhibitor.
o Fifty-five (55) gallons of ChemTreat Steam Line Treatment

It was reported that the miscellaneous materials identified above were utilized
throughout the year in support of onsite activities. As such, day to day quantities are
subject to change.

Example photos of the miscellaneous wastes are included in Appendix A.

END OF SECTION
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8.0  Recommendations/Conclusions

The results of the survey indicate hazardous materials do exist within the limits of the
building and will trigger Federal, State, and Local regulations during future renovation
activities.

8.1  Asbestos Containing Building Materials

The results of the survey show that asbestos containing building materials (ACBM)
are present at the Subject Property. The OSHA “Asbestos in Construction Standard”
29 CFR 1926.1101 imposes restrictions on the disturbance of asbestos during
renovation activities. Removal of the following item identified in the building is
considered Class I asbestos work by the OSHA regulation:

 Tank, Thermal System Insulation, Gray
 Pipe, Thermal System Insulation, White/Gray
 Pipe, Elbows and Fittings, White
 Fire Doors (Basement), White

Removal of the following items identified in the building are considered Class II
asbestos work by the OSHA regulation:

 Cove Molding, Black
 Cove Molding Mastic, Multiple Colors
 Door Caulking
 Floor Tile, Multiple Sizes and Colors
 Floor Tile Mastic, Multiple Sizes and Colors.
 Electrical Wiring Insulation (Presumed)
 Elevator Brakes (Presumed)
 Exterior Window Caulking (Presumed)
 Pipe and Tank Gaskets (Presumed)
 Roofing Materials (Presumed)
 Roof Top Chiller Transite Paneling (Presumed)

Class I & Class II asbestos work must be performed by trained employees using work
practices required by the OSHA standard.

Electrical wires, elevator brakes, exterior window caulk, fire doors, pipe and tank
gaskets, and roofing materials were presumed to contain asbestos to avoid damage
of the system and eliminate undue risk to personnel safety. It may be cost effective to
have these materials sampled and analyzed at an appropriate time to allow for them
to be definitively categorized.
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Quantities for Positive ACBMs
Material Type Quantity Unit of Measure
Boiler Tank TSI 100 SF

Chiller Tank TSI 300 SF

Cove Molding 8478 LF

Door Caulking 3322 LF

Basement Fire Doors 17 EA

Flooring 255610 SF

Pipe TSI 7773 LF

Pipe Fitting/Elbows 825 EA

In any situation where ACBM remains in the building, it should be managed under a
comprehensive operations and maintenance (O&M) program. The procedures and
guidelines described in an O&M program should be followed whenever building
maintenance activities will disturb any asbestos materials present in the building.

8.2  Lead-Based Paints

The presence of lead based paints triggers EPA and OSHA regulatory standards (29
CFR 1926.62).

Lead-based paints (LBP) were identified throughout the Subject Property atop
exterior and interior building components. Furthermore, LBP was identified atop
plaster, masonry, metal, and wood substrates.

Demolition debris with LBP atop hand railings, posts, valves, valve handles, piping,
and other elements may be disposed of in a Construction and Debris (C&D) landfill
provided the material is not classified as a hazardous waste in accordance with 40
CFR Part 261 and SW-846 (Test Methods for Evaluating Solid Waste
Physical/Chemical). Metal objects containing LBP can be recycled.

8.3  PCB Containing Equipment

EBA did not identify any ballasts suspected of containing Polychlorinated Biphenyls
(PCBs) at the Subject Property as none of these ballasts appeared without the “No-
PCBs” stamp. However, some of these ballasts may still be present at the Subject
Property. The approximate quantities of PCB and non-PCB ballasts are detailed in
the table below.

Quantities for PCBs
Equipment Type Quantity Unit of Measure

Ballasts with “No PCBs” Stamp 4436 EA

Ballasts without “No PCBs” Stamp 0 EA

Hilco Hyflow Oil Filters 4 EA
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EBA identified four double chamber Hilco Hyflow Oil Filters located in the basement
of the Subject Property. These oil filters are associated with the ‘wheel house’
heating system and filter the hydraulic fluid used to operate the hydraulic air intakes
and exhausts. Based on the age and use for these oil filters, they are suspected of
containing PCB oils.

Maryland regulations for PCBs state that > 50 ppm are considered a Controlled
Hazardous Substance. In Maryland PCB levels between 50 – 500 ppm have the
waste code MT01 and levels >500 ppm have the waste is M001.

PCB containing equipment becomes a concern if they are leaking or they will be
removed and disposed of as hazardous waste. According to EPA Toxic Substances
Control regulations (TSCA) in 40 CFR Part 761, the material must be incinerated.

PCB ballast disposal does not require that the entire lighting fixture be specially
handled and disposed of as long as the ballast is not leaking. The non-leaking
ballasts can be removed and recycled or disposed of properly. Ballasts that have
been removed from service and the containers that they are stored in must be
labeled according to EPA labeling requirements specified in 40 CFR Part 262
Subpart C (Jacobson, 2006).

Ballasts manufactured between 1979 and 1991 may also contain another dielectric
fluid, Di (2-ethylhexyl) phthalate (or DEHP). DEHP in its raw form is a listed
hazardous waste under RCRA and classified as a U028 characteristic hazardous
waste. DEHP found within lighting ballasts that have been used is spent and
therefore no longer considered hazardous (40 CFR 261.33). Used ballasts containing
DEHP meant for disposal can be recycled (preferred), land filled, or incinerated.

Before PCB TSCA regulated waste is shipped off-site from a generator facility to a
licensed TSDF, the facility shipping the PCB TSCA regulated waste must ensure that
the waste is labeled in accordance with USDOT regulations. Even if a disposal
vendor usually prepares the facility waste for shipment, the facility or site manager
responsible for compliance is ultimately responsible for ensuring that all labeling
requirements are met.

8.4  Ozone-Depleting Compounds

Class I and Class II ozone-depleting compounds were identified in the form of
household refrigerators/freezer units, commercial refrigerator/freezer/vending units,
commercial central air cooling units, window air cooling units, water fountains, water
cooler units, and containers of refrigerant.  Under EPA's rule, equipment that is
typically dismantled on-site before disposal (e.g., retail food refrigeration, central
residential air-conditioning, chillers, and industrial process refrigeration) has to have
the refrigerant recovered in accordance with EPA's requirements for servicing.
However, equipment that typically enters the waste stream with the charge intact
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(e.g., motor vehicle air conditioners, household refrigerators, household freezers, and
room air conditioners) is subject to special safe disposal requirements.

Under the safe disposal requirements, the final person in the disposal chain (e.g., a
scrap metal recycler or landfill owner) is responsible for ensuring that refrigerant is
recovered from equipment before the final disposal of the equipment.  However,
persons "upstream" can remove the refrigerant and provide documentation of its
removal to the final person if this is more cost-effective.  If the final person in the
disposal chain (e.g., a scrap metal recycler or landfill owner) accepts appliances that
no longer hold a refrigerant charge, that person is responsible for maintaining a
signed statement from whom the appliance(s) is being accepted.  The signed
statement must include the name and address of the person who recovered the
refrigerant, and the date that the refrigerant was recovered, or a copy of a contract
stating that the refrigerant will be removed prior to delivery.

8.5  Universal Wastes

Universal wastes in the form of mercury containing compact fluorescent light bulbs,
fluorescent light tubes, HID bulbs, thermometers, thermostats, pressure/temperature
switches; lead-acid battery containing emergency lighting units and ‘Exit’ signs; and,.

Universal Waste Estimated Quantities
Equipment Type Estimated Quantity (EA)

Thermostats 21
Mercoid Pressure/Temperature Switches 5

Mercury Vapor Lighting Bulbs 12343
Lead-Acid Batteries 142

Thermometers 2

All waste is to be placed in a container that: is structurally sound, will prevent damage
to the contents, is compatible with its contents, and kept closed at all times (except
when adding to or removing from the container). The container must be without
damage, or evidence of spillage, that could lead to leakage of the waste contained
inside. Disposal of controlled hazardous waste is outlined in Title 26, Subtitle 13 in
the Code of Maryland Regulations (COMAR 26.13).

8.6  Miscellaneous Materials

Fire extinguishers were observed throughout the accessible areas.  Should these fire
extinguishers be permanently removed from service during renovation activities, It is
recommended to dispose of fire extinguishers in accordance with "Guide to the
Disposal of Condemned Fire Extinguishers" published by the Fire Extinguishing
Trades Association, Fact File No. 108 dated February 2004.

Lubricants/Oils, Coatings/Paints, and Solvents (aerosols and varying capacity
containers) were noted throughout the Subject Property.  It is recommended that all
items be collected, separated, and categorized in accordance to hazardous and non-
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hazardous waste.  The disposal of hazardous waste is regulated by the EPA in 40
CFR 266.  Non-hazardous materials can be disposed of in a municipal C&D facility.

Compressed gas cylinders were observed throughout the Subject Property.
Cylinders should be returned to the compressed gas distributor when emptied or no
longer used.  Disposal of controlled hazardous waste is outlined in Title 26, Subtitle
13 in the Code of Maryland Regulations (COMAR 26.13).

Ionization Smoke Detectors were observed throughout the Subject Property.  These
ionization smoke detectors may contain low-level radioactive materials, i.e.
Americium. Where applicable all ionization smoke detectors shall be removed
throughout the building and returned to the Manufacturer.  If a manufacturer cannot
be clearly identified then the low-level radioactive material shall be treated as low-
level radioactive waste (LLRW) and its disposal shall be handled in accordance with
Title 26, Subtitle 12 in the Code of Maryland Regulations (COMAR 26.12) Control of
Ionizing Radiation.

Water treatment chemical were observed in the basement of the Subject Property.
These liquids should be returned to the chemical distributor when emptied or no
longer used.  Disposal of controlled hazardous waste is outlined in Title 26, Subtitle
13 in the Code of Maryland Regulations (COMAR 26.13).

END OF SECTION
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Executive Summary

EBA Engineering, Inc. (EBA) was retained by AECOM Services, Inc., dba AECOM
Design, herein referred to as the Client, to perform a limited Hazardous Materials
Survey of the Courthouse East facility (herein referred to as the Subject Property)
located at 111 N. Calvert Street, Baltimore, Maryland 21202.

Courthouse East was formerly part of the combined old Baltimore City Post Office
and Federal Courthouse originally constructed in 1932. The courthouse currently
serves Baltimore City and the State of Maryland in the areas of criminal, civil and
family courts. Courthouse East also contains a portion of the Office of the State's
Attorney for Baltimore City, the Clerk of the Court, several pretrial detention lockups,
jury assembly rooms, and Masters hearing rooms.

Courthouse East occupies approximately sixty-six thousand nine hundred and twenty
square feet (66,920ft2) in area of an entire city block; is of steel frame construction
with concrete floors, roofing with section of tile, built-up, and stone; a basement of
granite; and, outer walls of white Indiana limestone. Courthouse has is considered to
be six stories in height with a penthouse, basement, and sub-basement. In 1990,
portions of the courthouse underwent an interior renovation.

The limited hazardous materials survey (LHMS) focused on the following materials;
Asbestos Containing Building Materials, Lead Based Paints, Polychlorinated
Biphenyl Containing Equipment, Universal Wastes, Ozone Depleting Compounds,
and Miscellaneous Materials throughout the building.

The results of the LHMS have identified hazardous materials located within the
Subject Property. Renovation/ demolition activities performed in the future may
disturb such hazardous materials. These materials are summarized below:

Asbestos Containing Building Materials

The results of the survey show that asbestos containing building materials (ACBM)
are present at the Subject Property. The OSHA “Asbestos in Construction Standard”
29 CFR 1926.1101 imposes restrictions on the disturbance of asbestos during
renovation activities. Removal of the following item identified in the building is
considered Class I asbestos work by the OSHA regulation:

 Exterior window glazing compound
 Ventilation Ducting, Fabric Wrapping, Silver
 Tank, Thermal System Insulation, Gray
 Pipe, Thermal System Insulation, White/Gray
 Pipe, Elbows and Fittings, White
 Fire Brick, White
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Removal of the following items identified in the building are considered Class II
asbestos work by the OSHA regulation:

 Pipe Packing
 Floor Tile and Floor Tile Mastic, Multiple Sizes and Colors
 Chalk Board Mastic (Presumed)
 Electrical Wiring Insulation (Presumed)
 Elevator Brakes (Presumed)
 Fire Doors (Presumed)
 Pipe and Tank Gaskets (Presumed)
 Roofing Materials (Presumed)

Class I & Class II asbestos work must be performed by trained employees using work
practices required by the OSHA standard.

Electrical wires, elevator brakes, fire doors, pipe and tank gaskets, and roofing
materials were presumed to contain asbestos to avoid damage of the system and
eliminate undue risk to personnel safety. It may be cost effective to have these
materials sampled and analyzed at an appropriate time to allow for them to be
definitively categorized.

Quantities for Positive ACBMs
Material Type Quantity Unit of Measure

Flooring 16190 Square Feet

Window Glazing Compound 49680 Linear Feet

HVAC Duct Wrap 1440 Square Feet

Chiller Tank TSI 300 Square Feet

Steam Tank TSI 184 Square Feet

Pipe TSI 9537 Linear Feet

Pipe Packing 200 Linear Feet

Pipe Fitting/Elbows 525 Each

Fire Brick 1840 Square Feet

Chalk Boards with/Mastic 3 Each

In any situation where ACBM remains in the building, it should be managed under a
comprehensive operations and maintenance (O&M) program. The procedures and
guidelines described in an O&M program should be followed whenever building
maintenance activities will disturb any asbestos materials present in the building.

Lead-Based Paints

The presence of lead based paints triggers EPA and OSHA regulatory standards (29
CFR 1926.62).
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Lead-based paints (LBP) were identified throughout the Subject Property atop
exterior and interior building components. Furthermore, LBP was identified atop
plaster, masonry, metal, and wood substrates.

It is recommended that damaged LBP be repaired using methods recommended by
the Maryland Department of the Environment.

Demolition debris with LBP atop hand railings, posts, valves, valve handles, piping,
and other elements may be disposed of in a Construction and Debris (C&D) landfill
provided the material is not classified as a hazardous waste in accordance with 40
CFR Part 261 and SW-846 (Test Methods for Evaluating Solid Waste
Physical/Chemical). Metal objects containing LBP can be recycled.

PCB Containing Equipment

EBA identified three types of ballasts suspected of containing PCBs at the Subject
Property as none of these ballasts contained the “No-PCBs” stamp. The approximate
quantities of PCB and non-PCB ballasts are detailed in the table below

Quantities for PCBs
Equipment Type Quantity Unit of Measure

Ballasts with “No PCBs” Stamp 3815 Each

Ballasts without “No PCBs” Stamp 31 Each

PCB containing equipment becomes a concern if they are leaking or they will be
removed and disposed of as hazardous waste. According to EPA Toxic Substances
Control regulations (TSCA) in 40 CFR Part 761, the material must be incinerated.

PCB ballast disposal does not require that the entire lighting fixture be specially
handled and disposed of as long as the ballast is not leaking. The non-leaking
ballasts can be removed and recycled or disposed of properly. Ballasts that have
been removed from service and the containers that they are stored in must be
labeled according to EPA labeling requirements specified in 40 CFR Part 262
Subpart C (Jacobson, 2006).

Ballasts manufactured between 1979 and 1991 may also contain another dielectric
fluid, Di (2-ethylhexyl) phthalate (or DEHP). DEHP in its raw form is a listed
hazardous waste under RCRA and classified as a U028 characteristic hazardous
waste. DEHP found within lighting ballasts that have been used is spent and
therefore no longer considered hazardous (40 CFR 261.33). Used ballasts containing
DEHP meant for disposal can be recycled (preferred), land filled, or incinerated.

Before PCB TSCA regulated waste is shipped off-site from a generator facility to a
licensed TSDF, the facility shipping the PCB TSCA regulated waste must ensure that
the waste is labeled in accordance with USDOT regulations. Even if a disposal
vendor usually prepares the facility waste for shipment, the facility or site manager



AECOM D-40Balti more City Circuit Courthouse
Feasibility Study

Baltimore City Courthouse East – LHMS March 5, 2010
EBA Engineering Project No. 3665-00-000 Page 4

responsible for compliance is ultimately responsible for ensuring that all labeling
requirements are met.

Ozone-Depleting Compounds

Class I and Class II ozone-depleting compounds were identified in the form of
household refrigerators/freezer units, commercial refrigerator/freezer/vending units,
commercial central air cooling units, window air cooling units, water fountains, water
cooler units, and containers of refrigerant. Under EPA's rule, equipment that is
typically dismantled on-site before disposal (e.g., retail food refrigeration, central
residential air-conditioning, chillers, and industrial process refrigeration) has to have
the refrigerant recovered in accordance with EPA's requirements for servicing.
However, equipment that typically enters the waste stream with the charge intact
(e.g., motor vehicle air conditioners, household refrigerators, household freezers, and
room air conditioners) is subject to special safe disposal requirements.

Under the safe disposal requirements, the final person in the disposal chain (e.g., a
scrap metal recycler or landfill owner) is responsible for ensuring that refrigerant is
recovered from equipment before the final disposal of the equipment. However,
persons "upstream" can remove the refrigerant and provide documentation of its
removal to the final person if this is more cost-effective. If the final person in the
disposal chain (e.g., a scrap metal recycler or landfill owner) accepts appliances that
no longer hold a refrigerant charge, that person is responsible for maintaining a
signed statement from whom the appliance(s) is being accepted. The signed
statement must include the name and address of the person who recovered the
refrigerant, and the date that the refrigerant was recovered, or a copy of a contract
stating that the refrigerant will be removed prior to delivery.

Universal Wastes

Universal wastes in the form of mercury containing compact fluorescent light bulbs,
fluorescent light tubes, HID bulbs, thermometers, thermostats, pressure/temperature
switches; lead-acid battery containing emergency lighting units and ‘Exit’ signs; and,
the biocide Metaline.

Quantities for Universal Waste
Equipment Type Quantity Unit of Measure

Thermostats 15 Each
Mercoid Pressure/Temperature Switches 17 Each

Mercury Vapor Light Bulbs 13659 Each
Lead-Acid Batteries 313 Each

Metaline Biocide (55 Gallon Drum) 1 Each

All waste is to be placed in a container that: is structurally sound, will prevent damage
to the contents, is compatible with its contents, and kept closed at all times (except
when adding to or removing from the container). The container must be without
damage, or evidence of spillage, that could lead to leakage of the waste contained
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inside. Disposal of controlled hazardous waste is outlined in Title 26, Subtitle 13 in
the Code of Maryland Regulations (COMAR 26.13).

Miscellaneous Materials

Fire extinguishers were observed throughout the accessible areas.  Should these fire
extinguishers be permanently removed from service during renovation activities, It is
recommended to dispose of fire extinguishers in accordance with "Guide to the
Disposal of Condemned Fire Extinguishers" published by the Fire Extinguishing
Trades Association, Fact File No. 108 dated February 2004.

Lubricants/Oils, Coatings/Paints, Printing Supplies, and Solvents (aerosols and
varying capacity containers) were noted throughout the Subject Property. It is
recommended that all items be collected, separated, and categorized in accordance
to hazardous and non-hazardous waste. The disposal of hazardous waste is
regulated by the EPA in 40 CFR 266.  Non-hazardous materials can be disposed of
in a municipal C&D facility.

Propane and Acetylene cylinders were observed throughout the Subject Property.
Cylinders should be returned to the compressed gas distributor when emptied or no
longer used.  Disposal of controlled hazardous waste is outlined in Title 26, Subtitle
13 in the Code of Maryland Regulations (COMAR 26.13).

Ionization Smoke Detectors were observed throughout the Subject Property.  These
ionization smoke detectors may contain low-level radioactive materials, i.e.
Americium. Where applicable all ionization smoke detectors shall be removed
throughout the building and returned to the Manufacturer. If a manufacturer cannot
be clearly identified then the low-level radioactive material shall be treated as low-
level radioactive waste (LLRW) and its disposal shall be handled in accordance with
Title 26, Subtitle 12 in the Code of Maryland Regulations (COMAR 26.12) Control of
Ionizing Radiation.

Unknown drums of liquids were observed in the basement of the Subject Property.  If
these liquids are known then these should be properly labeled in order to classify the
type of hazardous material (if applicable). If the liquids are unknown then these
liquids should be subjected to further laboratory testing in order to identify the
material. After the material has been identified, proper waste disposal requirements
should be followed in accordance with all Federal, State, and Local guidelines.

Additional Potential Health Concerns

During the survey EBA identified additional potential health concerns in the form of
mold and printing solvents.

There are no health based standards for acceptable mold spore levels in air. Mold
spores are present virtually everywhere. Effects of mold exposures on human health



AECOM D-42Balti more City Circuit Courthouse
Feasibility Study

Baltimore City Courthouse East – LHMS March 5, 2010
EBA Engineering Project No. 3665-00-000 Page 6

are well-documented and include minor allergic reactions (such as the development
of a runny nose, eye irritation, coughing, congestion, and the aggravation of asthma),
toxic effects, and infections.

The South Hallway located in the Sub-Basement has over three hundred square feet
(300ft2) of mold damaged drywall. The New York City Department of Health and
Mental Hygiene has prepared a guidance document for mold remediation (see
http://www.nyc.gov/html/doh/html/epi/moldrpt1.shtml for the full document). For large
areas (>100 square feet), the New York guidelines recommend that the mold be
abated by a trained mold abatement contractor. The mold abatement should be
designed by a Certified Industrial Hygienist and include the use of appropriate
controls and work practices.

Water damaged ceiling tiles were identified throughout the Subject Property. Water
damage is a risk factor for mold growth and these affected ceiling tiles should be
replaced.

Water damaged plaster was observed along the north wall of room 409. No mold
growth was observed on the exterior surface. The interior wall cavity was not
inspected and may contain hidden mold growth. It is recommended that a more
extensive investigation be performed.

To prevent mold growth, it is important to stop water damage. It is recommended that
sources of water be identified and remediated.

The Print Area contained a readily apparent odor. EBA recommends that an indoor
air quality survey be conducted in the Print Area. The survey should include a review
of materials being used, testing the air, and an evaluation of engineering controls.

END OF SECTION
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1.0 Introduction

Interior areas of the building at the Subject Property were inspected to identify certain
potentially hazardous materials that may be affected by building demolition and/or
renovation activities. Potentially hazardous materials include Asbestos Containing
Building Materials (ACBM), Lead-Based Paints (LBP), Polychlorinated Biphenyls-
DEHP (PCB's), and Universal Wastes. Photographs obtained during the survey are
included in Appendix A. Building plans are referenced throughout the survey are
included in Appendix B.

1.1  Asbestos Containing Building Materials

Asbestos means the asbestiform varieties of: chrysotile, crocidolite, amosite,
anthophyllite, tremolite, and actinolite. Asbestos containing building material (ACBM)
means any material or product, which contains greater than one percent (1%)
asbestos. ACBM is divided into three categories. These categories are thermal
system insulation, surfacing materials, and miscellaneous materials. Each shall be
discussed in turn:

 Thermal system insulation (TSI) materials are those materials applied to pipes,
fittings, boilers, breeching tanks, duct, or other interior structural components
to prevent heat loss or gain, or water condensation, or for other purposes of
maintaining temperatures.

 Surfacing materials include those materials sprayed on, troweled-on, or
otherwise applied to surfaces, such as acoustical plaster on ceilings and
fireproofing materials on structural members, or other materials on surfaces for
acoustical, fireproofing, or other purposes.

 Miscellaneous materials include interior building material on structural or
interior components, such as fixtures, floor and ceiling tiles, interior plasters,
and does not include surfacing material or thermal system insulation.

EPA requires that Regulated Asbestos Containing Materials (RACM) be removed
before demolition / renovation begins in accordance with the “National Emission
Standards for Hazardous Air Pollutants” (NESHAP) 40 CFR 61 and Code of
Maryland Regulations (COMAR) 26.11.21.

RACM includes the following:

 Friable ACM
 Category I non-friable ACM (flooring, roofing, packing’s, gaskets) that

becomes friable
 Category I non-friable ACM that will be or has been subjected to sanding,

grinding, cutting, or abrading
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 Category II non-friable ACM (non-friable other than Cat. I) that has a high
probability of becoming or has become crumbled, pulverized, or reduced to
powder by demolition activities.

Asbestos is further classified as either ‘Friable’ or ‘Non-Friable’. Friable asbestos
material is defined as more than 1% asbestos that, when dry, can be crumbled,
pulverized or reduced to powder by hand pressure. Non-friable asbestos materials
are also subcategorized as Category I and Category II where Category I includes
resilient floor covering, mastic, asphalt roofing, packing, and gaskets. Category II
includes all other non-friable asbestos materials.

1.2  Lead Based Paints

The Maryland Department of Environment (MDE) definition of lead-based paint (LBP)
is used as the basis for this screening. Lead-based paint is defined as paint or
coating that contains lead greater than 0.7 milligram per square centimeter, as
determined by an X-Ray Fluorescence (XRF) instrument.

XRF is a common analytical technique used to quantitatively measure the
concentration level of elements in solid or liquid materials. In this technique, the
sample is bombarded by some form of ionizing radiation such as X-rays, or gamma-
rays, which can cause the atoms of the sample to emit characteristic X-rays. These
characteristic X-rays from the sample, known as the fluorescent X-rays, can be
detected and analyzed to provide information as to what concentration of atoms are
contained in the sample. Since this technique does not harm the sample in any way,
it is considered a nondestructive testing technique.

Lead Based Paint is also defined by the MDE as paint chips containing greater than
0.5% by weight, as determined through laboratory analysis Method SW846-7420.
Since removal of paint chips are required, this method is considered as a destructive
testing technique.

1.3  PCB Containing Equipment

Polychlorinated Biphenyls (PCBs) are mixtures of synthetic organic chemicals with
the same basic chemical structure and similar physical properties ranging from oily
liquids to waxy solids. They are produced by attaching one or more chlorine atoms to
a biphenyl molecule. Due to their non-flammability, chemical stability, high boiling
point and electrical insulating properties, PCBs were used in hundreds of industrial
and commercial applications including electrical, heat transfer, and hydraulic
equipment; as plasticizers in paints, plastics and rubber products; in pigments, dyes
and carbonless copy paper and many other applications. More than 1.5 billion
pounds of PCBs were manufactured in the United States prior to cessation of
production in 1977 (EPA, 2005).
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Concern over the toxicity and persistence in the environment of Polychlorinated
Biphenyls (PCBs) led Congress in 1976 to enact §6(e) of the Toxic Substances
Control Act (TSCA) that included among other things, prohibitions on the
manufacture, processing, and distribution in commerce of PCBs. Thus, TSCA
legislated true "cradle to grave" (i.e., from manufacture to disposal) management of
PCBs in the United States (EPA, 2005).

PCB Concentration in Material is defined by the EPA as containing greater than 50
parts per million (>50 ppm). PCBs were commonly sold in the United States of
America under the trade name "Arocolor." However, companies that used PCBs in
the manufacture of transformers and capacitors often used other trade names.
According to the U.S. EPA, all ballasts manufactured prior to July 1978 have a
greater than 50% chance of containing PCBs at 50 ppm or greater. Ballasts
manufactured after July 1978 are required to bear a “No PCBs” label indicating they
do not contain PCBs.

1.4  Universal Wastes

A universal waste is a common product, found in considerable quantities, that
exhibits low-level hazards. Universal wastes include batteries, pesticides,
thermostats, and lamps. All universal waste must be handled in a way as to prevent
the release of the hazardous waste into the environment, contained in a secure
manor, labeled, and safely transported to a destination facility. Definitions of universal
waste are detailed in 40 CFR 273.9.

A battery is an electrochemical cell that receives, stores, and delivers electric energy.
Batteries and thermostats containing mercury can be disassembled into cells and
ampoules before removal and transportation as described in 40 CFR 273.13 (small
quantity handlers) and 40 CFR 273.33 (large quantity handlers).

A universal waste lamp is bulb/tube part of an electric lighting device, including
fluorescent, neon, mercury vapor, metal halide, and a variety of other lamps.

Pesticides are any substance/chemical designed to control and manage pests.

Thermostats are typically used to control a heating or cooling system. A thermostat is
an electro-mechanical on/off switch that is activated by temperature changes. The
sensing element is usually a spiral bimetallic strip that coils and uncoils in response
to temperature changes because of differential expansion of the two bonded metals.
In a mercury-switch thermostat, a ball of mercury rolls between contacts in one or
more sealed glass ampoules, which are attached to a metal strip. The switch works
when the mercury makes or breaks an electrical circuit, which creates a signal for
heating or cooling from a furnace or central air conditioning system. Each glass
ampoule contains approximately three grams of mercury, which is about the size of a
dime. Mercury’s unique properties, high conductivity, high surface tension and
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liquidity at room temperature, have made it a useful component in many electric
switches (NEWMOA, 2006).

1.5  Miscellaneous Materials

Other hazardous materials that may be present include aboveground and
underground storage tanks, pressurized cylinders, paints, solvent, and lubricants.

1.6  Limitations

EBA attempted to access all areas of the Subject Property as defined by the Client
during the inspection process.  Areas above and behind fixed substrates, (plaster,
drywall, masonry block, concrete, etc.) were not accessed as the survey was limited
to non-intrusive measures.  Areas that were not accessed due to health and safety
concerns are detailed below:

 Elevator Shafts.
 Janitorial Rooms.
 Basement, Storage and Archival Room

END OF SECTION
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2.0  Asbestos Containing Building Materials

The National Emission Standard for Hazardous Air Pollutants (NESHAP) requires the
building owner/operator to perform an asbestos inspection of affected portion(s) of
facilities prior to demolition or renovation. This inspection must be performed by an
AHERA-accredited building inspector.

Asbestos Hazard Emergency Response Act (AHERA) and State of Maryland
accredited Asbestos Inspectors performed asbestos inspections of accessible interior
and exterior portions of the Subject Property. Certificates of the inspectors are
included in Appendix C.

2.1  Inspection and Analytical Methodology

The inspection consisted of performing a records review followed by a non-intrusive
investigation to identify suspect asbestos-containing building materials in accessible
building areas.

2.1.1  Research Review

Records review consists of reviewing previous asbestos inspections, reports,
abatement records, and/or as-builts associated with the facility.

2.1.2  Onsite Investigation

The onsite investigation involved a combination of visual assessments and
destructive sampling methodologies. Visual assessments primarily focused on
identifying materials to be assessed. Destructive sampling was only employed where
suspect ACBM was identified. Samples from non-friable materials were taken from
inconspicuous locations. Samples from suspect friable materials were patched in a
manner to limit the release of potential asbestos fibers.

2.1.3  Sample Collection and Analysis

EBA collected samples of materials that were suspected of containing asbestos in
accordance to the Asbestos Hazard Emergency Response Act (AHERA) 40 CFR 763
Subpart E. All areas that consisted of the same color and texture were grouped into
homogeneous areas and sampled according to the AHERA asbestos sampling
protocol as shown in Table 1 below.
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Table 1: AHERA Asbestos Sampling Protocol
Surfacing Materials Thermal System Insulation Miscellaneous Materials
3 samples per area < 1,000 ft2 3 samples for TSI Sample in a manner sufficient

to determine (Note – EBAs
Standard Operating

Procedures are to collect at
least 2 samples per
homogenous area)

5 samples per area > 1,000 ft2 1 sample per area of patched insulation
(<6 linear or squared feet)

7 samples per area > 5,000 ft2

Sample in a manner sufficient per
mechanical system not assumed to be
ACBM where cement or plaster is used

on fittings such as tees, elbows, or valves

Samples were submitted to Scientific Analytical Institute (SAI) for analysis by
Polarized Light Microscopy (PLM) in accordance with the EPA Method for the
Determination of Bulk Asbestos Samples (EPA 600M4-82-020).

In the event sample results were reported as "trace" by the PLM method, further
analysis would be performed by Transition Electron Microscopy (TEM). There were
no samples that required further analysis by TEM for the Subject Property.

SAI is accredited by the National Voluntary Accreditation Program (NVLAP) for the
analysis of airborne asbestos by TEM and for the analysis of bulk asbestos by PLM
(NVLAP Lab Code: 200664-0). Additionally, SAI is a fully-accredited AIHA Industrial
Hygiene Laboratory (IHLAP) for asbestos analyses, including PCM, PLM, and TEM
(AIHA IHPAT Lab ID: 173190).

2.2  Results

2.2.1  Records Review

The available records did not indicate the presence of ACBM.

2.2.2  Suspect Samples Collected & Analyzed

Asbestos Containing Building Materials were identified at the Subject Property during
the survey. Table 2 provided below denotes all of the positive ACBM materials while
Appendix D provides a listing of all samples collected at the Subject Property.
Laboratory analytical results are included in Appendix E.

Table 2: ACBM Positive Sample Listing and Results for Courthouse East
Sample

No. Result Material
Description Floor Room RACM Damaged Friable Material

Type
EA-05-01 5%

Chrysotile
Exterior Window

Glazing 5 528 Yes Yes Yes Misc

EA-13-01 3%
Chrysotile

FT 9X9 Green
with Dark Green
and Tan Streaks

5 526
Bathroom Yes No No Misc

EA-15-01 3%
Chrysotile 16x16 FT Black 5 524 Yes Yes No Misc

EA-17-01 5%
Chrysotile

Brown FT Mastic
for Cork 9x9 FT 5 509 Yes No No Misc
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Table 2: ACBM Positive Sample Listing and Results for Courthouse East
Sample

No. Result Material
Description Floor Room RACM Damaged Friable Material

Type

EA-25A-01 3%
Chrysotile

Amber FT Mastic
for EA-25 (9x9 FT

Black)
5 508

Bathroom Yes Yes No Misc

EA-28-03 10%
Chrysotile Pipe Elbow 6 627B Yes Yes Yes TSI

EA-28-01 10%
Chrysotile Pipe Elbow 5 5FSHPipe

Chas Yes No Yes TSI

EA-34-01 5%
Chrysotile

9x9 FT Brick Red
w/Block Pattern 4 442 Vault Yes Yes No Misc

EA-35-01 5%
Chrysotile 9x9 FT Black 4 442 Vault Yes Yes No Misc

EA-36-01 5%
Chrysotile

9x9 FT
OffwhiteWhite 4 442 Vault Yes Yes No Misc

EA-46-01 5%
Chrysotile 9x9 FT White 4 451 Yes Yes No Misc

EA-47-01 5%
Chrysotile 9x9 FT Green 4 451 Yes Yes No Misc

EA-48-01 15%
Chrysotile

TSI found in 455
Storage Area

Closet
4 455 Closet Yes Yes Yes TSI

EA-49-01 5%
Chrysotile

9x9 FT Grayish
OffWhite (very

dirty)
4 402A Yes Yes No Misc

EA-54-01 3%
Chrysotile

9x9 FT White
w/Green Streaks 3 312 Yes Yes No Misc

EA-55-01 3%
Chrysotile 9x9 FT Yellow 3 302

Bathroom Yes Yes No Misc

EA-59A-01 8%
Chrysotile

Black FT Mastic
for EA-59 (12x12
FT Pink/Peach)

2 203
Kitchen Yes Yes No Misc

EA-75A-02 10%
Chrysotile

Pipe Insulation
Grayish Black SB NE

Hallway G Yes Yes Yes TSI

EA-75A-03 10%
Chrysotile

Pipe Insulation
Grayish Black SB Cage 1 Yes Yes Yes TSI

EA-75A-04 20%
Chrysotile

Pipe Insulation
Grayish Black SB Cage 1 Yes Yes Yes TSI

EA-75A-05 15%
Amosite

Pipe Insulation
Grayish Black SB Cage 1 Yes Yes Yes TSI

EA-80-01 5%
Chrysotile

9x9 FT Tanish
Gray w/Black

Specs
6 632

Bathroom Yes No No Misc

EA-81-02 3%
Chrysotile

9x9 FT Cream
w/Brown and
White Streaks

SB SB West Yes Yes No Misc

EA-81-01 3%
Chrysotile

9x9 FT Cream
w/Brown and
White Streaks

6 621 Yes Yes No Misc

EA-82-01 5%
Chrysotile

12x12 FT
Tan/Beige 6 619 Yes Yes No Misc

EA-83-01 8%
Chrysotile

9x9 Floor Tile
Biege with Brown

Streaks
6 619 File

Rm Yes Yes No Misc

EA-83A-01 5%
Chrysotile

Black FT Mastic
for EA-83 6 619 File

Rm Yes Yes No Misc

EA-86A-01 8%
Chrysotile

Black FT Mastic
for EA-86 (12x12

FT Purple
w/Maroon)

1 PrintAreaL
ob Yes Yes No Misc
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Table 2: ACBM Positive Sample Listing and Results for Courthouse East
Sample

No. Result Material
Description Floor Room RACM Damaged Friable Material

Type

EA-87-01 3%
Chrysotile

12x12 FT Tan
w/Brown and
White Streaks

1

Freight
Elevator
Lobby for
9 and 10
(Fre 9,10

Lob)

Yes Yes No Misc

EA-87A-01 5%
Chrysotile

Black FT Mastic
for EA-87 1

Freight
Elevator
Lobby for
9 and 10
(Fre 9,10

Lob)

Yes Yes No Misc

EA-88-01 30%
Chrysotile

Green Painted TSI
on 2" Pipe 1 Print Area Yes Yes Yes TSI

EA-94B-01 20%
Chrysotile

White Fibrous
Material found
beneath EA-94
(9x9 FT Black

Marbled w/Gray,
Green and Brown)

SB SB West
E-1 Yes Yes Yes TSI

EA-96-01 8%
Chrysotile

9x9 FT Gray with
dark gray and tan

streaks
SB SB West

F-1 Yes Yes No Misc

EA-98-01 5%
Chrysotile Brick Fire Proofing SB North I Yes Yes Yes Surfacing

EA-102-01 80%
Chrysotile

Black Pipe
Packing SB Cage 1 Yes No Yes Misc

EA-105-01 80%
Chrysotile

White Fibrous
Wrap SB Cage 1 Yes No Yes TSI

EA-106-01 5%
Chrysotile

Green Pipe
Gasket SB

Printing
Room

Main Area
near

Pump
(MainNear

Pmp)

Yes No No Misc

EA-108-01 15%
Chrysotile

Single Sheet
Flooring w/Pebble

Pattern
B

Municipal
Post

Office
Bathroom
(MPO B)

Yes Yes No Misc

EA-110-01 5%
Chrysotile

Aluminum Like
HVAC Ducting 6 615 Yes Yes No TSI

EA-112-01

10%
Amosite

20%
Chrysotile

Steam Tank TSI B Cage No.
2 Yes No No TSI

EA-113-01B 10%
Chrysotile Water Chiller TSI B Cage No.

1 Yes No Yes TSI

2.2.3  Presumed Asbestos Containing Materials

The following type of building materials on the Subject Property must be presumed
asbestos containing unless specific testing is performed to disprove its presence.

 Chalk Board Mastic
 Electrical Wire Insulation



AECOM D-51Balti more City Circuit Courthouse
Feasibility Study

Baltimore City Courthouse East – LHMS March 5, 2010
EBA Engineering Project No. 3665-00-000 Page 15

 Elevator Brakes: There are four freight elevators; four public elevators; two
private elevators; one out of use dumb-waiter elevator; and, one abandoned
elevator located in an abandoned tunnel within the basement.

 Fire Doors
 Gaskets
 Roofing Materials
 Yellow White Single Rolled Flooring

2.2.4  Quantities for Positive ACBM

Table 3 provided below is a summation of the positive ACBM grouped by the material
(i.e. Pipe TSI) with the estimated quantities present at the Subject Property.

Table 3: Quantities for Positive ACBM at Courthouse East
Material Type Quantity Unit of Measure

Flooring 16190 SF

Window Glazing Compound 49680 LF

HVAC Duct Wrap 1440 SF

Chiller Tank TSI 300 SF

Steam Tank TSI 184 SF

Pipe TSI 9537 LF

Pipe Packing 200 LF

Pipe Fitting/Elbows 525 EA

Fire Brick 1840 SF

Chalk Boards with/Mastic 3 EA

Photographs of positive ACBMs are included in Appendix A.

END OF SECTION
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3.0  Lead Based Paint Inspection

Lead Based Paint Inspectors, as certified through Maryland Department of
Environment, performed LBP inspections of accessible interior and exterior portions
of the Subject Property. Certificates of the inspectors are included in Appendix F.

3.1  Inspection and Analytical Methodology

EBA performed a limited (screening) survey to identify locations of LBP that may be
disturbed by renovation/demolition activities. The survey was intended to determine:

 Whether lead-based paint is present in the structure including the exterior
surfaces; and,

 If present, which building components contain lead-based paint.

Subject Property areas and components that appear to have a similar painting history
and substrate shall be grouped together for sampling purposes. This survey was not
intended to be comprehensive surface-by-surface inspection (i.e. HUD level
inspection) survey of the Subject Property, nor is a survey of that type necessary or
required. The inspection consisted of areas that are readily accessible.

3.1.1  XRF Instrumentation

Direct reading X-Ray Fluorescence (XRF) instrumentation was used to identify LBP.
Specifically, the Lead Paint Analysis-1 instrument manufactured by RMD, Inc. was
utilized. Surface coatings were considered LBP if the XRF result exceeds the State of
Maryland definition of LBP of 0.7 milligrams per square centimeter (> 0.7mg/cm2). An
XRF performance characteristic sheet is included in Appendix G. The performance
characteristic sheet specifies calibration tolerances, XRF indices for positive,
negative, and inclusive results, and modes of operation.

3.1.2 Paint Chip Analysis

Lead Based Paint is also defined by the MDE as paint chips containing greater than
0.5% by weight, as determined through laboratory analysis Method SW846-7420.  In
the event readings from the XRF were reported as inconclusive, paint chip samples
were collected and analyzed.  Paint chip samples were also obtained in the event
there was limited access to or irregular shaped surfaces of the substrate.

3.2  Results

3.2.1  XRF Results

Lead-based paints were identified at the Subject Property during the survey atop
following Substrates:
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 Exterior
o Windows and Components, Wood

 Interior
o Throughout

 Baseboards, Wood
 Bollards, Metal
 Ceiling Supports, Concrete and Wood
 Crown Molding, Wood
 Stairs and Components, Metal
 Structural Support Beams, Angle and ‘I’ Beam, Metal
 Upper Wall Trim, Wood
 Vault Doors and Components, Metal
 Vertical Support Columns, Concrete
 Walls/Ceiling, Plaster

o Sub-Basement
 Baseboards, Concrete
 Doors and components, Metal and Wood
 Piping, Metal
 Radiators, Metal
 Sinks, Metal
 Windows and components, Wood

Appendix H contains the data sheets from all suspect LBP materials.

3.2.2  Paint Chip Analysis

Paint chips were neither collected nor analyzed from the Subject Property.

END OF SECTION
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4.0  PCB Containing Equipment

The onsite inspectors investigated the Subject Property for potential PCB containing
equipment during the course of the survey.

4.1  Inspection and Analytical Methodology

The Subject Property was inspected for historically known PCB containing
equipment. Such equipment commonly includes light ballasts located within
fluorescent light fixtures, electrical transformers, and hydraulic equipment. No
analysis was performed in association with PCB containing equipment.

4.1.1  Onsite Investigation

The onsite investigation involved a visual assessment of suspect equipment. The
visual assessment focused on identifying suspected equipment that may contain
PCBs. If required, EBA performed limited dismantling of the equipment in order to
visually confirm the presence or absence of PCBs.

4.1.2  Manufacturer Review

If the presence or absence of suspected PCB containing equipment could not be
confirmed in the field, EBA conducted additional research by contacting the
Manufacturer and/or obtaining information on the suspected equipment from other
sources.

4.2  Results

4.2.1  Onsite Investigation

4.2.1.1 Transformers

EBA identified four (4) pad mounted high voltage transformers located in the
Subbasement.

 Westinghouse Small Power Transformer. Three Phase, Silicon Insulated
Subway Network Transformer Class 0A. Serial No. NAV7616-0101, Volts
13800 208Y/120, 60 Hz, Oil Filled Transformer, Manufactured in 5/91.

 Westinghouse Small Power Transformer. Three Phase, Silicon Insulated
Subway Network Transformer Class 0A. Serial No. NAV7617-0101, Volts
13800 208Y/120, 60 Hz, Oil Filled Transformer, Manufactured in 5/91.

 Westinghouse Small Power Transformer. Three Phase, Silicon Insulated
Subway Network Transformer Class 0A. Serial No. NAV7619-0101, Volts
13800 480Y/120, 60 Hz, Oil Filled Transformer, Manufactured in 6/91.
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 Westinghouse Small Power Transformer. Three Phase, Silicon Insulated
Subway Network Transformer Class 0A. Serial No. Not Recorded, Volts
13800 480Y/120, 60 Hz, Oil Filled Transformer, Manufactured 6/91.

These transformers had affixed to each a label indicating that they were not
filled with PCB oils.

4.2.1.2 Concrete Staining

EBA photographed staining on the concrete adjacent to two of the transformers
located in the Basement. These transformers are accessible from the electrical
storage shop. While the transformers in question have a ‘No PCB Oils’ stamp
affixed to the outer casing, a potential exists for the concrete to be impacted by
PCB-containing oil prior to its replacement.

4.2.1.3 Ballasts

EBA identified three (3) types of ballasts suspected of containing PCBs at the
Subject Property and include the following:

 Advance Ballast Cat No. RQB-251-2-TP
 Universal Ballast Cat. No. 205-BR
 Universal Ballast Cat. No. 944-LH-TC-P

Table 4 provided below details the location of each ballast examined and
Table 5 details the estimated quantity of ballasts at the Subject Property

Table 4 – Suspect PCB Ballast Inspection
Location Ballast

Manufacturer Cat No. “No PCB” Stamp
(Yes or No)

1st Floor, Print Shop Advance REL-2P59-S-RH-TP Yes
1st Floor, Large Storage Area Universal 573-L-TC-P Yes

2nd Floor MagneTek B232T120RH Yes
3rd Floor, Exterior Roof Top

Building Advance REL-2P52-RH-TP Yes

5th Floor, West Hallway Electronic Ballast
Technology, Inc. SSB2-120-2/231S LH Yes

5th Floor, Suite 523 Advance REL-4P32-RH-TP Yes

5th Floor, Suite 523 Electronic Ballast
Technology, Inc. SSB2-120-4/3215 LH Yes

5th Floor, Suite 528 Advance REL-2P32-SC Yes
6th Floor, North Judges Elevator

Gear Room Advance R-2540-1-TP Yes

6th Floor 627 Mechanical Loft Universal 205-BR No
6th Floor 619 Mechanical Loft Advance RQB-25102-TP No
6th Floor 619 Mechanical Loft Universal 944-LH-TC-P No
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Table 5 – Quantities for PCBs
Equipment Type Quantity Unit of Measure

Ballasts with “No PCBs” Stamp 3815 Each

Ballasts without “No PCBs” Stamp 31 Each

4.2.2  Manufacturer Review

EBA identified approximately three hundred and forty (340) Sargent 40 Series Pot
Belly hydraulic door closers suspected of containing PCBs at the Subject Property.
EBA inquired with the manufacturer and was informed that they did not use PCB oils
in this type of door closer.

Example photos of the suspected PCB containing equipment are included in
Appendix A.

END OF SECTION
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5.0  Ozone Depleting Compounds

The onsite inspectors investigated the Subject Property for equipment historically
known to contain Ozone-Depleting Compounds during the course of the survey.
Ozone-depleting compounds contain molecules of chlorine, fluorine, or bromine.
Title VI of the United States Clean Air Act Amendments (CAA) of 1990 has defined
ozone-depleting substances as belonging to Class I (most harmful) and Class II (less
harmful).

5.1  Inspection and Analytical Methodology

The Subject Property was inspected for historically known Ozone-Depleting
Compounds containing equipment. Such equipment commonly includes
Chlorofluorocarbons (CFCs) within refrigerators, window air conditioning units, water
fountains, and chillers. No analysis was performed in association with equipment
containing Ozone-Depleting Compounds.

5.1.1  Onsite Investigation

The onsite investigation involved a visual assessment of suspect equipment. The
visual assessment focused on identifying suspected equipment that may contain
Ozone Depleting Compounds.

5.1.2  Manufacturer Review

If the presence or absence of suspected Ozone Depleting Compound containing
equipment could not be confirmed in the field, EBA conducted additional research by
contacting the Manufacturer and/or obtaining information on the suspected
equipment from other sources.

5.2  Results

Potential Ozone-depleting compounds were identified throughout the Subject
Property in the following forms:

 Household Refrigerators/Freezer Units /Vending Machines – Seventy-five (75)
refrigerator/freezer units were observed, some of which contained refrigerants
such as R12, R22, R134A, and R404. Based upon the working condition of
these units, it is anticipated that these units still contain ozone-depleting
compounds.

 Water Cooler Units – One hundred and seventy-five (175) free-standing water
cooler units were observed, some of which contained the refrigerant R134A.
Based upon the working condition of these units, it is anticipated that these
units still contain ozone-depleting compounds. R134A is a refrigerant with low
ozone depletion potential.
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 Water Fountain Units – Five (5) free-standing water fountain units were
observed, which based upon the working condition of these units, it is
anticipated that these units still contain ozone-depleting compounds.

 Window Units – Twenty (20) units were observed, which based upon the
working condition of these units, it is anticipated that these units still contain
ozone-depleting compounds

 Central Chiller Units – One (1) chiller unit was observed. This unit was
identified as containing R22 Refrigerant. R22, also known as HCFC-22, is a
single component HCFC refrigerant with low ozone depletion potential. These
units were reported as being temporarily stored at the site.

 Central A/C Units – Ten (10) units were observed. These units were identified
as containing R22 Refrigerant. R22, also known as HCFC-22, is a single
component HCFC refrigerant with low ozone depletion potential.

 Specific  System A/C Units – Four (4)  units were observed. These units were
identified as containing R22 and R410A Refrigerant. R22, also known as
HCFC-22, is a single component HCFC refrigerant with low ozone depletion
potential. R410A is a blended refrigerant using HFC 32 and HFC 125 in an
equal mix. These HFC’s are refrigerants with low ozone depletion potential.

 R11 Refrigerant – Approximately one hundred and seventy (175) gallons of
liquid Trichloromonofluoromethane (R11) where observed. R11 also known as
CFC-11 has a high ozone depletion potential.

 R22 Refrigerant – Approximately five (5) gallons of liquid R22 refrigerant were
observed. R22, also known as HCFC-22, is a single component HCFC
refrigerant with low ozone depletion potential.

Example photos of the equipment or items containing ozone depleting compounds
are included in Appendix A.

END OF SECTION
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6.0  Universal Wastes

The onsite inspector investigated the Subject Property for items classified as
Universal Wastes during the course of the survey.

6.1  Inspection and Analytical Methodology

The building was inspected for historically known equipment classified as Universal
Wastes. Such equipment commonly includes mercury containing light fixtures,
mercury containing thermostats, batteries, and pesticides. No analysis was
performed in association with Universal Wastes.

6.1.1  Onsite Investigation

The onsite investigation involved a visual assessment of suspect equipment. The
visual assessment focused on identifying suspected equipment that may contain
universal wastes. If required, EBA performed limited dismantling of the equipment in
order to visually confirm the presence or absence of a universal waste.

6.1.2  Manufacturer Review

If the presence or absence of suspected universal waste containing equipment could
not be confirmed in the field, EBA conducted additional research by contacting the
Manufacturer and obtaining information on the suspected equipment.

6.2  Results

6.2.1  Onsite Investigation

EBA identified suspected universal waste containing equipment at the Subject
Property. Table 6 provides the estimated quantities located at the Subject Property:

Table 6: Universal Waste Estimated Quantities
Equipment Type Estimated Quantity (EA)

Thermostats 15
Mercoid Pressure/Temperature Switches 17

Mercury Vapor Lighting Bulbs 13521
Emergency Lighting Units 175

Metaline Biocide (55 Gallon Drum) 1
Exit Signs 138

6.2.2  Manufacturer Review

EBA did not identify any suspected universal waste at the Subject Property that
required this type of review.

Example photos of the universal wastes are included in Appendix A.
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6.0  Universal Wastes

The onsite inspector investigated the Subject Property for items classified as
Universal Wastes during the course of the survey.

6.1  Inspection and Analytical Methodology

The building was inspected for historically known equipment classified as Universal
Wastes. Such equipment commonly includes mercury containing light fixtures,
mercury containing thermostats, batteries, and pesticides. No analysis was
performed in association with Universal Wastes.

6.1.1  Onsite Investigation

The onsite investigation involved a visual assessment of suspect equipment. The
visual assessment focused on identifying suspected equipment that may contain
universal wastes. If required, EBA performed limited dismantling of the equipment in
order to visually confirm the presence or absence of a universal waste.

6.1.2  Manufacturer Review

If the presence or absence of suspected universal waste containing equipment could
not be confirmed in the field, EBA conducted additional research by contacting the
Manufacturer and obtaining information on the suspected equipment.

6.2  Results

6.2.1  Onsite Investigation

EBA identified suspected universal waste containing equipment at the Subject
Property. Table 6 provides the estimated quantities located at the Subject Property:

Table 6: Universal Waste Estimated Quantities
Equipment Type Estimated Quantity (EA)

Thermostats 15
Mercoid Pressure/Temperature Switches 17

Mercury Vapor Lighting Bulbs 13521
Emergency Lighting Units 175

Metaline Biocide (55 Gallon Drum) 1
Exit Signs 138

6.2.2  Manufacturer Review

EBA did not identify any suspected universal waste at the Subject Property that
required this type of review.

Example photos of the universal wastes are included in Appendix A.
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END OF SECTION
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7.0  Miscellaneous Materials

The onsite inspector investigated the Subject Property for items classified as
Miscellaneous Materials during the course of the survey.

7.1  Inspection and Analytical Methodology

The Subject Property was inspected for items that may be hazardous but not
necessarily fit into prior classifications.  Such miscellaneous materials include
aboveground storage tanks, and underground storage tanks, cylinders, paints, and
lubricants.  No analysis was performed in association with Miscellaneous Materials.

7.1.1  Onsite Investigation

The onsite investigation involved a visual assessment of the area for miscellaneous
materials that may be regulated under RCRA.

7.2  Results

Miscellaneous materials were observed at the Subject Property in the following
forms:

 Lead Component Materials:
o Roof top lead vent pipes (Presumed)
o Wall-Mounted stone water fountain metal pans (Presumed)

 Lubricants/Oils, Coatings/Paints, and Solvent:
o One hundred and five (105) gallons of paint in cans
o One hundred and twenty (120) gallons of lubricants/oils in drums and

containers
o Fifty-five (55) gallons of solvents

 Pressurized Cylinders:
o Fire extinguishers. - Approximately one hundred and ten (110)
o Acetylene cylinders – Approximately one (1)

 Printing Supplies:
o (52) 5 pound pots of printing ink
o Fuji Developer Fluid Mixer containing approximately 4 gals of liquid

 Smoke detectors
o Approximately forty-eight (48) ionization smoke detectors. These ionization

smoke detectors typically have an Americium radioactive source
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 Unknown Contents
o Approximately two (2) unidentified 55 gallon drums were observed in the

basement of building

 Various Cleaners, Strippers, Degreasers
o Approximately one hundred and seventy (170) gallons.

It was reported that the miscellaneous materials identified above were utilized
throughout the year in support of onsite activities. As such, day to day quantities are
subject to change.

Example photos of the miscellaneous wastes are included in Appendix A.

END OF SECTION
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8.0  Additional Potential Health Concerns

The results of the survey indicate the presence of additional health concerns do exist
within the limits of the building that may impact current and future workers at the
Subject Property.

8.1  Indoor Air Quality Concerns

8.1.1  Water Damaged Areas

The Subject Property was inspected for water damaged areas that have or might
become impacted by mold. Water damaged materials were observed at the Subject
Property in the following areas:

8.1.1.1 Sub-Basement, South Hallway

EBA observed visual evidence of mold growth located in South Hallway
portions of the Sub-Basement. Approximately three hundred square feet
(300ft2) of mold impacted materials were observed.

8.1.1.2 Fourth Floor, Room 409

EBA observed visual evidence of water damaged plaster along the north wall.
No mold growth was observed.

8.1.1.3 Throughout

EBA observed approximately eight hundred square feet (800ft2) of water
damaged ceiling tiles is scattered throughout the building.

8.1.2  Air Solvent Exposure

During the LHMS, EBA employees inspected the Print Shop located in the 1st floor on
along the east wing of the Subject Property. During the course of the survey a
noticeable solvent odor was detected in the air within the large print area. Solvent
vapors may cause eye and throat irritation, headaches, and affect bodily organs.

END OF SECTION
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9.0  Recommendations/Conclusions

The results of the survey indicate hazardous materials do exist within the limits of the
building and will trigger Federal, State, and Local regulations during future renovation
activities.

9.1  Asbestos Containing Building Materials

The results of the survey show that asbestos containing building materials are
present at the Subject Property. The OSHA “Asbestos in Construction Standard” 29
CFR 1926.1101 imposes restrictions on the disturbance of asbestos during
renovation activities. Removal of the following item identified in the building is
considered Class I asbestos work by the OSHA regulation:

 Exterior window glazing compound
 Ventilation Ducting, Fabric Wrapping, Silver.
 Tank, Thermal System Insulation, Gray.
 Pipe, Thermal System Insulation, White/Gray.
 Pipe, Elbows and Fittings, White.
 Fire Brick, White.

Removal of the following items identified in the building are considered Class II
asbestos work by the OSHA regulation:

 Pipe Packing.
 Floor Tile and Floor Tile Mastic, Multiple Sizes and Colors.
 Chalk Board Mastic (Presumed)
 Electrical Wiring Insulation (Presumed)
 Elevator Brakes (Presumed)
 Fire Doors (Presumed)
 Pipe and Tank Gaskets (Presumed)
 Roofing Materials (Presumed)

Class I & Class II asbestos work must be performed by trained employees using work
practices required by the OSHA standard.

Electrical wires, elevator brakes, fire doors, pipe and tank gaskets, and roofing
materials were presumed to contain asbestos to avoid damage of the system and
eliminate undue risk to personnel safety. It may be cost effective to have these
materials sampled and analyzed at an appropriate time to allow for them to be
definitively categorized.

Quantities for Positive ACBMs
Material Type Quantity Unit of Measure

Flooring 16190 SF
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Quantities for Positive ACBMs
Material Type Quantity Unit of Measure

Window Glazing Compound 49680 LF

HVAC Duct Wrap 1440 SF

Chiller Tank TSI 300 SF

Steam Tank TSI 184 SF

Pipe TSI 9537 LF

Pipe Packing 200 LF

Pipe Fitting/Elbows 525 EA

Fire Brick 1840 SF

Chalk Boards with/Mastic 3 EA

In any situation where ACBM remains in the building, it should be managed under a
comprehensive operations and maintenance program (O&M). The procedures and
guidelines described in an O&M program should be followed whenever building
maintenance activities will disturb any ACMs present in the building.

9.2  Lead-Based Paints

The presence of lead based paints triggers EPA and OSHA regulatory standards (29
CFR 1926.62).

Lead-based paints (LBP) were identified throughout the Subject Property atop
exterior and interior building components. Furthermore, LBP was identified atop
plaster, masonry, metal, and wood substrates.

Demolition debris with LBP atop hand railings, posts, valves, valve handles, piping,
and other elements may be disposed of in a Construction and Debris (C&D) landfill
provided the material is not classified as a hazardous waste in accordance with 40
CFR Part 261 and SW-846 (Test Methods for Evaluating Solid Waste
Physical/Chemical). Metal objects containing LBP can be recycled.

9.3  PCB Containing Equipment

EBA identified three (3) types of ballasts suspected of containing PCBs at the Subject
Property.  All of these ballasts did not have the “No-PCBs” stamp.

PCB containing equipment becomes a concern if they are leaking or they will be
removed and disposed of as hazardous waste. According to EPA Toxic Substances
Control regulations (TSCA) in 40 CFR Part 761, the material must be incinerated.

PCB ballast disposal does not require that the entire lighting fixture be specially
handled and disposed of as long as the ballast is not leaking. The non-leaking
ballasts can be removed and recycled or disposed of properly. Ballasts that have
been removed from service and the containers that they are stored in must be
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labeled according to EPA labeling requirements specified in 40 CFR Part 262
Subpart C (Jacobson, 2006).

Ballasts manufactured between 1979 and 1991 may also contain another dielectric
fluid, Di (2-ethylhexyl) phthalate (or DEHP). DEHP in its raw form is a listed
hazardous waste under RCRA and classified as a U028 characteristic hazardous
waste. DEHP found within lighting ballasts that have been used is spent and
therefore no longer considered hazardous (40 CFR 261.33). Used ballasts containing
DEHP meant for disposal can be recycled (preferred), land filled, or incinerated.

Before PCB TSCA regulated waste is shipped off-site from a generator facility to a
licensed TSDF, the facility shipping the PCB TSCA regulated waste must ensure that
the waste is labeled in accordance with USDOT regulations. Even if a disposal
vendor usually prepares the facility waste for shipment, the facility or site manager
responsible for compliance is ultimately responsible for ensuring that all labeling
requirements are met.

Quantities for PCBs
With “No PCB” Stamp (EA) Without “No PCB” Stamp (EA)

3815 31

9.4  Ozone-Depleting Compounds

Class I and Class II ozone-depleting compounds were identified in the form of
household refrigerators/freezer units, commercial refrigerator/freezer/vending units,
commercial central air cooling units, window air cooling units, water fountains, water
cooler units, and containers of refrigerant.  Under EPA's rule, equipment that is
typically dismantled on-site before disposal (e.g., retail food refrigeration, central
residential air-conditioning, chillers, and industrial process refrigeration) has to have
the refrigerant recovered in accordance with EPA's requirements for servicing.
However, equipment that typically enters the waste stream with the charge intact
(e.g., motor vehicle air conditioners, household refrigerators, household freezers, and
room air conditioners) is subject to special safe disposal requirements.

Under the safe disposal requirements, the final person in the disposal chain (e.g., a
scrap metal recycler or landfill owner) is responsible for ensuring that refrigerant is
recovered from equipment before the final disposal of the equipment.  However,
persons "upstream" can remove the refrigerant and provide documentation of its
removal to the final person if this is more cost-effective.  If the final person in the
disposal chain (e.g., a scrap metal recycler or landfill owner) accepts appliances that
no longer hold a refrigerant charge, that person is responsible for maintaining a
signed statement from whom the appliance(s) is being accepted.  The signed
statement must include the name and address of the person who recovered the
refrigerant, and the date that the refrigerant was recovered, or a copy of a contract
stating that the refrigerant will be removed prior to delivery.
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9.5  Universal Wastes

Universal wastes in the form of mercury containing compact fluorescent light bulbs,
fluorescent light tubes, HID bulbs, thermometers, thermostats, pressure/temperature
switches; lead-acid battery containing emergency lighting units and ‘Exit’ signs; and,
the biocide Metaline.

All waste is to be placed in a container that: is structurally sound, will prevent damage
to the contents, is compatible with its contents, and kept closed at all times (except
when adding to or removing from the container). The container must be without
damage, or evidence of spillage, that could lead to leakage of the waste contained
inside. Disposal of controlled hazardous waste is outlined in Title 26, Subtitle 13 in
the Code of Maryland Regulations (COMAR 26.13).

9.6  Miscellaneous Materials

Fire extinguishers were observed throughout the accessible areas.  Should these fire
extinguishers be permanently removed from service during renovation activities, It is
recommended to dispose of fire extinguishers in accordance with "Guide to the
Disposal of Condemned Fire Extinguishers" published by the Fire Extinguishing
Trades Association, Fact File No. 108 dated February 2004.

Lubricants/Oils, Coatings/Paints, Printing Supplies, and Solvents (aerosols and
varying capacity containers) were noted throughout the Subject Property.  It is
recommended that all items be collected, separated, and categorized in accordance
to hazardous and non-hazardous waste.  The disposal of hazardous waste is
regulated by the EPA in 40 CFR 266.  Non-hazardous materials can be disposed of
in a municipal C&D facility.

Propane and Acetylene cylinders were observed throughout the Subject Property.
Cylinders should be returned to the compressed gas distributor when emptied or no
longer used.  Disposal of controlled hazardous waste is outlined in Title 26, Subtitle
13 in the Code of Maryland Regulations (COMAR 26.13).

Ionization Smoke Detectors were observed throughout the Subject Property.  These
ionization smoke detectors may contain low-level radioactive materials, i.e.
Americium. Where applicable all ionization smoke detectors shall be removed
throughout the building and returned to the Manufacturer.  If a manufacturer cannot
be clearly identified then the low-level radioactive material shall be treated as low-
level radioactive waste (LLRW) and its disposal shall be handled in accordance with
Title 26, Subtitle 12 in the Code of Maryland Regulations (COMAR 26.12) Control of
Ionizing Radiation.

Unknown drums of liquids were observed in the basement of the Subject Property.  If
these liquids are know then these should be properly labeled in order to classify the
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type of hazardous material (if applicable). If the liquids are unknown then these
liquids should be subjected to further laboratory testing in order to identify the
material. After the material has been identified, proper waste disposal requirements
should be followed in accordance with all Federal, State, and Local guidelines.

9.7  Additional Potential Health Concerns

During the survey EBA identified additional potential health concerns in the form of
mold and printing solvents.

There are no health based standards for acceptable mold spore levels in air.  Mold
spores are present virtually everywhere.

Effects of mold exposures on human health are well-documented and include minor
allergic reactions (such as the development of a runny nose, eye irritation, coughing,
congestion, and the aggravation of asthma), toxic effects, and infections.

The South Hallway located in the Sub-Basement has over one hundred square feet
(100ft2) of mold damaged drywall. For areas of this size recommendation include the
use of a trained mold abatement contractor, negative pressure enclosures, and
respiratory protection

Water damaged ceiling tiles were identified throughout the Subject Property. It is
recommended that the tiles be replaced by regular building maintenance personnel
who have received training on proper cleanup methods following the New York City
Department of Health and Mental Hygiene has prepared a guidance document for
mold remediation (see http://www.nyc.gov/html/doh/html/epi/moldrpt1.shtml for the
full document) for large areas.

To prevent the re-growth of mold, it is important to stop future water damage. It is
recommended that the source of water be identified and remediated. There is a
potential that the roof has leaked and additional mold growth is present on the rafters
and roof decking.

Water damaged plaster was observed along the north wall of room 409. No mold
growth was observed in this area.

EBA recommends that an indoor air quality survey be conducted in the Print Area.
The survey should include a review of materials being used and testing the air for
worker exposure levels.

The design of any future renovation for this area should include an evaluation of
exhaust ventilation requirements.

END OF SECTION
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Baltimore City Circuit Courthouse Feasibility Study
Estimated Project Cost

OPTION #1: South Site - 4 Courtrooms per Floor

Construction Cost
New Courts Tower Area Unit Cost Total Cost

Courthouse 585,932 355.96$ 208,568,355$
Total Courts Building Cost - 208,568,355$ 208,568,355$

Subtotal Construction Cost 208,568,355$
Escalation MP January 2014 11.8% 24,506,782$

Total Construction Cost 233,075,136$

Soft Cost
Site Testing Fees 16,000$
Building Testing Fees 1,864,601$
Basic Services for A/E Services 6.0% 13,984,508$
Specialty Services for A/E Services (security/technology/interiors, etc @1.5%) 3,496,127$
Construction Management 3% Construction cost 6,992,254$
Fixtures/Furnishing & Equipment ($16/DGSF) 6,965,104$
Security (4% of construction cost) 9,323,005$
Technology/Communications (4% of construction cost) 9,323,005$
Site Acquistion 4,777,900$
Permit & Regulatory Fees 582,688$

Subtotal Soft Cost 57,325,193$

Total Soft Cost 57,325,193$

Total Courthouse Project Cost 290,400,330$
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Baltimore City Circuit Courthouse Feasibility Study
Estimated Project Cost

OPTION #2: North Site - 4 Courtrooms per Floor

Construction Cost
New Courts Tower Area Unit Cost Total Cost

Courthouse 585,932 345.78$ 202,603,567$
Total Courts Building Cost - 202,603,567$ 202,603,567$

Subtotal Construction Cost 202,603,567$
Escalation MP January 2014 11.8% 23,805,919$

Total Construction Cost 226,409,486$

Soft Cost
Site Testing Fee 30,000$
Building Testing Fees 1,811,276$
Basic Services for A/E Services (6%) 13,584,569$
Specialty Services for A/E Services (security/technology/interiors, etc @1.5%) 3,396,142$
Construction Management 3% Construction cost 6,792,285$
Fixtures/Furnishing & Equipment ($16/DGSF) 6,965,104$
Security (4% of construction cost) 9,056,379$
Technology/Communications (4% of construction cost) 9,056,379$
Site Acquistion 12,472,700$
Permit & Regulatory Fees 566,024$

Subtotal Soft Cost 63,730,859$

Total Soft Cost 63,730,859$

Total Courthouse Project Cost 290,140,345$



AECOM E-4Balti more City Circuit Courthouse
Feasibility Study

AECOM -4Balti more City Circuit Courthouse
Feasibility Study

Baltimore City Circuit Courthouse Feasibility Study
Estimated Project Cost

OPTION #3: North Site - 8 Courtrooms per Floor

Construction Cost
New Courts Tower Area Unit Cost Total Cost

Courthouse 585,932 329.45$ 193,035,297$
Total Courts Building Cost - 193,035,297$ 193,035,297$

Subtotal Construction Cost 193,035,297$
Escalation MP January 2014 11.8% 22,681,647$

Total Construction Cost 215,716,945$

Soft Cost
Site Testing Fees 30,000$
Building Testing Fees 1,725,736$
Basic Services for A/E Services 6.00% 12,943,017$
Specialty Services for A/E Services (security/technology/interiors, etc @1.5%) 3,235,754$
Construction Management 3% Construction cost 6,471,508$
Fixtures/Furnishing & Equipment ($16/DGSF) 6,965,104$
Security (4% of construction cost) 8,628,678$
Technology/Communications (4% of construction cost) 8,628,678$
Site Acquisition 12,472,700$
Permit & Regulatory Fees 539,292$

Subtotal Soft Cost 61,640,467$

Total Soft Cost 61,640,467$

Total Courthouse Project Cost 277,357,412$
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Baltimore City Circuit Courthouse Feasibility Study
Estimated Project Cost

East Courthouse Renovation

Construction Cost

East Area Unit Cost Total Cost
Construction Cost 368,315 299.18$ 110,192,985$
Total Courts Building Cost 368,315 110,192,985$ 110,192,985$

Escalation April 2016 17.0% 18,732,807$

Total Construction Cost 128,925,792$

Soft Cost

Building Testing Fees 644,629$
Basic Services for A/E Services (7.5%) 9,669,434$
Specialty Services for A/E Services (security/technology/interiors, etc @1.5%) 1,933,887$
Construction Management 3% Construction cost 3,867,774$
Fixtures/Furnishing & Equipment ($16/DGSF) 5,893,040$
Security (4% of construction cost) 5,157,032$
Technology/Communications (4% of construction cost) 5,157,032$

Subtotal Soft Cost 32,322,827$

Total Soft Cost 32,322,827$

Total Courthouse Project Cost 161,248,620$
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Baltimore City Circuit Courthouse Feasibility Study
Estimated Project Cost

Mitchell Courthouse Renovation

Construction Cost

Mitchell Renovation Cost Area Unit Cost Total Cost
Construction Cost 308,000 319.25$ 98,328,186$
Total Courts Building Cost 308,000 98,328,186$ 98,328,186$

Escalation November 2017 22.25% 21,878,021$

Total Construction Cost 120,206,207$

Soft Cost

Soils Testing & Survey Fees 601,031$
Basic Services for A/E Services (7.5%) 9,015,466$
Specialty Services for A/E Services (security/technology/interiors, etc @1.5%) 1,803,093$
Construction Management 3% Construction cost 3,606,186$
Fixtures/Furnishing & Equipment ($16/DGSF) 4,928,000$
Security (4% of construction cost) 4,808,248$
Technology/Communications (4% of construction cost) 4,808,248$
Permit & Regulatory Fees 601,031$

Subtotal Soft Cost 30,171,304$

Total Soft Cost 30,171,304$

Total Courthouse Project Cost 150,377,511$
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Baltimore City Circuit Courthouse Feasibility Study
Estimated Project Cost

OPTION #1: South Site - 4 Courtrooms per Floor (Fast Track)

Construction Cost
New Courts Tower Area Unit Cost Total Cost

Courthouse 585,932 355.96$ 208,568,355$
Total Courts Building Cost - 208,568,355$ 208,568,355$

Subtotal Construction Cost 208,568,355$
Escalation MP January 2014 8.0% 16,685,468$

Total Construction Cost 225,253,823$

Soft Cost
Site Testing Fees 16,000$
Building Testing Fees 1,802,031$
Basic Services for A/E Services 6.0% 13,515,229$
Construction Management 3% of Construction Cost 6,757,615$
Specialty Services for A/E Services (security/technology/interiors, etc @1.5%) 3,378,807$
Fixtures/Furnishing & Equipment ($16/DGSF) 6,965,104$
Security (4% of construction cost) 9,010,153$
Technology/Communications (4% of construction cost) 9,010,153$
Site Acquisition Cost 4,777,900$
Permit & Regulatory Fees 563,135$

Subtotal Soft Cost 55,796,126$

Total Soft Cost 55,796,126$

Total Courthouse Project Cost 281,049,950$
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Baltimore City Circuit Courthouse Feasibility Study
Estimated Project Cost

OPTION #2: North Site - 4 Courtrooms per Floor (Fast Track)

Construction Cost
New Courts Tower Area Unit Cost Total Cost

Courthouse 585,932 345.78$ 202,603,567$
Total Courts Building Cost - 202,603,567$ 202,603,567$

Subtotal Construction Cost 202,603,567$
Escalation MP January 2014 8.0% 16,208,285$

Total Construction Cost 218,811,852$

Soft Cost
Site Testing Fee 30,000$
Building Testing Fees 1,750,495$
Basic Services for A/E Services (6%) 13,128,711$
Specialty Services for A/E Services (security/technology/interiors, etc @1.5%) 3,282,178$
Construction Management 3% of Construction Cost 6,564,356$
Fixtures/Furnishing & Equipment ($16/DGSF) 6,965,104$
Security (4% of construction cost) 8,752,474$
Technology/Communications (4% of construction cost) 8,752,474$
Site Acquisition Cost 12,472,700$
Permit & Regulatory Fees 547,030$

Subtotal Soft Cost 62,245,521$

Total Soft Cost 62,245,521$

Total Courthouse Project Cost 281,057,373$
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Baltimore City Circuit Courthouse Feasibility Study
Estimated Project Cost

OPTION #3: North Site - 8 Courtrooms per Floor (Fast Track)

Construction Cost
New Courts Tower Area Unit Cost Total Cost

Courthouse 585,932 329.45$ 193,035,297$
Total Courts Building Cost - 193,035,297$ 193,035,297$

Subtotal Construction Cost 193,035,297$
Escalation MP January 2014 8.0% 15,442,824$

Total Construction Cost 208,478,121$

Soft Cost
Site Testing Fees 30,000$
Building Testing Fees 1,667,825$
Basic Services for A/E Services 6.00% 12,508,687$
Specialty Services for A/E Services (security/technology/interiors, etc @1.5%) 3,127,172$
Construction Management 3% of Construction Cost 6,254,344$
Fixtures/Furnishing & Equipment ($16/DGSF) 6,965,104$
Security (4% of construction cost) 8,339,125$
Technology/Communications (4% of construction cost) 8,339,125$
Site Acquisition Cost 12,472,700$
Permit & Regulatory Fees 521,195$

Subtotal Soft Cost 60,225,277$

Total Soft Cost 60,225,277$

Total Courthouse Project Cost 268,703,398$
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Baltimore City Circuit Courthouse Feasibility Study
Estimated Project Cost

East Courthouse Renovation (Fast Track)

Construction Cost

East Area Unit Cost Total Cost
Construction Cost 368,315 299.18$ 110,192,985$
Total Courts Building Cost 368,315 110,192,985$ 110,192,985$

Escalation April 2016 14.5% 15,977,983$

Total Construction Cost 126,170,968$

Soft Cost

Building Testing Fees 630,855$
Basic Services for A/E Services (7.5%) 9,462,823$
Specialty Services for A/E Services (security/technology/interiors, etc @1.5%) 1,892,565$
Construction Management 3% of Construction Cost 3,785,129$
Fixtures/Furnishing & Equipment ($16/DGSF) 5,893,040$
Security (4% of construction cost) 5,046,839$
Technology/Communications (4% of construction cost) 5,046,839$

Subtotal Soft Cost 31,758,088$

Total Soft Cost 31,758,088$

Total Courthouse Project Cost 157,929,056$
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Baltimore City Circuit Courthouse Feasibility Study
Estimated Project Cost

Mitchell Courthouse Renovation (Fast Track)

Construction Cost

Mitchell Renovation Cost Area Unit Cost Total Cost
Construction Cost 308,000 319.25$ 98,328,186$
Total Courts Building Cost 308,000 98,328,186$ 98,328,186$

Escalation November 2017 19.25% 18,928,176$

Total Construction Cost 117,256,362$

Soft Cost

Soils Testing & Survey Fees 586,282$
Basic Services for A/E Services (7.5%) 8,794,227$
Specialty Services for A/E Services (security/technology/interiors, etc @1.5%) 1,758,845$
Construction Management 3% of Construction Cost 3,517,691$
Fixtures/Furnishing & Equipment ($16/DGSF) 4,928,000$
Security (4% of construction cost) 4,690,254$
Technology/Communications (4% of construction cost) 4,690,254$
Permit & Regulatory Fees 586,282$

Subtotal Soft Cost 29,551,836$

Total Soft Cost 29,551,836$

Total Courthouse Project Cost 146,808,198$
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Baltimore City Circuit Courthouse Feasibility Study
Estimated Project Cost

East Courthouse Renovation consolidated Renovation

Construction Cost

East Area Unit Cost Total Cost
Construction Cost 368,315 299.18$ 110,192,985$
Total Courts Building Cost 368,315 110,192,985$ 110,192,985$

Escalation April 2016 15.75% 17,355,395$

Total Construction Cost 127,548,380$

Soft Cost

Building Testing Fees 637,742$
Basic Services for A/E Services (7.5%) 9,566,129$
Specialty Services for A/E Services (security/technology/interiors, etc @1.5%) 1,913,226$
Construction Management 3% Construction cost 3,826,451$
Fixtures/Furnishing & Equipment ($16/DGSF) 5,893,040$
Security (4% of construction cost) 5,101,935$
Technology/Communications (4% of construction cost) 5,101,935$

Subtotal Soft Cost 32,040,458$

Total Soft Cost 32,040,458$

Total Courthouse Project Cost 159,588,838$
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Baltimore City Circuit Courthouse Feasibility Study
Estimated Project Cost

Mitchell Courthouse Renovation consolidated Renovation

Construction Cost

Mitchell Renovation Cost Area Unit Cost Total Cost
Construction Cost 308,000 319.25$ 98,328,186$
Total Courts Building Cost 308,000 98,328,186$ 98,328,186$

Escalation November 2017 15.75% 15,486,689$

Total Construction Cost 113,814,875$

Soft Cost

Soils Testing & Survey Fees 569,074$
Basic Services for A/E Services (7.5%) 8,536,116$
Specialty Services for A/E Services (security/technology/interiors, etc @1.5%) 1,707,223$
Construction Management 3% Construction cost 3,414,446$
Fixtures/Furnishing & Equipment ($16/DGSF) 4,928,000$
Security (4% of construction cost) 4,552,595$
Technology/Communications (4% of construction cost) 4,552,595$
Permit & Regulatory Fees 569,074$

Subtotal Soft Cost 28,829,124$

Total Soft Cost 28,829,124$

Total Courthouse Project Cost 142,643,999$
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DMS Cost Estimate
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Notes and Clarifications
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Mitchell Courthouse
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Courthouse East Renovation
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North Site - 4 Courtrooms per Floor

D M S



AECOM E-35Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-36Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-37Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-38Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-39Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-40Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-41Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-42Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-43Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-44Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-45Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-46Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-47Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-48Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-49Balti more City Circuit Courthouse
Feasibility Study

North Site - 8 Courtrooms per Floor

D M S



AECOM E-50Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-51Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-52Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-53Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-54Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-55Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-56Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-57Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-58Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-59Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-60Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-61Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-62Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-63Balti more City Circuit Courthouse
Feasibility Study

South Site - 4 Courtrooms per Floor

D M S



AECOM E-64Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-65Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-66Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-67Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-68Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-69Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-70Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-71Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-72Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-73Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-74Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-75Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-76Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-77Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-78Balti more City Circuit Courthouse
Feasibility Study

D M S



AECOM E-79Balti more City Circuit Courthouse
Feasibility Study

D M S


	Circuit Court for Baltimore City Appendix Cover
	App-A_Functional_Agencies
	App-B_Space_Program
	App-C_Crim_Case_Improve
	App-D_Environmental_Study
	App-E_Cost Estimates-final
	App-E_Cost_Estimates[2].pdf
	App-E_Cost Estimates-1


