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Agency 
Department of Labor, Licensing and Regulation 

(DLLR) 

Division/Unit 
Division of Labor and Industry /Safety Inspection Unit 

(DLI/SIU) 
Item 
No. 

Description Retention 

1. Inspection Request Forms 
Owners request final and periodic inspections using this form, 
Inspections are scheduled accordingly. 

Insurance Certificates 
Where the Law dictates, a certificate of insurance must be submitted 
certifying that the required insurance and coverage amount is provided. 

Inspection Reports 
Inspection reports document inspection activity, status of equipment, 
safety orders and inspection certificate expiration date. Frequency of 
inspections varies by law, depending upon what is being inspected (i.e. 
amusement rides, elevators, boilers, etc). 

Inspection Work Order / Safety Order Foiro / Violation Notice 
Describes work orders, repair recommendations and 
operating/operational inconsistencies. 

Accident Incident and Complaint Reports 
Investigation reports serve as the official findings of the Division. 

Enter data into electronic database, 
paper forms will be destroyed after 
one (1) year. Electronic data may 
be destroyed after three (3) years. 

Enter data into electronic database, 
paper certificates will be destroyed 
after three (3) years. Electronic 
data may be destroyed after three 
(3) years. 

Enter data into electronic database, 
paper reports will be destroyed 
after: 
6 years for elevators 
3 years for amusement rides 
3 years for boiler and pressure 
vessels. Electronic data may be 
destroyed after six (6) years. 

Enter data into electronic database, 
paper reports will be destroyed 
after: 
6 years for elevators 
3 years for amusement rides 
3 years for boiler and pressure 
vessels. Electronic data may be 
destroyed after six (6) years. 

Enter data into electronic database, 
paper reports, witness statements, 
etc. will be destroyed after ten (10) 
years. Electronic data may be 
destroyed after ten (10) years. 

Schedule Approved by Department, Agency, 
or Division Representative. 

Date 

Signature 

February 16. 2011 February 16. 20 

Typed Name Robert McGeenev 
Title Program Manager Safety Inspections 

Schedule Authorized by State Archivist 

Date 2M P d b 11 

Signature 
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DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
(Continuation Sheet) 

Schedule No. 2565 

Page 2 of 

Agency 
Department of Labor, Licensing and Regulation 

(DLLR) 

DIvision/UnIt 
Division of Labor and Industry /Safety Inspection Unit 

(DLI/SIU) 
Item 
No. 

Description Retention 

6 

10 

General Correspondence 
Miscellaneous correspondence and documents relating to the various 
departments of the Safety Inspection unit, memos, fleet mileage records, 
cell phone bills, MPIA requests, etc. 

Third Party Inspector Registration 
Registration documentation pertaining to 3"* party authorized inspectors. 
Authorized Inspection Agencies, and Commissioned Inspectors. By law, 
third party inspectors are authorized to conduct annual inspections of 
elevators and boilers. 

Invoice and Billing Records 
Invoice and billing records resulting from inspections and or citations. 
Central Collections Unit referrals, delinquent payment notices, etc. 

Safetv Inspection Unit fSIUt Personnel Files 
Employee performance reviews, counseling letters, disciplinary action, 
sick leave documentation, etc. 

Equipment Inventory Records 
Documents pertaining to inventory control of State owned equipment and 
to whom the equipment was issued. 

Screen annually and destroy 
material that is no longer needed 
for current business with the 
following exception: Transfer to 
MD State Archive for permanent 
retention any material that serves 
to document the origin, 
development and 
accomplishments of the ofiRce 
and has continuing 
administrative, fiscal, legal or 
historical value. 

Enter data into electronic 
database, paper documents will 
be destroyed after two (2) years. 
Electronic data may be destroyed 
after two (2) years. 

Enter data into electronic 
database, paper documents will 
be destroyed after three (3) 
years. Electronic data may be 
destroyed after three (3) years. 

Electronic data and paper 
documents will be maintained 
tfu-oughout the employment 
period. After the employee's 
employment has ended SIU 
personnel files will be destroyed. 
DLLR Human Resources 
Department maintains the 
official personnel records. 

These records will be maintained 
in an electronic database, these 
electronic records will be 
destroyed one (1) year after the 
equipment is placed out of 
service. 

D G S 550-1A 



Instructions -Type or Print a separate form 
for each new or revised record series. 
Forward with Records Retention Schedule 
(DGS 550-1) 

DEPARTIWIENT OF GENERAL SERVICES 
RECORDS IVIANAGEMENT DIVISION 

7276 Waterloo Road, P.O. Box 275 
Jessup. Maryland 20794 

41l>-799-<S30 

AQENCY RECORDS mVENTORY Instructions -Type or Print a separate form 
for each new or revised record series. 
Forward with Records Retention Schedule 
(DGS 550-1) 

DEPARTIWIENT OF GENERAL SERVICES 
RECORDS IVIANAGEMENT DIVISION 

7276 Waterloo Road, P.O. Box 275 
Jessup. Maryland 20794 

41l>-799-<S30 
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PAOF OF 

1. Department/Agency 
Dept. Labor Licensing and Regulation 

2. Division 
Division of l^bor and Industry 

3. Unit 
Safety Inspection Unit 

DEFINITION: RECORD SERIES: A group of rel ̂ ted records normally filed and used as a unit for reference as well as retention and disposition purposes. 
4. Record Series Title 
Safety Inspection Unit Records 

5. Earfiest Year/Latest Year 
to 

6. Record Series Description (Briefly descrit>e the types of information/documents/fonns found in the series, include the purpose or function of the series.) 
Inspection requests from contractors and business owners, insurance certiiicates, Inspection reports, Wori( order reports. Accident & Complaint reports. 
Miscellaneous correspondence, phone records, inspector mileage reports. Inspector registration forms. Invoice and billing records. Personnel flies. 
Equipment inventory records. 

7. Record Seites FormaKs) Us ia l 

I S Letter Size • MlcfofPm 

Q Legal Size Q Computer Tape 

• Audio Tape • F l o p p y D l s k 

• BoundBook • V M e o T a p a 

H other (specHy) DlflltaHy Imaged documents etnred on Computer hard-drive. 

8. Record Series SequeiKe 

B Alphabetical 

I S Numerical 

• Chfonotoglcal 

Q Geographical 

• other (specify) 

g.Voluma. .Number 

• File Drawei(8) 
• Micrafilm Reel(8) 
• Computer Tape(s) 
• other (spedfy) 

10. Annual Accumulation 25 Number 

B File DrB«mr(s) 

• Micn)RmReel(s) 
• Computer Tape(s) 
• other (specify) 

I I .FOelsUsed 

• Daily • Weeldy ^ Monthly Q Annually 

Paper reports end or correspondence are entered Into an electronic database and then filed and am e 
Infrefiuantly. 

ently accessed very 

12. File Becomes InactKra After _ _Number 

• Manth(s) Q Year(s) 

Depends on document 

13. Current Locatlon(s) (Bldg., Floor, Room) 

P^wr reconis & Digital images; DLLR, 1100 N. Eutaw SL Balto. 6» floor, room 601 
Database; PRAESES 330 Marshall St, Suite 800. Shrsvepoit, LA 

14. Is Record Series Duplicated Elsewhere? (If yes. spediy agency or 
office.) 

I S Yes • N o Paper 
D U R , 1100 N. Eutaw St. BaRo. 6» floor, nxxn 601 

15. Access Restrictions (If Yes, dte Law<s) & Regulatlon(8) 

• Yes H N O 

16. AudH Requirements 

• None Estate • F e d e r a l • independent 

17. is an Index System used? If yes. explain briefly and < 

• Yes H No 
18. Recommended Retention 
Depends on document, please refer to retention and disposal schedule 

(DGSSSO-I) 

19. Name and Title of Preparer 
Rdsert McGeeney Program Manager Safety Inspection unit 410-767-2178 

20. 
Phone 

21. Date 
1-13-2011 

DGS 550-4 (Rev. 1/93) 


