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The Maryland Department of the Environment (the Department) has developed the following
guidance to ensure the quality of inspection reports is maintained as effective documentation of site
conditions. Inspection reports are an official public record of an inspector’s observations and serve
as direction for compliance where needed. Therefore, reports must be clear, legible, and
interpretable from the perspective of a third-party reader who might not be familiar with the specific
site in question. This information is critical regardless of the methods used for file management and
should be incorporated into any management program used for creating, filing, and sharing reports
and other site documentation. This guidance document outlines the minimum level of
documentation required by Maryland law and regulations, as well as presents recommendations to
create reports that offer a clear view and understanding of the inspector’s observations.

Minimum Requirements in Inspection Reports for Soil Erosion and Sediment Control

The Code of Maryland Regulations (COMAR) 26.17.01.09.E. specifies the minimum requirements
for inspection report content and procedures for notifying the appropriate persons of their findings:

“When conducting an inspection, the appropriate enforcement authority shall: ...
(3) Prepare a written inspection report that includes:
(a) The date and location of this site inspection,
(b) Whether the approved plan has been properly implemented and maintained;
(c) Practice deficiencies or erosion and sediment control plan deficiencies,
(d) If a violation exists, the type of enforcement action taken; and
(e) If applicable, a description of minor or major modifications as described in this
regulation; and
(4) Notify the on-site personnel and the owner/developer in writing when violations are
observed, describing the:
(a) Nature of the violation;
(b) Required corrective action; and
(c) Time period in which to have the violation corrected.”
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Key Components of an Inspection Report

The Department recommends including the following information in all inspection reports to provide
a clear understanding of site conditions, issues in need of correction, and required follow-up actions
needed to bring the site into compliance with Maryland laws, regulations, and the approved erosion
and sediment control plan.

General Site Information

Project name and number

Project location (as specific as possible so that anyone with a GPS can locate the site)
Name and contact information of Operator who is responsible for the project

Date and time of inspection

Inspector name and contact information (for example, phone number or email)
Weather conditions

Date of last rainfall and estimated precipitation amount

Scope of Inspection

Describe any relevant site activities observed.

For each sediment control practice inspected, is it in acceptable or unacceptable condition, is
it installed according to the approved plan, and is it providing adequate control? If
unacceptable, provide a clear description of the issue. If acceptable, document as such.
Photos are a great tool and resource. Local programs are encouraged to include
representative photos in all inspection reports.

Corrections and Repairs

Clearly describe any maintenance, repairs, and compliance actions required.

Provide a clear date and timeframe by which maintenance or repairs should be made.
Deadlines should be based on the severity of the issue and what is realistic (not
“convenient”) for both the inspector and the responsible personnel at the site. Refer to the
2011 Maryland Standards and Specifications for Soil Erosion and Sediment Control for
guidance on appropriate deadlines for maintaining controls.

The Department expects the inspector will reassess the issues identified within the timeframe
or deadline identified in the inspection document. For more serious violations or when there
is potential for sediment discharges because of impending rain events, shorter inspection
frequencies are advised. Progressive enforcement should be applied if the issue is not
corrected, and any step in the enforcement process may be taken at any time, depending upon
the severity of the violation (per COMAR 26.17.01.09 (I)(4)).

Clearly identify all persons advised of needed actions, and how those individuals were
advised (phone, email, direct conversation, etc.). As a reminder, a person trained in the
Responsible Personnel Certification course should be on site during active construction
activity, or at a minimum, must be easily reachable and available to arrive on site upon
request. If the inspector is unable to communicate with an appropriate person to sign as
having received the inspection report, that should be noted on the report.
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e Fully document any previously directed maintenance or repair issues that have been resolved
by the requested date, any issues that have not been resolved, and any additional compliance
assistance provided or enforcement measures taken.

e Ifrain is in the forecast, the report should document that the onsite operators were instructed
to prepare the site to minimize discharges.

Summary of Inspection

e Provide a brief description of events during the inspection that have not been addressed
elsewhere in the report.

e Identify with whom the inspector spoke on site about the issues, and what agency or entity
they represent.

e Include the inspector’s signature and date.

e Include the recipient’s signature and title, along with additional contact information if
different from the header data.

Photographs

Photographs of violations or other issues, both good and bad, are crucial in adding context and depth
to any report. While jurisdictions are not required to incorporate photo documentation into
inspection reports, the wide availability of digital imaging devices (cameras, phones, tablets) easily
allows for visual documentation and adds significant value to any report. Local programs are highly
encouraged to incorporate representative photos into all inspection reports.

Conclusions: Keeping in Mind the Intent and Purpose of an Inspection Report

Local programs are free to adopt any format desired for field inspection reports, whether it is a series
of checkboxes or freeform writing, as long as all necessary information can be presented within that
format. “Proprietary” reporting software packages may limit or confine the inspector to various
binary choices, which can lead to contradictory reports or a lack of clarity. Some automated report
software might also include additional information that does not relate to the erosion and sediment
controls inspected. Regardless of the software or format used, answering the following questions
within a report can help in tracking and resolving issues and preventing them from reoccurring:

e Who? With whom did the inspector talk? Who was the contractor, subcontractor, etc.?
Specify who is responsible for implementing and maintaining sediment and erosion controls
on site as noted in the standard grading plan, Soil Conservation District (SCD) approved
grading permit, Stormwater Pollution Prevention Plan (SWPPP), or other related documents.

e What? What was discussed? What did the inspector observe? What activities were going
on? What were the issues, if any?

e When? When did these events occur? When are corrections required to be completed?

e Where? Where did these events occur? What part of the site? What phase, section, lot,
etc.? Include feature identifications from the site plans, when available (for example, Outfall
003 or sediment basin 10).
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e Why? Why were any violations recorded, i.e., what was the root cause? Why wasn’t a
previously identified issue fixed?

Electronic Filing Recommendations

The Department recognizes that the majority of local programs are transitioning to electronic file
management systems for various aspects of its documentation, including creating, filing, and sharing
reports and plans. Regardless of the format of the report (electronic or hard copy) the report must
be:
e In a format that can be read in a similar manner as a paper record;
e Legally dependable with no less evidentiary value than their paper equivalent (including
signatures); and
e Immediately accessible to the inspector during an inspection to the same extent as a paper
copy stored at the site would be, if the records were stored in paper form.

Access and Distribution

As noted above, inspection reports are considered public documents of record and must be made
available upon request by the State of Maryland, the local jurisdiction, a court of law, or the public,
etc. within a reasonable amount of time and in an interpretable format. Inspection reports are the
official record, and as such are legal documents required by State law and regulation. Local
programs must be able to produce “stand-alone” copies of reports upon request by the Department
within 24-48 hours. The inability to produce reports in an admissible, clear, and concise format
within an acceptable amount of time may hinder the inspector’s enforcement actions, interfere with
any ongoing litigation related to the site in question, and potentially impact the program’s renewal of
delegated authority.

The Department recommends maintaining records for at least three years to be consistent with
requirements under the Maryland General Permit for Discharges of Stormwater Associated with
Construction Activity and National Pollutant Discharge Elimination System permits for regulated
municipal separate storm sewer systems (NPDES MS4).



