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INSTRUCTIONS FOR
RESPONSIBLE PARTIES

CEMETERIES / BURIAL GOODS BUSINESSES

“CHECK LIST” FOR INDIVIDUAL APPLICATIONS
REGISTRATION RENEWALS / INITIAL REGISTRATIONS FOR

SALES COUNSELORS/CEMETERIANS / REGISTERED SELLERS

(1) INITIAL REGISTRATION APPLICATIONS are sent to the Responsible Party.  Instruct the employee to complete the appropriate form.

(a)
Do not send any checks at this time.  You will be billed later.  Mail the completed application, and any supplementary materials for a sales counselor/registered cemeterian/registered seller application, (if “yes” in the disciplinary history item), to the Office at:

Office of Cemetery Oversight

Maryland Department of Labor, Licensing and Regulation

500 N. Calvert Street, 3rd Floor

Baltimore, Maryland 21202
(b)
The application will be reviewed by the Office and, if approved, an invoice for payment of a $100.00 for Registered Sales Counselors and $150.00 fee for Registered Cemeterians and Registered Sellers will be sent to the Responsible Party at the place of business.  The Office suggests that all invoices be handled by the Responsible Party for coordination of payment.


(2) REGISTRATION RENEWAL APPLICATIONS are mailed directly to the Responsible Party at the business address.  

(a)

Send checks at this time.  These renewal applications also comprise the invoice, and the Responsible Party should coordinate the completion of the application as well as the payment required with the submission of the application.

(b) Make sure the applicant signs the back of the form.


For All Applications (Renewal and Initial)

(3) Review each completed application.  Be sure that all questions are answered accurately and legibly.   
(4)
Sign the “Employer’s Endorsement” at the end of the application.  The application cannot be processed until the Responsible Party affirms that the applicant is employed by the business and verifies that management requests the application be processed. 

(5)   Check the information on the invoice.  Make sure the name of the applicant, type of registration, business name and address, etc. are correct.  The text on the final printed registration will appear exactly as written on the printed invoice.

(6) All monies must be sent directly to Lockbox:  Please make out a check, payable to “Office of Cemetery Oversight”, for the sum on the invoice posted in the category “amount due”, which should be $100.00 or $150.00, as appropriate.  Detach the invoice on the dotted line and insert both portions of the invoice, and the check, in the enclosed self-addressed envelope, or send your own package to:

Maryland Office of Cemetery Oversight

P.O. Box 17409

Baltimore, Maryland 21203-7409
NOTE:  This is the address for checks only; sending applications to the Lockbox will delay processing.

 Do not send any other correspondence to this address.

(7) You may send multiple invoices in the same mailing, either with separate checks or one aggregate check.  However, no invoice will be processed and no registration issued unless the check for multiple enclosed invoices corresponds exactly to the total required amounts for all enclosed invoices.

(8) On confirmation of payment, the Office will send a printed registration to the applicant at the business address.  It will contain two registrations, one for wall display and one wallet-size.  Make certain that the wall registration is displayed in a conspicuous place where the registrant is working with consumers, and the wallet-size registration is carried when the registrant is meeting with consumers away from the business office.

(9) A copy of the Code of Ethics and Professional Standards can be found on the website: www.dllr.state.md.us.  Make sure that these materials are available for the registrant’s use.

(10) Changes in information: The Responsible Party is required to notify the Office of changes in information provided in any application within 7 days of the change. This applies to applications still under review as well as to those  subsequently approved. 


(11) Extra copies of applications:  Businesses may request additional copies of applications from the Office according to need.  Copies of each sales counselor application may also be reproduced by the business and will be accepted by the Office only if copied on one sheet of white paper, 2-sided.  Copies of cemeterian/registered seller applications may be accepted only if copied in the same format as the original.
(12) Withdrawal of Initial Applications:  The Responsible Party shall sign and send a letter to the Office, within 7 days after the applicant leaves employment, which requests the withdrawal of the application.
(13) Termination of Registration:  The Responsible Party must notify the Office, by a letter signed only by the Responsible Party, of the termination of employment of any registrant within 7 days of the termination.  Both wall and wallet printed registrations should be retrieved and sent back to the Office with the letter of termination.
(14) Time Limit on Initial Filing Application:  

a) Initial Registration:  An application for initial registration must be filed, approved, fees paid and printed registrations physically received by the applicant before the applicant is authorized to perform as a sales counselor/cemeterian/registered seller. 

b) Renewals:  An application for renewal of a registration must be filed with the Office and applicable fees paid to the Office prior to the expiration of a current registration.  If a registrant has not applied for a renewal of the registration prior to the expiration date, after the expiration date the registrant is no longer authorized to engage in the operation of a cemetery or provide burial goods in Maryland.  If a registrant does submit a complete application for renewal of a registration, prior to the expiration date, the registrant will be considered to be actively permitted until receipt from the Office of either a renewed permit or a denial of a permit.

(15) Renewals:  The initial or renewal registration is in effect for two years, will expire on the printed date of expiration and is renewable indefinitely.  A registered Sales Counselor may also apply for a Cemeterian/Registered Seller registration at any time.

(16) For further information or assistance, please contact the Office at 410-230-6229. 
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