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FOREWORD

This document provides a foundational guide for successful certification of projects previously closed
without DSA certification. The goal of this guide is to provide information, procedures and concepts
that lead to project certification and that promote consistency between DSA Regional Offices.

This guide is intended to be used for projects that have been closed by the DSA without certification.
This guide cannot possibly address all scenarios or specific situations encountered during the
closeout process. In addition to the guidance this manual provides, experience and analytical skills
are essential when determining appropriate actions necessary to obtain project certification.

Note: This manual is designed to be printed double-sided in accordance with the DGS Sustainable
Copy Paper Policy (see the DGS Manual, Section 1801 and DGS Administrative Order 06-04).
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CHAPTER 1
INTRODUCTION

PURPOSE OF THIS GUIDE

The purpose of this guide is to provide information, procedures and concepts that lead to project
certification and that promote consistency between DSA Regional Offices. It is the intent that this
guide will be used by all stakeholders involved with DSA project certification.

ABOUT THE DIVISION OF THE STATE ARCHITECT (DSA)

The DSA provides design and construction oversight for K-12 schools, community colleges and state-
owned essential services buildings. The DSA specifically regulates Building Code and Education
Code compliance for:

e Structural Safety (SS)
o Fire & Life Safety (FLS)
e Accessibility (ACS)

The DSA has four regional offices:
e Oakland (Area 01)
e Sacramento (Area 02)
o Los Angeles (Area 03)
e San Diego (Area 04).

PROJECT PLAN REVIEW AND APPROVAL PHASE

The plan review and approval process occurs before any construction takes place. As a result of the
plan review and approval process, DSA project files (physical files) are produced and e-Tracker and
electronic archive database records are created.

DSA Black and Red Files

Physical files are created and are organized as follows:
e The red file contains plan check documents and technical construction documents.
e The black file contains administrative forms and documents.

Plan Check Review and Approval

The Plan Check process is initiated when the applicant files a DSA-1 application form and submits
plans for review and approval. After the plan check process is complete, an Approval of Plans letter is
issued and the construction phase can begin.

PROJECT CONSTRUCTION PHASE

The District Structural Engineer (DSE), also known as a Field Engineer, provides oversight during
construction by providing supervision of the Project Inspector, reviewing administrative and technical
documents and by making periodic visits to the construction site.

During the construction phase, many administrative and technical documents are generated and
submitted to the DSA, including:

o DSA-5: Inspector Qualification form
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° DSA-102: Contract Information form
. Addenda, deferred approvals, and revisions
. Inspector’'s semi-monthly reports
. Construction deviation notices
. Lab test reports
. Special inspection reports
. CCDs (Construction Change Documents)
. Correspondence

PROJECT CLOSEOUT AND CERTIFICATION PHASE

What is Project Closeout?

e Project closeout is the process that the DSA uses to determine that the constructed project
complies with the codes and regulations governing school construction (the codes and
regulations being those used for the original design). Project closeout consists of examination
of specific project files for documents required to be submitted before, during and after
construction, and to determine if outstanding issues have been resolved. After the file is
examined, the project file is closed either with certification or without certification. After the
project is closed, the files are sent to State Archives.

What is Project Certification?
o Project certification is a letter issued by the DSA certifying that the building project has been
completed in accordance with the requirements as to the safety of design and construction
pursuant to Education Code Sections 17280-17316 and 81130-81147.

Why is Certification Important?
e Provides a method to determine the safety of school construction.
e School Board members may be personally liable for projects until certified.

o The DSA will be unable to approve new proposed projects associated with uncertified
construction (See DSA IR A-20 for in depth discussion).

Proof of Project Certification:
o Copy of DSA certification letter
e Copy of DSA history card showing certification
e DSA Tracker shows project is certified

Initiation of Project Closing

The DSA initiates the closing of projects. The following causes closing initiation (90 day closing letter
to be issued):

e The DSA District Structural Engineer (DSE) determines the project is essentially complete.
Essentially complete does not necessarily mean 100% complete. There may still be punch-list
items pending. If the contractor is not fully mobilized on the site, then the project may be
considered essentially complete.
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o The DSA received a final verified report from the Project Inspector and/or the design
professional in responsible charge of the project.

e The project becomes occupied. The DSE is expected to initiate the closing process within six
(6) months of occupancy.

e Construction stops for one year or more.

The DSA Generates a 90 Day Letter

After the DSA examines a project file and determines documents required for certification are missing,
the DSA issues a 90 day letter to the Architect and School District. The letter requests that all
outstanding requirements and documents be submitted to the DSA within a 90 day period to allow the
DSA to certify the application. The letter includes a list of required documents that have been received
and those that are outstanding. The list may (or may not) include the following markers:

¢ RR which indicates the document is “required and received” by the DSA.

¢ RM which indicates the document is “required but missing” and therefore must be submitted in

order to certify the project.

The DSA Closes the Project File

When the 90-day period has expired, the DSA again examines the project file to determine if the
missing documents have been submitted and all outstanding issues have been appropriately
addressed. All outstanding documents and issues must be resolved prior to the DSA'’s issuance of a
letter of certification. The DSA then closes the project file either with certification or without
certification and issues a closeout letter to the District and copies to the Architect.

PROJECT CLOSEOUT LETTERS

Final project closeout options are as follows:

Closeout with Certification (#1 Letter)

Certificate of Compliance without Receipt of All Documents (#2 Letter)

Closeout without Certification — Exceptions or Unpaid Fees (#3 or #3a Letter)
Closeout without Certification — Safety Related Deficiencies (#4 Letter)

Resolution of Certification: Project no longer exists (removal of structure) (#5 letter)
Resolution of Certification : Project no longer used for school purposes (#5A letter)
Cancelled

Void

© NGO PRE

Closeout with Certification (#1 letter)

Upon satisfactory completion of construction, and receipt of all required documents, the DSA issues a
Certificate of Compliance to the school district. This letter is evidence that construction conforms to
applicable requirements of the Education Code. Any alternate documents submitted in lieu of the
“required documents” results in the issuance of a #2 letter.

Certificate of Compliance without Receipt of All Documents (#2 letter)

As permitted under Education Code, Sections 17315 and 81147, alternate procedures and/or
alternate documents may be utilized in the efforts to issue a certification of compliance. These
alternates may be utilized when it is deemed impossible to collect all the required documents due to
incapacitating illness, death or default of any persons responsible for filing reports. Chapter 5 of this
guide provides the process for certification of these types of projects.
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Closeout without Certification (Exceptions) (#3 or #3A letter)

When the DSA cannot verify that construction has been completed in accordance with the applicable
codes and regulations, the project is closed without certification. The typical causes for issuance of a
type 3 letter are:

Reported deviations in the construction

Unconstructed but required minimum scope

Required documents were not received by the DSA or are otherwise missing

Required documentation was not properly completed

Missing testing and/or inspection reports

Required further and/or additional fees owed to DSA have not been paid

Unapproved documents such as change orders, deferred approvals, and addenda

Closeout without Certification (Deficiencies) (#4 letter)

When there are unresolved safety issues the project will be closed without certification. The type 4
letter is issued for unresolved SSS, ACS and/or FLS safety related deficiencies specifically identified
by the DSA, Inspector or Design Professional. These deficiencies would typically be identified in
inspection reports, testing reports, design professional reports and/or DSA field trip notes. Missing
documents are not considered as cause to issue a type 4 letter. Unconstructed scope, if resulting in a
potential unsafe condition, could cause a type 4 letter to be issued. Type 4 letters must be approved
by the DSA Regional Manager prior to being issued.

Resolution of Certification: Project no longer exists (removal of structure) (#5 letter)

The DSA issues this closeout letter upon request from the district for projects which no longer exist
due to removal of all the structures that were part of the project. The use is for project closed, not
certified and the issue of certification is resolved because the structures associated with the project no
longer exist. Usual use is for relocatable buildings that have been moved from their approved location.
This resolution may also be used for other projects for which all the structures in the project have
been demolished. The DSA requires evidence that the structures no longer exist in order to issue the
letter.

Resolution of Certification: Project no longer used for school purposes. (#5A letter)

The DSA issues this closeout letter upon request from the district for projects which are no longer
being used for school purposes. The use is for project closed, not certified and the issue of
certification is resolved because the project is no longer being and never will again be used for school
purposes. Typically this would occur if the district sold the project to non-district entities for use other
than public education. The DSA requires evidence the project meets the defined criteria.

Cancelled Projects (Cancelled letter)

The DSA issues cancellation of projects not constructed, when requested by the district. Cancelled
projects can be reinstated by filing a new application and fee. Plans, specifications and design shall
comply with the requirements of the current California Building Code.

Voided projects (Void letter)
The DSA voids projects under certain circumstances:

e More than six (6) months has passed from the date of return of checked plans to the
architect or engineer and the corrected plans or corrected original plans have not been
filed with the DSA for backcheck. The DSA may, upon request, approve a six month
extension. Backcheck must be completed within two months of initiation.

e More than four (4) years has passed from the date of DSA plan approval without the
start of construction (No extension are allowed).

Voided projects can be reinstated by filing a new application and fee. Plans, specifications and design
shall comply with the requirements of the current California Building Code.
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CHAPTER 2
DOCUMENTS REQUIRED FOR PROJECT CERTIFICATION

GENERAL

Each project has specific documents that are required to be completed and filed with the DSA in order
for the DSA to certify the project. This section provides general discussion of the various documents.
Not all documents discussed here are required for all projects.

Current DSA Forms

Many of the forms shown in this section are older versions of DSA forms, since most of the projects
for which this guide will be used are older projects. Current versions of all DSA forms are available on
line at the DSA website, forms page. Also, Appendix B provides a link to the forms referenced in this
guide.

SIGNATURES ON DOCUMENTS
All documents that require signatures must be signed by the correct person. No person may sign for
any other person.

The DSA will accept reproduced documents in which the signatures are therefore also reproductions
(not “wet” signed).

DSA-1 (APPLICATION)

One of the purposes of the DSA-1 (Application) or any amending document is to identify the specific
names of design professionals who are required to sign DSA-6A/Es (Verified Reports). Forms that
amend the DSA-1 include:

° DSA-1
. DSA-108 (Change in Delegation of Responsibility)
. Letters that request a change in the name of individuals on the DSA-1

Notes: 1. The information on DSA-108 and other forms that change the delegation of responsibility
supersede any information previously submitted on the DSA-1 form.

2. If a DSA-6A/E is submitted and signed by individuals that are not listed on a DSA-1 or any
amending document, then a DSA-108 needs to be submitted before the DSA-6A/E can be
accepted.
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DSA -1 - Example

STATE CF CALIFORMIA FoRM

DIVISION OF THE STATE ARCHITECT

DSA-1

)

APPLICATION FOR APPROVAL OF PLANS AND SPECIFICATIONS

1. School District jor

Please Print or Type all Information - or you may fil cut on-ire ard print for sigratunes
ALL FIELD'S MUST BE FILLED IM PER ITHSTRUCTION S

State Agency) Sacramenio City Unified Schood District

Mailing Address: 425 15t Avenue, Sacramento, California 83213
2. Dist. Superintendent: Dr. Magdelena Majia [ 216 ) - maggie-rms, a@sac-city k12.ca.u
Hamz Telephone _E"'rll
3. Dist. Dir. of Facilities: Jim Cobson {918 ) - mdifsac-city k12caus
Hamz Telephone Emeall

4. Mame of Facility:

‘Washingion Elementary

3. Construction of: rames o
Sz Bulidings or ImprovEmsnts

Agmin. Bldg. A, § C.R. Bldgs. B to G, M-U Blag. H, and & C.R.Bldgs.( 22240 reloc.)

B. Addition to: inamesaf

Euldings or Improvements)

7. Relocation of:
{Hame=s of Eulldings)

Alterations:
[Fam

3. Rehabilitation of:
{Hame=s of Eulicings)

10. Reconstruction of:
{Mame=s of Bulkzings)
1. Review |
being
requested |

12. Project Location:

13. City & Zip Code:

2 Todet Blags. (12:40 relocatables)

8. General Alterations to-

e5 of Buldings or Improysemens |
D5A Rehabilitation
Pre Application #

This is an Accesss only project [0 OTC review is requested (Form D5A-145 is attached)

Ineremental review has been requested. The scope of increments has been discussed with the DSA Project
Iniake Architect prior to submitial. Form D3A-1.INC “Definition of Scope of Increments”, is attached

1528 Education Way

(Sireet Address)

Sacraments 85830 Sacramento

County of:

14. Project Tracking Mumber (PTN):

16. Is project funded by the Office of Public School Construction (OPSC)?
18a. OPSC Application Number:

17. Approx. Total Floor Area (Sq. Ft):

15. Estimate Cost:  $4.000,000

YES[] MO ofwosuptoinein

18b. [ Clientis requesting DSA verification for an OPSC
incentive grant (not appicable f answer to 16 &5 "NO7)

20,000 1B. Design Snow Load:  zero

19. Applicant’s statement of responsibility: | cerifly, urder pzralty of parjury, that | am acting for the school DistrictState agency In the lega

capaciy of agent masing applcation for approval of plans and spaciications

Turiher canty that, to ihe b=et of my knowleoge, the answers givan

on both sldes of this application are true and comest.

Signature of Applicant: Date: 2672008 j
20. Mame of Applicant:  Jeff Grau Tithe:  Archibect
[Pl=az= Frint)
21 Mailing Address: {iragpicant cffersnt from name snown In 21 or 223
DSA USE ONLY FEE SCHEDULE CORRECT FEE FEE PAID UP/OP REFUMD
AC
55
DSA FILE NO. DEA APP. MO, DATE ASSIGMED ESTIMATED COST
o2 - 108782
FORM DSA-1 (Rev 1/31/07) CALIFCARMIA Page 1of 2
' DS ozrammMEnT oF cENERaL sERVICES

January 17, 2013
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IL!‘ APPLICATION FOR APPROVAL OF PLANS AND SPECIFICATIONS FORM DSA-1

22. Plans, specifications, and related work were prepared by, and cbservation of construction will be performed by:
Jeff Grau C1afad

Prict or fype name of Archlizct or Engineer In Genzmal Responsioie Chamge CA Rep. Mo

23. Firm Name: Rainforth Grau Archiects

Address: 2407 J Street Swite 202 Sacramenio, Cabfornia 25818
(916 ) 288 _ T@40 (918 ) 283 _ 7004
Telephons Ma. Exl=nzion Fax Nio. E-rmail Address

24. The following individual is authorized to act as Alternate to the 4nchitect or Enginget named above:

Michas! Ranforth ——
L3S Ra " F—l_—
Printed Name Signalure

cAReq Mo, —H2ED Tel# (216) 288 - 7280  E-mall Address

25 If portions of the preparation of the Plan and Specifications and cbservation of construction were
delegated, show name of Registered Engineer, and related information below:

255 Structural Bruce Dioig CAReg Mo, 52322 TeE (916 WE - =1
e E-mal Fax® (916 ) 386 _ 9623

25h. Wachanica Lawrence Siovi CAReg ho. M2O632 Telg (208 ) 20 _ 2970
Englnesr y— — :, -

25z Elecinca Wesley Smith CAReg. Mo, E12815 Telz (T14) 516 _ 8451
Englraer =zl A : -

55, Geateshinica CA Reg. Nao. Talg | y _
Englnesr — - : )

26. [ This project involves delegation of responsibility other than reflected in line 25 abaove.

Form{s) D5A-1.0EL is {are) attached providing addiional project information

27. OTHER FACTORS- Check appropriate boxes

GEOLOGIC nave verfied Ihat this project doss ot require SUbMRtal of 3 Geological Hazam Report, per DSA IR A2 Sschion3,
HAZARD

[zneck 1 baxanlyl [ | Geoiogical Hazard raports Is reguired and |5 being (135 been) sUBMSEe

WAIVER OF (Far Relocatable Bullang Oniy) The school district reguests walver of durabilly requiremants for substandand
DURABILITY *qurdations per 1R 15-1 and acknowledges that 3 condfona approval I8 acceptatle.

28. Statement of responsibility: Architect ! Engineer in General Responsible Charge

| c=riify under penalty of perury that all information presented on this form is true and comect and that | understand, and
will fulfill, my responsibilities as the architect’engineer in general responsible charge of this project as defined in Title 24,

Fart 1. Section 4-34 77 the California Code of Regulations.
Signature: Date: Feb 10, 2008 -

{Architact Or Enginger in General Responsbiz Change)
Indizats which Reglanal OMice fhe Form DSA-1 ks being submitted ta:

58 Zan Francisco Bay Area Ragion D54 Zacramerito Region DDSALmAngnluEashthun D D54 Sar Disgo Region
1515 Clay Seraet, Suita 1201 1102 0 Stcraat, Suita 5200 70D K. Alameda Sirest, Sulle 5500 16550 Wast Bamarda Crive
Daklard, C& gas12 Saaamento, CA 95314 Los Angeles, A 90012 Sanr Diego, CA g2127

Cizdaimar: | cariy that this form is an exact duplicata (varbatimt of the form provided by the Civison of the Stata Architact (05&) Le. Fomm DGA-1
{Rawizhon of 1-2007). In the sventa corflict should sxist, the banguags in the currant D5& Fanm will pravail.

CALIFCRMIA Page2 of 2

FORM DISA-1 (Bew 1/3107)
fBDGS  cesarmmENT OF GEnERAL SERVICES

January 17, 2013
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DSA-108 (CHANGE IN DELEGATION OF RESPONSIBILITY)

Form DSA-108 changes the delegation of responsibility from those persons listed on form DSA-1 to
others listed on form DSA-108. This is useful when those listed on the original DSA application (DSA-
1) are not able to complete their delegated responsibilities. The form provides the following critical
information:

e Project Name, Application Number and Date Signed.
e Delegated From
e Delegated To

DSA-108 — Example

State of California *+ Arnold Schwarzeneger, Governor
State and Consumer Services Agency » Department of General Services
‘ DIVISION OF THE STATE ARCHITECT
ALY ] |

PLEAZE SUBMIT THIS FORM TO YOUR LOCAL DEA REGIONAL OFFICE

CHANGE IN DELEGATION OF RESPONSIBILITY

Pro : Effective Date of Delegation: File MNo.
o - - 34-52
Washington Elementary 5.'1-2'_'C?j

< Application No.
02 - 108782

Acting for the school board/owner in the legal capacity of agent, | hereby reguest that the application
for approval of drawings and specifications for the subject project be amended o delegate responsibility
fior the |:| preparation of plans and specifications

chservation of the consiruction

of the Structural = | portien of the construction (line 2 253 , of the application) as follows:
Delegated lrorkB'uce Diaig )
|:| Architect El Structura D Mechanical |:| Elzctrica |:| Feotechnica
/_ﬁm'uee' Enginear Engineer Engineer
Celegated lo(Sl}Iby Anderson ) Registration #: Phone #: { i -
_ T
[] Architest [*] Structural [ Mechanical [] Electrizal [ Geotechnical
Enginesr Engingsr Enginser Enginesr

Firm Mame / Address: Anderson Doig Structural Engineers

T

\) Datﬂ:it? j

.ﬁ.uthorizedw@-— JT_j-'—'L_/- / DatN\  5/1/2007 -
\/

Rezpansibifty Accepied by:

_—
NOTE

Parsons delegated responsibility for observation of construction, or portions thereof, shall make verified
reports (Form D3A-GAE) to the Division of the State Architect (D3A), as required by Section 4-2345,
Part 1, Title 24, California Code of Regulations.

Persons relieved of responsibility for cbservation of construction, or portions thereof, shall make a verified
repart (Form DSA-8AE) covering the work done up fo the date their responsibility terminated.

CALIFORNIA
cc: School Board QDGS DEPARTMENT OF GENERAL SERVICES CSA-105 (Resised 1-12-07)
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DSA-102 (CONTRACT INFORMATION)
The DSA-102 Contract Information form provides the contractor’s information. The following critical
information must be provided on DSA-102:

Notes:

Project Name and Application Number
Start of Construction Date

Contract Number

Contract Amount

Contractor Name

Scope of Contract

Signature of Architect

1. If any of the above information is incorrect or incomplete, a revised or corrected DSA-
102 is required.

2. Volunteer projects need to list the name of an individual who is acting as a contractor
and the dollar amount would be based on an estimate of the fair market value.

Requirements

The DSA-102 information must be received by the DSA before any Change Orders (or
Construction Change Documents) can be accepted by DSA.

A separate DSA-102 must be filed for the Construction Manager.

For projects with multiple prime contracts, a DSA-102 can be filed for each contract. However,
it is recommended to use a single DSA-102 with an attached list of prime contractors and their
respective contract amounts.

If a single General Contractor or Construction Manager (Construction Manager is at risk) holds
contracts, then the DSA considers only one contract exists (that between General Contractor
and the district or the Construction Manager and the district). That prime contract is listed on
the DSA-102 and sub-contractor contract information is not listed.

January 17, 2013 Page 9
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DSA-102 — Example (Annotated)

Below is a detailed description of required information. If a field in the form is not annotated (and
appears blank), the information in the field is not essential for closeout.

Indicate the contract number here. |
STATE OF CALIFORNIA - DEPARTMENT OF GENERAL SERVICES FORM

DIVISION OF THE STATE ARCHITECT [DS/A=102

A separate form is required for each contract. Therefore, multiple forms may Rev.9-02
be filed under a single application. You must determine if all contracts have
:‘ been reported to DSA, including contracts for construction managers.

\l, NTRACT INFORMATION

File prior to start of construction File#

4 Submit information for each contract on a separate form. App it |Required Intormationl

|The school name. A list of school sites (for projects with multiple sites) or reference to an attachment are also acceptable.

Project Name

District / Owner

Original contract amount (should not include Required
Start of Construction {Date)

Contract Amount $ |change order amounts)

Contractor & Address

Subcontractors: (Altach list with names and addresses.)

Testing Laboratory & Address

| have verified that the lab is employed directly by the
LEA#: Exp. Date: School District per Section 4-335 (b) of Title 24, Part 1:

Inspector & Address

Scope of Contract: (List buildings. In addition, complete items 1 through 4 below)

__|This scope should match the scope on the DSA first approval letter, unless only part of the scope of the application is under this |

contract. The PCS should confirm the scope, but DSEs are ultimately responsible for scope. Changes to the scope should only be
—{made with DSE recommendation. —

1. Alternates included in this contract are: (Complete bid form showing cost is acceptable in lieu of detailed description hereon.)

2. Buildings and other portions of the work SHOWN on the approved plans and specifications but NOT INCLUDED in this contract are:
|Any scope indicated here would be either under another contract or would not be constructed at this time. |

3. Buildings and other portions of the work NOT SHOWNM on the approved plans and specifications but INCLUDED in this contract are:
(Describe, If necessary, please use the reverse of this form.)

4. Buildings and other portions of the work SHOWN ON OTHER applications and INCLUDED in this contract:
(Describe. If necessary, please use the reverse of this form.)

Signature (Architect or Engineer in General Responsible Charge of Observation of Waork)
iRequired|

Forward to (Choose one):

[ DSA San Francisco Bay Area Region [ DSA Sacramento Region [J DSA Los Angeles Basin Region [ DSA San Diego Region
1515 Clay Street, Suite 1201 1102 Q Strest, Suite 5200 700 N. Alameda Street, Suite 5-500 16680 West Bernardo Drive
Oakland, CA 94612 Sacramento, CA 95814 Los Angeles, CA 90012 San Diego, CA 92127

NOTE: Approval of an inspector shall be secured at least 10 days prior to start of construction.

Disclaimer: | certify that this form Is an exact duplicate (verbatim) of the form provided by the Division of the State Architect (DSA). In the event a conflict should exist,
the language in the DSA form will prevail.

January 17, 2013 Page 10
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DSA-102 — Example (with Multi-prime Attachment)

The multi-prime list must indicate the contractor's name, respective contract amount, and bid package
#.

STATE OF CALIFORNIA - DEPARTMENT OF GENERAL SERVICES FORM

DIVISION OF THE STATE ARCHITECT [DSA-102

Rev.9-02
CONTRACT INFORMATION % 339
File prior to start of construction
PHASE TWO Submit information for each contract on a separate form. App.# 04-107354 7
Project Name _Bernice Jameson Todd Elementary School
District / Owner _ Corona-Norco Unified School District
Contract Amount § _16,932,351.00 (see attached list) Start of Construction (Date) __10/11/06
Contractor & Address  Edge Development, Inc. 27368 Via Industria, Suite 101 Temecula, CA 92590
Subcontractors: (Attach list with names and addresses.)  See attached list for Multiple Prime Contractors.
Testing Laboratory & Address _ Earth Systems 9253 Hermosa Ave., Unit C Rancho Cucamonga, CA 91703
| have verified that the lab is employed directly by the
LEA# 50 Exp. Date:  07/22/06 School District per Section 4-335 (b) of Title 24, Part 1: @A

Inspector & Address  John Ross, 36447 Seine Ct., Winchester, CA 82596
Scope of Contract: (List buildings. 1n addition, complete items 1 through 4 below)

Phase 2: Construction of Admin. Building, Kindergarten Classroom Building, M.P. Building, 2-story Classroom Building,
Lunch Shelter, Fiselds, Playground, and Parking Lot

1. Altemates included in this contract are: (Complete bid form showing cost is acceptable in lieu of detailed description hereon.)
N/A

2. Buildings and other portions of the work SHOWN on the approved plans and specifications but NOT INCLUDED in this contract are:
Phase 1: Site grading and installation of deep utilities.

3. Buildings and other portions of the work NOT SHOWN on the approved plans and spacifications but INCLUDED in this contract are:
(Describe. If necessary, please use the reverse of this form.)

N/A

4. Buildings and other portions of the work SHOWN ON OTHER applications and INCLUDED in this contract:
(Describe. If necessary, please use the reverse of this form.)

N/A

)
Signature (Architect or Engi in General R ible Charge of Observation of Work}
Stephen A. Wilkerson, AIA, HMC Architects
Forward to (Choose one):

[ DSA San Francisco Bay Area Region [] DSA Sacramento Region [ DSA Los Angeles Basin Region [Z] DSA San Diego Region
1515 Clay Street, Suite 1201 1225 R Street 311 South Spring Street, #1301 16680 West Bernardo Drive
Oakland, CA 94612 Sacramento, CA 95814 Los Angeles, CA 90013 San Diego, CA 92127

NOTE: Approval of an inspector shall be secured at least 10 days prior to start of construction.

Disclaimer: | certify that this form Is an exact duplicate (verbatim) of the form provided by the Division of the State Architect (DSA). In the event a confiict should exist,
the ianguage In the DSA form will prevail,

January 17, 2013 Page 11
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Bernice Jameson Todd Elementary School
CORONA-NORCO UNIFIED SCHOOL DISTRICT

Attachment to Contract information (DSA-102)
DSA # A-04-107354, F-33-9

Prime Contractors for Phase 2

pryye 5/?//6}1
stast, (o) /%

CATEGORY DESCRIPTION NAME & ADDRESS CONTRACT AMOUNT
Nature Tech Landscaping
1760 Mariborough Avenue /
BP-3: Landscaping Riverside, CA 92507 $670,000.00
Landmark Fence Co., Inc.
3964 Mission Boulevard ~
BP-4: Fence & Gates Moniclair, CA 91763 65,5683..00
T.B Penick & Sons, Inc. _/1
380 State Place
BP-5: Congcrete & General Construction | Escondido, CA 82029 3,627 ,000.00

Blazing Industrial Steel, Inc.

9040 Jurupa Road Py
BP-8: Structural Steal & Misc. Iron Riverside, CA 92509 1,362,638.00

Rocky Coast Framers, Inc.

135 So. Market Place 7]
BP-7: Rough Carpentry Escondido, CA 92029 2,275,000.00

David M. Bertino Manufacturing Inc.
1696 Wast Mill Units 21-22

X

P4

BP-8: Casework Colton, CA 92324 415,000.00
Bell Roof Company, Inc. )
P.O. Box 5218

BP-9: Roofing San Bernardino, Ca 92412 290,638.00
Challenger Sheet Metal, Inc.
9450 Candida Streat -~

BP-10: Sheet Metal San Diego, CA 92126 205,310.00
TR Mulligan, Inc. 1
1604 Chestnut Avenue

BP-11: Doors & Hardware Carlsbad, CA 92008 384,540.00

B Roy E. Whitehead Inc. ¥

2245 Via Cerro

BP-12: Glass & Glazing Riverside, CA 92509 63,335.00
Caston Plastering and Drywall Inc. 1
354 S. Allen Street

BP-13: Gypsum & Plaster San Bernardino, Ca 92408 1,598,885.00
Inland Pacific Tile e
1808 Commercenter Wast, Suite B

BP-14: Ceramic Tile San Bernarding, CA 92408 148,400.00
Elljay Acousties, Inc. /
1586 North Batavia Street

BP-15: Acoustical Wall & Ceiling Orange, CA 82867 168,547.00
Pro Installations Inc. S
dba Prospectra Contract Flooring
B320 Camino Santa Fe, Suite 100 183,675.00

BP-16: Floor Caverings San Diego, CA 82121

Page 1 of 2
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DSA-168 (STATEMENT OF FINAL ACTUAL PROJECT COST)

The use of this form became effective July, 2012. Since fees paid to DSA are based on the cost of
the project, the DSA is required to determine the final project cost at the end of the project as part of
the closeout/certification process. The DSA-168 allows for districts to self-report the final construction
cost of the project so that the DSA can determine final fees owed.

DSA-291 (LABORATORY VERIFIED REPORT)
Most (but not all) projects require materials testing. Project testing requirements are shown on the
construction documents and summarized on the DSA testing and inspection (T&l) form (DSA-103).

The T&I form is filled out by the design professional and accepted by the DSA as a prerequisite to
plan approval. The T&I form is not required for project closing but is used to identify those tests and
special inspections required for the project.

At the conclusion of the project, the Testing Lab is required to provide evidence to the DSA that all
required tests have been completed.

o For older projects the Laboratory Manager would provide a signed affidavit (“Customized lab
verified report”) to the DSA stating that all required testing has been completed.

e The laboratory also may have filed a DSA-6 form.

e For more recent projects, the lab provides an executed DSA-291 (Laboratory Verified Report),
signed by the lab manager, evidencing all required testing has been completed. DSA-291
must be signed by the licensed civil engineer who supervised the testing.

All three of these methods are acceptable for project certification. However, for projects where
construction was completed after August 8, 2006, the DSA-291 form must be used.

DSA-292 (SPECIAL INSPECTOR VERIFIED REPORT)

Some (but not all) projects require special inspections. Project special inspection requirements are
shown on the construction documents and summarized on the DSA Testing and Inspection (T&I) list,
form (DSA-103).

The T&I form is filled out by the design professional at the time the plans are approved. The T&l form
is not required for project closing but is used to identify those tests and special inspections required
for the project.

At the conclusion of the project, each Special Inspector is required to provide evidence to the DSA
that all required special inspections have been completed and that the inspected construction
complies with the DSA approved construction documents.

e For older projects the Special Inspector would provide a signed affidavit (“Customized Special
Inspector verified report”) to the DSA stating that the specifically listed required special
inspection has been completed and the construction found to be in compliance with the
construction documents.

e The Special Inspector also may have filed a DSA-6 form.

e For more recent projects, the Special Inspector provides an executed DSA-292 (Special
Inspector Verified Report), signed by the Special Inspector.

All three of these methods are acceptable for project certification. However, for projects that
construction was completed after August 8, 2006, the DSA-292 form must be used.

e DSA-292 for masonry must be signed by a DSA approved masonry inspector.
o DSA-292 for shop or field welding must be signed by individuals who are AWS/CWI licensed.

e When DSA approves a specific individual (via form DSA-5) to perform any special inspection,
that individual must sign the DSA-292 form.

January 17, 2013 Page 13
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DSA-292 - Special Inspection Verified Report - Example
The DSA is specifically looking at the circled information for completeness and accuracy.

EoEM 000

STATE OF CALIFORNIA « DEPARTMENT OF GEMERAL SERWVICES DSA_ZQE

@s DiIvi rew. DE/OTIDE
Wpectinn Verified Report (SIVR

Mote: Thig form must be submitied by the Special Inspector within 14 days of the conclusion of work reguiring special inspection, or
when work has stopped for moes than one month, or i the services of the Special Inspector have been terminated for any reason.

A.|Rg NewCamous 34-52
; Prajact Hams 3

< | Washington Elementary

(: 02-108752 2
To: Sacramento City USD 0s -
School Dist.
475 18t Avenue, Sacramenio, California 95315 Final-Work 100% Complata
Addrass I:I In-P Tgrasg. CEIH'IF"E':B

O Terminating: % Complete

Jim Dobson
Attention

B. | | personally performed all construction inspections described in Section C. My inspeci-
tions were performed in accordance with the requirements of the DSA approved
documents.

C. | My work included continuous inspection of construction in accordance with the *DSA
approved” documents as follows (list all special inspections performed andior specific
portions of the construction which you personally inspected.):

Shop and Field Welding

—_——
0. | All inspection reports were sent to all entities as required by code.

E. w of my own personal knowledge that the work has, in m\

< performed in compliance with the “D3A approved” documents, gxcept as follows (if no >
xrceptions, indicate “Mo Exceplions”); WO EXCEPTIONS
/

| declare under penaly

and that all statements

( Signed - 912007 AWSICWI 04070231
Spaclal Ingfiector S lgnaturs Dats Cartification Kumber
Print Mame: Tobin ST
Lab Mame: Wallace Kunl DSAFLEA # 116
Address: 3080 Industrial Blvd. City: W. Sacraments  siate; CA zip: 95681
CC. Project Architect
Structural Engineer
Project Inspector
DSA Regional office See other side for instructions
FORM DSA-202 (rew D2MOTHO6) Special Ingpaction Verified Report PAGE 1 OF 2
January 17, 2013 Page 14
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DSA-293 (GEOTECHNICAL VERIFIED REPORT)
Most (but not all) projects require earth work that is monitored by a Geotechnical Engineer.

o For older projects the Geotechnical Engineer would provide a signed affidavit (“Customized
geotechnical verified report”) to the DSA stating that all engineered fill tests and inspections
have been completed.

e The Geotechnical Engineer also may have filed a DSA-6 form.

e For more recent projects, the Geotechnical Engineer provides an executed DSA-293
(Geotechnical Verified Report), signed by the Geotechnical Engineer of Record, evidencing all
required engineered fill testing and inspection has been completed.

All three of these methods are acceptable for project certification. However, for projects that
construction was completed after August 8, 2006, the DSA -293 form must be used.

e DSA-293 must be signed by a licensed Geotechnical Engineer.

January 17, 2013 Page 15
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Customized Narrative Letter Verified Report - Example
The example below is an acceptable Geotechnical Verified Report that pre-dates the standard DSA-
293 form. Geotechnical and Engineered Fill reports are equivalent.

-~ ANNED

Bl KLEINFELDER

e e STATE OFCAUFCRMIA
i VanGundy DERARTMENT OF GENERAL SERMCES

Fairfield Suisun Unified School District
1975 Pennsylvama Avenue SEP 3 0 Eﬂﬂﬁ

Fairfield, CA 94534

T i e ST AIE SR TFCT

e RAENTO R CUONAL PP
ENGINEERED FILL VERIFIED REPOR
J lerminating 8% Complete d  Waek Stopped % Complete

rat all engineered fill tests and inspections performed by our persommel u

Suisun Elementary School 2004

Fairfield Sulsun Unified School District

dance with the approved plans a peciiications, projects soils investigat

Iivision of the State Architect (DSA and that all were reported

IpETs 1| i (s | n iT1 NEpeClIon 58TV
il | 3 L
1at | mav 1 bove report and know the content werent and tha

Thomas C. Ries

Engmneening Manager
e J0BS, CEG 1253

D5A

Phil Eay

Jay Leimnger, [OR
Francis Chan, ATl Architects ar
Raazfat §. Aboulhosn, ATI Arch

421 TESFLIMEL228 Page 1ot
2004 Kleinfelder, [nc

January 17, 2013 Page 16
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DSA-6 (INSPECTOR VERIFIED REPORT)
DSA-6 (CONTRACTOR VERIFIED REPORT)

DSA 6A/E (DESIGN PROFESSIONAL VERIFIED REPORT)

o The DSA-6 is used by each inspector and each contractor with a prime contract with the District to
state that construction either does or does not comply with DSA approved plans.

o The DSA-6A/E form is used by the architect, structural, mechanical, and/or electrical engineers to
state that construction either does or does not comply with DSA approved plans.

e DSA-6 forms have been used in the past by testing labs or special inspectors instead of DSA lab
verified reports.

e Forms DSA-6 and DSA-6A/E must be filled out completely and accurately. If any required
information is not correctly provided, then the form is rejected by the DSA.

e Change order dates should pre-date the date the DSA-6 or DSA-6 A/E was signed. In addition, all
Deferred Approvals, Change Orders (if required), Construction Change Documents, Revisions,
Addenda, etc. must be resolved prior to acceptance.

e DSE'’s have the authority to accept a DSA-6 or DSA-6 A/E as final even if it does not meet all of
the requirements listed above.

Notes: 1. Construction Managers are not required to file a DSA-6 unless they are acting as general
contractors (i.e., they own the contracts and are at risk).
2. Assistant Inspectors are not required to file a DSA-6 unless requested to do so by the

DSE.
3. The DSA-6 submission requirements can differ depending upon the project or types of
construction.
January 17, 2013 Page 17
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DSA-6 - Example

The DSA is specifically looking at the circled information for completeness and accuracy.

CALIFORNIA DEPARTMENT OF GENERAL SERVICES
DIVISION OF THE STATE ARCHITECT

D6S verirEe DS A-6

Both the Contractor ard the Inspscier must submit a ssparate copy of this fomn directy to DSA. File this report at complstion of projsct, when
sarvices in connection with the projct are temrinated, when work stops for mors than one month, orwhen any building of the project is cccupied.

Check all Final - Work 1009 comple] [ Terminating DSAFIRNO. 24 B3
applicable fidicate at “k” below)

baes: [ Building ) occupied [[Work Stopped || PRI N@EJ UBTQE)
12

This report includes all construction work through the date of: — month 1 8 clay. EDUE
Seheel DRI Sacramento City USD Pt e 'Ewgshlngton Elementar>
_—

< seops of Work ot \niork

Contract Amaunt 3.433.000

p— p——
% COMPLETE | INDICATE IN EACH APPLICABLE CATEGORY % COMPLETE

Fire Alarm Systern

M) CATEGORY

Site work

Foundaticn Fire Sprinkers & Suppression Systems

Structural Frame Access, Gates & Fire Flow

Electrical {including grounding systems) Accessble Parking
Plumbing Ramps/Elevators Lifts
Mechanical Accessible Restrooms
Finishes Acceasibility Signagelh
/ImLEWDmplatinn {estimate total percentage of completion for projects where wiork is naot completay 100
* Ligt work to be c::ﬂwg:i {attach addilicnal pages oz necessary):

Total Number of Change Orders at Close of Project)

This ssction to be completed by Project Inspector or C-:-ntrsct-::r

| knaw af my cwn personal knowl = Fsicte L mipllanze with the DSA approved
d Furdar penalty of prjury that | prepared thts raq:u:-rl ar that all stakmants ars trus.,

e Confractor {Inspactor, Assistant Inspacior, Contractor, School DisticOwner]
Businass Adress - B0% 7271
ang & — -

Contractor or representative of district parferming own wark must also complets the following:

| am an authorized cifca of

(Comracting Firm, Comporation, or School Distict padforming work)

orking In the capacity of ]
\Mm [Cwnar, Fartner, Preaident, Vice-president, Supenntendent)

with perscnal knowledd - siruction. | have tsen authorzed by sakd fimn or corporation & 1
Submit completad fom to the CSA Raglonal Ciflce whars this projed was fled:

[ CA San Frandsco Bay Area Region  [&|DSA Sactaments Regon [ DSA Les Angeles Basin Region
1515 Clay Shrest, Sults 1201 1102 Q Shrast, Sulk 5200 A1 5 Spring Sheat, Sulles 1301
Oaklard, CA 24512 Sacramentd, CA 25814 Los Angales, A 80013

D&A San Dlego Ragon
16630 Wast Bamnardn Diva
San Dlago, GA 2127

C‘ﬁ@s"’iﬂ—{——ﬂm Name SEWard Schreder pa 12 218 >

January 17, 2013
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DSA 6 A/E - Example
DSA is specifically looking at the circled information for completeness and accuracy.

CALIFORNIA DEPARTMENT OF GENERAL SERVICES ' = VERIFIED
DIVISION OF THE STATE ARCHITECT ms REPORT DSA'BNE

when work skops for more than one month, or when any bulding of the project is cccupisd.

Rew. 1402
Te b fiked by the design professional in general meponsible charge at completion of project, when ssricss incornection with project ars lerminated,

Check a Final - Wk 100% complets [ Terminating LS4 File No. 34.5%
applicabls L ot completsd (indicate at * %" balow)
CEA Applical
boses: Oeuidingis) — occupied [ Waork Stopped Pl m 1ﬂm
2007
This report includes all construction work through the date of: 12 manth = DD year

School District Cramer Project Hame (Schoo
5 TS ™ mgtonEle@

Seopa o wm( New Campus [Granite Const. & Meehlis) SGnlrmt ¥ 5:[] 4 500 a a §|35G_[]DD

<: * List work to ba cc\mpl%uch additional pages as necessary):

INDICATE IN E&CMCAELE CATEGORY % COMPLEZE"] MDIGATE M EACH APPLICABLE CATEGORY e COMPLETE
i — Fire Alamm System
Foundation Fire Sprinklers & Suppression Systems
Structural Frame Access, Gates & Fire Flow
Electrical {including grounding systems) Accessible Parking
Plumking Ramps/Elswvators/Lifts
Machanical Accessible Restrooms
Finishes Accessibility Signage
Total Project Complation (sstimats total psmentage of completion for projects whera work is not complea): 100

| kr of my cwn personal knowledge that all contruction has, in svery matsnal respect, been parfon'n-:d in compliance with the DS A approved
docurnents, | declare under penalty of pagury that | prey

.
—
Total Number of Change Orders at Close of Prc:-i@
AFFIDAVIT OF RESPONSIELE PARTIES Original signatures are required

City Sacramento State Ca Tp 25818

ngtin general esporaibls chargs for observation of the work \
S ————— Print Mame 20 Grau Dats 12 - 322 -
e

N

Structural Enginesr delega esporaibility for obsarvation of the work
) (&:;'7\__‘_ Print Mame =21by Andsrsan Date 12 - 22 -07

Signaturs

Ackiress City Sacramento state CA__ 7 25630

City Sacramento State CA

echanical Engineer delegated meponsibility for cheervation of the work
; L&“—éﬂ_m_\ Print Mame Lawrence Giovi Date 12- 22 - 07T/

—~
Electrical Engineear dele eaponsibiity for olbesnvation of the work
; . Wesley Smith Diats

Signaturs

Address City state CA Fp

January 17, 2013
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Page 19



Chapter 2
Division of the State Architect Project Certification Guide  Documents Required for Project Certification

NOTICE OF COMPLETION (NOC)

A Notice of Completion (NOC) filed with the DSA by the School District/owner is required before the
DSA can issue a certification letter. If there are multiple contracts, then there may be multiple NOC
submitted (and multiple NOC dates).

Acceptable forms of NOC

NOCs can be submitted using:
¢ Notice on School District Letterhead
¢ Notice filed with County Recorder

Required information
The following information is required to be included as part of a “Notice of Completion™:

e School (Project) name and Application number
Identify the project to which the NOC applies.

e Contractor name(s)
e Completion date
e Signature of school district representative

Notes: 1. The term “substantially complete” is acceptable, when the NOC is signed by the school
district representative.

2. The AIA notice of substantial completion is not acceptable as a NOC because the AIA
notice is signed by the architect and not the school district's representative.

January 17, 2013 Page 20
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Notice of Completion - Example

The DSA is specifically looking at the circled information for completeness and accuracy.

RECORDING REQUESTED BY vﬂmﬂlﬂmﬁlmmmmu

Davis Joint Unified School District 1‘“ wﬁfls ocﬁ:.? W*
Freddie Oakley, y r
DOC- 205-0009145—00

AND WHEN RECORDED MAIL TO

Facilities Department fcct 116-Davis - NC .

Davis Joint Unified School District Wonday, FEB 28, 2005 9:31:00 y

1919 5™ Street TtIPd  $0.80 Nor-00005469

Davis, CA 95616 LUP/R8/1-1
SPACE ABROVE THIS LINE »

ICE OF COMPLETI

NOTICE 1S HEREBY GIVEN THAT:

1. The undersigned is the owner of the interest or estate stated below in the property hereinafter described.

2. The full name of the owner is DAVIS JOINT UNIFIED SCHOOL DISTRICT.
3. The full address of the owner is 526 B Street , Davis, CA 95616.
4. A work of improvement on the property hereinafier described was completed on  Fébruary 17, 2005.

The work done was:

ruction of Davis Hi i i
5. The name of the origin or, il any, on such work of improvement was :

6. The property on which said work of improvement was completed is in the City of Davis, County of Yolo,
State of California and is described as follows:

Davis High School .

7. The street address of said property is:
315 West 14" Street, Davis, CA 95616,

Signature of Owner names In paragraph 2 Or His Agent:

Romeo TWIW in-Charge

VERIFICATION OF OWNERS
STATE OF CALIFORNIA
County of Yolo,

I, the undersigned, say ; I am the _F: d r 1 » the declarant of the foregoing notice of
completion; I have read said notice of completion and know the contents thereof; the same is truc of my own
knowledge. 1 declare under penalty of perjury that the foregoing is true and correct.

Executed on __ 2 /8 ,2005, at Davis ,___CA N(rrigl:r SEAL
( City ( State ) OR
{,/ ) STAMP
/ignallne of '7ﬁoer )
END OF Document 009145 Feazeg L

January 17, 2013
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CHANGE ORDERS

For projects with construction complete or DSA 90 day letters issued prior to November 1,
2012:

All Change Orders incurred during the construction of a project are required to be submitted to and
approved by the DSA. The statutes and regulations governing school construction required that all
changes to approved construction documents be approved by the DSA prior to the construction of the
changes. Since construction usually proceeds faster than a District can obtain full change order
approval from their Boards, there existed regulations that allowed the technical portions of a change
order to be submitted and approved by the DSA prior to the submittal of the final and fully executed
change order. This method utilized the FCD or PCO process. Unfortunately, there are many instances
where this process was not followed and there exists change orders that have no DSA approval, yet
the construction has been completed. The following information is provided about change order
review and approval.

e Upon receipt and review, the DSA produces a Transmittal Memo. Therefore, each Change
Order should be accompanied by a DSA Transmittal Memo indicating the review status and
other information.

¢ If the technical aspects of a change order have been approved by the FCD (or PCO) process,
then attach a copy of the DSA approved FCD (PCO) to the Change Orders.

¢ All Change Orders must be approved or otherwise resolved by the DSA prior to project
certification.

e Change Orders must be consistent with DSA-102 regarding the contract number and contract
amount.

e The number of Change Orders submitted and approved must be consistent with the submitted
DSA-6s.

¢ If the Change Order is nhot DSA approved, then two sets of the Change Order must be
submitted to the DSA for review and approval (include DSA checked comments if the Change
Order had been previously submitted and checked but never approved).

January 17, 2013 Page 22
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Change Order Transmittal Memo - Example

Each Change Order should be accompanied by a Transmittal Memo stamped by the DSE who
reviewed and approved it. Verify the Application ID on the Transmittal Memo is correct and that the

DSE has signed it.

STATE OF CALFORNA
Srcorcarom Contract 2
Division ol the Btaln drciinect
Addendum, Change Order, Drawing, =_7 s
Deferred Approval Worksheet and =
Transmittal Memo
S i e 78
File No: "2 e Applicatio H ’
r”“"m — - :3’ PP i ? E
: Co fupg R D
'HW'R"“‘-}-“\W [Peereed Aprvvar ‘m-r
1A Pelasier f .
Lﬂl ol I r‘hﬂlﬂ I T T
Material | -
Keorived ; [T, ‘Tenting fs) emch : nr.ﬂ-;« 151 m_-;.'-. D N o
I Prints ) eace -tr*n.mm...h 15 o T
’t___ - — - . —
List of
Material A ; é
Approved :
] To: rﬂ:nec: DS::urlurll Engzineer
SENT :
List of -
e To: From: & Freeman |
A I - I- Co: Pas: Ii
’ E
| Fax: Phene: 516-445-0737 T
# [‘ Hmdhed Mg = {/
EI Faxsd
& ; e~ C/ é
Rermaining | Addltional information
required Corrections He i
e || fpuired [[] Change Order Required
I corrections are requiren; piease retun phe Tolewing iems :
NONE Ih THISTRANSMITTAL SHEET
| 3 Tes Complete, iniact, sarked-up reviem aei,
31 One eopy and one origizal of the corrected submitial
I 4) E\llmmlmp_ernrirqmuﬂlwyﬂbanu:iml informarise
51 Drrawisgs hesring prefiminary Appreval SLAmE a0 & io avoid
L re-review whem pessitie
| Remarks:
- — =
—— e
A .. O7-1F e S
e il S
— L — —
e ———| L - 7 T A e
Fintes Far Please make & 0l caf ¢
Clerical lise | I:l el i
haly + | D Exlend Plans aml Specificaiinons Agproval to cover
D Revised Flans ase Specification : ) B
| |_| Additional: Plens a8 Specsfications Seapr Incresse @ Type 6f Approval o
¥ vl :
= & e o
i {w P—
Faw b [T
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Change Order - Example

Verify the accuracy of the Application ID, Project Name, Change Order Number, Original Contract
Amount, Contractor’'s Name, Total Dollar Amount of the Change Order, and DSA Approval Stamp with
App#, SS initials, and date.

CHANGE ORDER OWNER: Red Bluff Joint Union High School District
ARCHITECT: Nichols, Melburg & Rossetto
= CONTRACTOR: Tom Hill Construction Company, Inc.
AlA DOCUMENT GT01 K J FIELD # 52
(REFLICATED DOCUMENT) OTHER APFL. # 02-106789
~—_—  —
PROJECT: Multi Purpose Building CHAMNGE ORDER NUMBER: @
Red Bluff High School DATE: 1 70
Red Bluff, CA
TO CONTRACTOR: /Tam Hill Construction Co ¥ge. ARCHITECT'S PROJECT NO: 03-2165.10
P.O. Box 258 CONTRACT FOR: Multi-Purpose Bldg.
Vina, CA 96092
CONTRACT DATE: 9/8/05
__The Contract is changed as follows:
[ 101 Provide credit for PVC conduits not installed | Delete ($719.00) |
Reference: COR 1 |
| Reguested By: Owner
' Resson: Load required larger conductors.
| _
[1.02  Replace 3/0 THHN & #3 gnd. with 1 500 MCM THHN & #3 gnd. ADD 51,089.92
|
| Reference: COR 2
| Reguested By: Architect
| Reason: To provide adequate feed o panel.
103 Provide over-excavation at 3 column footings. - ADD $4,441.58
Reference: COR 3
Reguested By Inspector
Reason: Accommodate DSA requirement for beanng angles near abstructions
| 1.04  Grant contract time extension (52 days) for structural steel. MiA, _l-l o MiA,
Reference: COR 4
Reguested By: Contractor
Reason: Raw supply delays.
(705 Provids and mstall full traffic pavement profiles &t both ends of sidewalk (cong. ). ADD $5.716.74
! Reference: COR &
| Requested By: Owner |
| Reason: To provide traffic surface for buses and trucks. [
[ 106 Provide blockauts in foundation curb fer calumn baseplates [ ADD | $1,700.40 |
| |
| Reference: COR T
| Requested By: Architect
| Reason: Base plates intruded into wall-line, curbs later recast.
107 Provide roof mounted handrail at roof hatch, T 7aDD | 5228428
' Reference: COR 8
Requested By: Owner
Reason: Increased safaty at roof adge.
|
Page 1 of 2
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CHANGE ORDER OWNER: Red Bluff Joint Union High School District
ARCHITECT: Hichols, Melburg & Rossetto
CONTRACTOR: Tom Hill Construction Company, Inc.

TO CONTRACTOR: Tom Hill Construction Co., Inc.  ARCHITECT'S PROJECT NO:

AlA DOCUMENT G701 FIELD FILE # 52-H3
{REPLICATED DOCUMENT) OTHER APPL. # 02-106789
PROJECT: Multi Purpose Building CHANGE ORDER NUMBER: One
Red Bluff High School DATE: June 1, 2006
Red Bluff, CA

03-2165.10

P.0. Box 258 CONTRACT FOR: Multi-Purpose Bldg.
Vina, CA 98092
CONTRACT DATE: 0/8/05
[1.05  Provide &nd install full iraffic pavement profiles at both ends of sidewalk (base & ac). ADD $3,-1'5§._22—|
Referance: COR 10 [
Requested By: Qwner |
Reason: To provide traffic surface for buses and trucks. |
1.06  Provide and install additional elec. for BB Backstops and scoreboards. ADD $10,500.65 |
Referance: COR 13
Requested By Qwner
Reason: To provide power for public address systam.
I _ e |
1.06  Provide and install conduit and wiring for 2 duct detectops $2,070.00 I
0
Reference; COR 15 hp?ﬁnﬂé p,'aﬂwj
Reguested By: Architect e ST lﬂ@iﬂﬂ
Reason: To provide connection fo signal initiation cabingt. OF 1 50 wE
o~ e
P ey J P |
TOTAL AMOUNT OF CHANGE ORDER NO. ONE —¥1-"— " /-1.7— 400\ | $30,228.77 |
e — cl"..‘.;’:... : q_.-ﬂht .
e A
7130
NOT VALID UNTIL SIGNED BY THE OWHNER., ARCHITECT AND CONTRACTOR. o

D

[ The original Contract Sum

52,124, 264.00 | D

| Net Change by previously authorized Change Orders

| The Contract Sum orior to thiz Changa Order

The Confract Sum will be inereased by thie Change Order in the amount of

The new Contract Sum including this Change Order will be

$2,2283493.77

Tha Cantract Time will be extended

70 Days

Mote: Thiz summary does not refiect changes
have been authorized by Constryg#n Change D [}
MICHOLS, MELEURG & ROSSETTO / TOM HILL CONSTR

Cantract Sum, Confract Time ar Guaranteed Maximum Price which

~TION RED BLUFF JOINT UNIOM HIGH

COMPANY INC. SCHOOL DISTRICT
ARCHITECT - CONTRACTOR OWNER
300 KNOLLCREST DRIVE | P.0. BOX 258 1525 DOUGLASS 5T, PO BOX 1507
“REDDING, GA 96002 . | ~NA, CA 96082 RED BLUFF, CA 960801507

¢ [ W IV E—— - o ’.,-" Y.
BY: — o BY_/gm LV BY: I){:J‘LL&ZLJ L
DATE; g 12 O DATE (5 ~ /7 —d & paTE,_ 1-L- 60
Page 2 of 2

" $30220.77 D
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CHANGE ORDERS /DSA-102 / DSA-6 INTERDEPENDENCIES

Although DSA-102s, Change Orders, and DSA-6s are discussed
individually in this guide, the acceptability of each is dependent
upon the others.

If all documents have been submitted and completed correctly,
DSA-102s, Change Orders, and DSA-6s can be accepted.
Unfortunately, the correct submission and completion of
documents generally does not happen and therefore all or some
of these documents are rejected on a regular basis.

The following interdependencies must be analyzed to determine
if any DSA-102s, Change Orders, or DSA-6s must be rejected:

o DSA-102(s) should cover all contracts associated with the
scope being closed. Coverage is determined by Change
examining the scope portion of the DSA-102. Orders

e DSA s required to approve ALL Change Orders
associated with each contract. Determining the presence
and number of Change Orders is accomplished by
examining the number of Change Orders indicated on the DSA-6 forms versus the number of
Change Orders in the file.

e The DSA-6 forms should cover the entire scope being closed and the number of change
orders approved should be indicated.

CONSTRUCTION CHANGE DOCUMENTS (CCD)

For projects in construction after November 1, 2012:
After a contract for the work has been let, changes to the approved construction documents shall be
made by means of Construction Change Documents (CCD) (see IR A-6).

It is the responsibility of the design professional in general responsible charge to determine if changes
affect the Structural, Access or Fire & Life Safety portions of the project.

The design professional in responsible charge shall prepare the CCD and is responsible for code and
process compliance.

The CCD process replaces the need to submit change orders. Thus for projects subject to the CCD
process, change orders are not required to be submitted to DSA.

Changes to the construction cost are reported to DSA using form DSA-168 at the conclusion of the
project.

Changes to or affecting the Structural, Access or Fire-Life Safety Portions of the Project:
e These changes shall be classified as CCD Category A.

e CCD Category A are required to be submitted to and approved by the DSA prior to
commencement of the affected work.

e CCD Category A must be submitted to the DSA using the CCD Category A form, DSA-140.
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Changes not affecting the Structural Safety, Access Compliance or Fire & Life Safety portions:

e These changes shall be classified as CCD Category B.

e CCD Category B are not required to be submitted to the DSA unless specifically required,
in writing, by DSA.

e |f DSA requires any CCD Category B to be submitted then they shall be submitted to the
DSA using the Category B form, DSA-141.

o If DSA requires a CCD Category B to be submitted then the DSA will review for
concurrence that it does not contain changes to, or affect the Structural, Access or Fire &
Life safety portions of the project. If necessary, and at its sole discretion, the DSA will re-
assign the CCD to Category A.

DEFERRED APPROVALS

A Deferred Approval represents a portion of the construction that cannot be fully detailed on the
originally approved drawings because of variations in product design and manufacture. Approval of
plans for such a portion may be deferred until the material suppliers are selected. All Deferred
Approvals identified during the plan approval phase are required to be submitted and approved by the
DSA. The statutes and regulations governing school construction require that all Deferred Approvals
be approved by the DSA prior to the construction of the deferred portion. Unfortunately, there are
many instances where these regulations were not followed and there exist Deferred Approvals that
have no DSA approval, yet the construction has been completed. The following information is
provided about Deferred Approval review and approval.

Upon receipt and review, the DSA produces a Transmittal Memo. Therefore, each Deferred
Approval should be accompanied by a DSA Transmittal Memo indicating the review status and
other information.

Required Deferred Approvals are shown on the DSA approved plans and original DSA approval
letter.

See DSA IR A-19 for a full discussion about required design professional signatures on Deferred
Approvals.

If the Deferred Approval is not DSA approved then two sets of the deferred construction
documents (drawings and supporting data such as calculations, manufacturer data, etc.) must be
submitted to the DSA for review and approval (include the DSA check set if the Deferred Approval
had been previously submitted and checked but never approved).

All Deferred Approvals must be resolved prior to project certification.

Types of Deferred Approvals must be consistent with those shown on the DSA approved project
plans. If changes to the plans have caused Deferred Approvals to be added or deleted then those
plan changes must be approved by the DSA.
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Deferred Approval Transmittal Memo Example

The DSA is specifically looking at the circled information for completeness and accuracy.

STATE OF CALIFORNIA
Department of General Services
Division of the State Architect

Addendum, Change Order, Drawing,
Deferred Approval Worksheet and
Transmittal Memo

File No:

34-

53 02-108792

Application No. :

\’

WASHINGTON ELEMENTARY\

Change imber: Addendum Number : Deferred Approval :

N

Elevator Guide Rails

—

1 OF ITEM B

D Faxed

A Master :
List of B. Copies:
Material
Received : C.  Tracing (s) each :|of Sheet (s) Number (s) :

D. Prints (s) each :|of Sheet (s) Number (s) :

E.

F.
List of
Material B
Approved :

To: Architect [[]Structural Engineer

SENT -

List of To: From: &. Freeman
Material : Co: Pgs:
Sent Fax Phone : 916-445-0737
D Handed Ttems :

Remaining [] Additional information required [ ] Corrections Required
Requirements :
If corrections are required; please return the following items :

@NONE 1) THIS TRANSMITTAL SHEET
2)  The Complete, intact, marked-up review set.
3)  One copy and one original of the corrected submittal
4)  Calculations, drawings and any other requested information
5)  Drawings bearing preliminary approval stamps so as to avoid
re-review when possible
Remarks :

[] Change Order Required

[] other:

Notes For D Please make a file copy of :
Clerical Use
Only : D Extend Plans and Specifications Approval to cover :

[:l Revised Plans and Specifications :

Type of Approval :

/ Additional: P pecifications Scope Increase :

§85: FLS: Not Required
GERALD FREEMAN

Checked by :

ACS: E Not Required

Gerald Freeman

8/1/2006

Form No. 585 143.1
REV 5%
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ADDENDA

Prior to the award of a construction contract, changes to the DSA approved construction documents
may be implemented by means of Addenda. All Addenda that change the DSA approved plans
and/or specifications are required to be submitted and approved by the DSA. The statutes and
regulations governing school construction required that changes to approved construction documents
be approved by the DSA prior to the construction of those changes. Unfortunately, there are many
instances where these regulations were not followed and there exist addenda that have no DSA
approval, yet the construction has been completed. The following information is provided about
Addenda review and approval.

e Upon receipt and review, the DSA produces a Transmittal Memo. Therefore, each Addendum
should be accompanied by a DSA Transmittal Memo indicating the review status and other
information.

e If the Addendum is not DSA approved then two sets of the Addendum (Drawings and supporting
data such as calculations, manufacturer data, etc.) must be submitted to the DSA for review and
approval (include the DSA check set if the Addendum had been previously submitted and
checked but never approved).

¢ All Addenda must be prepared, written, and signed, by the architect (or engineer) in general
responsible charge of the project.

e Significant Addenda (revisions) to the drawings may result in a DSA request for additional fees
and/or for the submittal of a new separate application.

e All Addenda must be approved by the DSA prior to project certification.
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Addendum Transmittal Memo - Example
The DSA is specifically looking at the circled information for completeness and accuracy.

STATECOFCALIFDRHIA
Dwpartmen to fGensral Serdosc
Ddeon of Hie Shts Archleot

Addendum, Change Order, Drawing,
Defemed Approval Workshest and
Transmittal Memo

S

HleHNo: F4-F37 A;-pliaiilmC. 108 E
Project
ASHINGTON ELEMENTARY
Change OrdeT frmkaee T4 andius Muwedeer— Diatarrad App rewsl Ochar

l:‘r wond

1OF B

|4 Llastar —
Lt of [E. Copi=
TMatedal 2
Recaived : . Tracngish each: [o Bhessiz) Furabar iz
1n} Prints 53 mach : o Shesc i) Furaberizi
L
i
List of
Mt exial B
Apgroved :
ITs | Architert |_|Strucherd Enginear
List of To: Ean: &, Freeman
Materal : Co: i ¥-
xm Fax: Fhene : 916-445-0737
DE\HJ{-& Teerne

El monT

[ Addiond iformation repired [ | Comeotims Reguired

If cormction: srarsquirsd; phace rmum che follown g iesas

1y THIS TRANSEMITTAL SHEET

[C Change Order Reyprired

21 The Complos, nuva, marked-up reviewsec
3% Onecoprand en=erigingl of the co rrecesd subm ke | BV, OF Tliﬂl'-"glll'i-’_‘i\r:ﬁf o
i . - - EETA RCHITECT
-3: Caleu beion:, d mowngz and any ot er requesesd i fomn acion SACRAMENTO REGIONAL OFEIGE
2y Drewng: besnng pralm maryspproval seamps se oz te awid - A
re-raview when pessib b AL EiL& gé 2
Eanarks
APF. & DATE
ez For I:l Plansemakas filecopy of D Othar
Clerio | Tse
On by |_| Extenid Plans and Specifications App mvalte cover
D Esvial Pl dpecifications
gefidcinal: Phlnsand dpec pion: & op e Incresse Trpe of App mw |
L |:| B Faquired AT FaeFaquined
Checkel by GERALD FREEM AN ™ Sy
App el by \ EF / TH sy
mee |\ 8102006/ 841042006 B/ 1272006
. ~
C———
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REVISIONS

Prior to (or in some cases after) the award of a construction contract, changes to the DSA approved
construction documents may be implemented by means of Revisions. All Revisions that change the
DSA approved plans and/or specifications are required to be submitted to and approved by the DSA.
The statutes and regulations governing school construction required that changes to approved
construction documents be approved by the DSA prior to the construction of those changes.
Unfortunately, there are many instances where these regulations were not followed and there exist
Revisions that have no DSA approval, yet the construction has been completed. The following
information is provided about Revision review and approval.

e Upon receipt and review, the DSA produces a Transmittal Memo. Therefore, each Revision
should be accompanied by a DSA Transmittal Memo indicating the review status and other
information.

e If the Revision is not DSA approved then two sets of the Revision (drawings and supporting
data such as calculations, manufacturer data, etc.) must be submitted to the DSA for review
and approval (include the DSA check set if the Revision had been previously submitted and
checked but never approved).

¢ All Revisions must be prepared, written, and signed, by the architect (or engineer) in general
responsible charge of the project.

¢ Significant revisions to the drawings may result in a DSA request for additional fees and/or for
the submittal of a new separate application.

e All revisions must be approved by the DSA prior to project certification.
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Revision Transmittal Memo - Example

The DSA is specifically looking at the circled information for completeness and accuracy.

TATEQFCALIFORHIA
Cepartmsn to fEsnsral Serdos o
Oidelon of the Shte Srchleot

Addendum, Change Order, Drawing,
Deferred Approval Worksheet and
Transmittal Memo

BleNo: J34-57 Applcation Yo
Project —————
WASHINGTON ELEMENTARY
Change Order fumb e endum [Tumnb e Deferral App rowal Other
( REWVISION #1 \
[4 Elascer —— ——
Last of [E. Copis
Tl erial
Recaved : . Trachg (s sach : o 2 e i) Faraber ()
in] Prines 57 aach : |of @ hese =3 Furaber (23
iy
i
Lt of
Tl erial E
Approvel :
To: ] Amchitect []5truchurd Engineer
st of To: Ban: &. Freeman
Materdd : Co: | £
Fax: Fhome : H16-345-00 3/

Dx.nm Totree

10OF ITEM B

[7] Adiitiona informnabion required [ | Comections Reyuired

F- fif TR >

If co rescrion: arsraquirsd; p lease reu moche fo llown g isn:

1) THIS TRANSMWITTAL 5H T

I The Complees, mtaa, marksd-up review sec

3% Onecepyand eneoriginal of the oo rrecosd subm ke |

4% Cakuboens, d mwngs and any ether mquestal nfonnacien
b Drawngs bearing prelm nary approval stamps so as te avo il

APPROVED
DIV OF THE STATE ARCHIT
SACRAMENTD REGIONAL O

ra-raview whan pessib b

Fanark:

[E] ocher: Rema wd Skylight LA, Tam appllcation

[ora: For I:I Plaacamakes filecapr of
Clerion | e
On by D Faran and §pacifizations App mvalte cover

Fevical Phns and & pacif i
/ I:I Addewnal: Phns and 8 pecificat

s hop e Increase Trpeof App e |
FEE TLi: [ ] S Bequined At HeeFaquind
Chycead by GERALD FREEMAR TH 5 TASEA
App ’){d by @erald Freeman / TH 5 WASSA
e 11607 / 1715707 1/16/07

~_
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FEES

Education Code, Sections 17300 and 81133, and California Code of Regulations (CCR), Title 24 Part
1 (the California Administrative Code), Sections 4-320 through 4-326 define project fees. At the
conclusion of construction, fees may be due to the DSA. In these instances, invoices are generated
by the DSA and fees are paid by the District. There are three (3) types of invoices generated by the
DSA.

o Original Project Application Fees (70/30 split)
e Additional Fees
e Further Fees

Original Project Application Fees (70/30 split)

Although a rare occurrence, Education Code Section 17300(b) allows school districts the option to
pay the original project application fees in two installments. The installments are 70% of the
Structural Safety Review (including FLS) fees at time of project submittal and the remaining 30%
within 5 days of acceptance of the project construction bid. (70/30) The 70/30 Split invoices are
generated for the remaining 30% fees, at the time any contractors have been awarded a contract.

The status of the payment of this fee is examined at project close out and the fee must be paid prior to
project certification.

Notes: 1. This split invoice arrangement only applies to SSR fees — ACS fees must be paid
in full at the time of application.

2. When the original DSA Application (DSA-1) is received, the DSA cashier invoices
the school district for the outstanding 30% and notifies them that payment is due
once any contractors have been awarded a contract. DSA then tags the file “30%
outstanding” and/or there is a letter requesting payment of “Field Review Fees” in
the file. (DSA will again invoice the 30% upon receipt of form DSA-102 if payment
has not yet been received.)

Additional Fees

CCR, Title 24, Part I, Section 4-317(f) allows the DSA to invoice for additional fees when the original
contract amount of a project exceeds the estimated cost of a project by more than 30%.

The DSA-1 submitted at the beginning of a project contains an estimated cost statement. The
architect or engineer in responsible charge of the project is required to submit a DSA-102 Contract
Information form to the DSA as soon as a contract has been let. Unfortunately, this is not always
done. Additional Fees invoices are created when the contract amounts indicated on the DSA-102s are
30% or more than the estimated cost indicated on the DSA-1.

e For example, the estimated cost of a DSA Application Number is $1,000,000.00 ($1M) and the
DSA-102 form shows $2,000,000.00 ($2M) as the original contract amount. Because the
original contract amount exceeds the estimated cost by more than 30% an Additional Fee
invoice must be generated.

e The status of the payment of this fee is examined at project closeout and the fee must be paid
prior to project certification.

Notes: 1. An Additional Fee invoice can also be triggered by multiple DSA-102 forms for
multiple contracts because the cumulative amount would apply.

2. Additional Fee invoices do not include further fees due to Change Orders (see
Further Fees, below).
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Further Fees

CCR, Title 24, Part I, Sections 4-320 and 324(b) allows the DSA to invoice for further fees when the
actual cost of the project exceeds the estimated cost by 5 percent. The Further Fee for such projects
shall be based on the difference between the estimated cost (including any adjustments for additional

fees) and the actual cost.
e For example, the estimated cost is $1,000,000.00 ($1M) and the actual cost (the sum of the
DSA-102 and Change Orders amounts) is $1,999,998.00.
o Multiply the estimated cost by 1.05:
1,000,000 * 1.05 = 1,050,000
o] The actual cost ($1,999,998.00) is higher than the above calculated amount; therefore
an invoice for Further Fees must be generated.
o Further Fees can be triggered by Change Orders, which increase the actual cost of the
project.
e The status of the payment of this fee is examined at project closeout and the fee must be paid
prior to project certification.

Fees for Prorated DSA Application Numbers

The above fee information is focused on typical invoices for projects. However, although uncommon,
it is possible for a single construction project to have multiple DSA application numbers, each with its
own contracts and Change Orders. A single project with multiple DSA application numbers is
commonly referred to as having “prorated DSA application numbers.”

In projects with multiple DSA application numbers, each application number must be evaluated
separately from the others in order to accurately calculate fees. DSA is not responsible for prorating
contract amounts. A complete proration (breakout) must be submitted by the architect and reported on

DSA-102s and Change Orders.
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Unpaid Invoice - Example

ain of Caflomiy «  Dapaimant O Faraml Ssrvicas « dmoid Scheazerngpen, Gowero
s DIVISION OF THE STATE ARCHITECT
Reginna CHez « 1102 DETAEET, SUITE 25740 i ERCHAMENTS CA et a

INVOICE

{Plan‘'Fiald Reviaw}

V) A58

I Invoice #: 02 2370
Brint D LA
FASLIES UNIFIED SCHOOL DISTRICT
900 NEWMASE AVENLE
FARLIER CA D3G648
Attn: Accounts Payable
Application ¥ 02101688 Flle I 10-105
Projact: CHAYEZ ELEMENTARY SCHODL NS TRICT (PARLIZR UNIFIED 500
Heope: ALTS TO FOUR CLSAM. BLDGSE AND ADRMIN. BLDG, -
Ellling Datalls:
Projesl Sentrected Cosl: FEGD,O00.00
Change Orders Cost: + FB4.820.00
Final Project Cost: 5943 B20.00
Estirmalad Prosest Cost - FF2L600.00  -ee- = Cost Augmenlation: 521 E,320.00
Acoess Compliance S0.00 B102.50 8482 50.00 B0.00 j2p.32
Struchiral Safety (51,000 593450 3503.74 5000 000 31,574
Miscellaneous 5000 Tota! dmount [ue - F7,745.56
Raturm this porticn with payment, - Ona cneck ot invaice, piaese
zr ' Fay This Amount : 51.745.56
P&ALIER UMIFIED SCHOOL DEETRICT . By 09107/2005
Appllicationd: G2-101688 :
i i
File 10#: 10105 Amount Enclosed: Hi_ NN D | ]|:| |
Invoiced: 2270

Make chack payabia b

DIVISION OF THE STATE ARCHTECT
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CHAPTER 3
RE-EXAMINATION OF CLOSED FILES (RE-OPENING)

GENERAL INFORMATION, REQUIREMENTS AND PROCESS

Once the DSA has closed a project file, it is sent to the State Archives. If the project has been closed
“not certified” then that status remains unaltered until such time that the project is certified by the DSA.
A project that is closed “not certified” may be re-opened for examination and certification at any time.
The following steps are involved in order to have a file “re-opened.”

Send a single, complete, comprehensive package to the DSA that includes the following:

o Aletter, with the project name and DSA application number, requesting that the project files be
re-examined for certification.

e A copy of the “Closed Without Certification” letter issued by the DSA.

e All items, documents and issues listed on the DSA “Closed Without Certification” letter as
missing, outstanding or otherwise not resolved.

¢ Re-opening fee as necessary based on the following:
a) No fee required for a one-time project re-opening request that is received within 9 months
from the date the DSA 90-day letter expires.
b) After 9 months from the expiration of the DSA 90-day letter (or any 2" or subsequent re-
opening request) the re-opening fee is based on the project construction cost as follows:

Projects less than $5 million: $500 re-opening fee
Projects between $5 million and $50 million: ~ $750 re-opening fee
Projects greater than $50 million: $1000 re-opening fee

Partial or otherwise incomplete submittals will be accepted. The DSA will re-examine the
submittal and issue an updated “Closed Without Certification” letter or form DSA-311 to show the
remaining outstanding documents/issues.

The submitting party (usually Architect or the School/Community College District) then has 90
days from the date on the updated “Closed Without Certification” letter (or DSA-311) to completely
resolve and obtain DSA approval of the remaining outstanding documents/issues.

If more than 90 days pass without resolution or DSA approval, the project will again be closed
without certification and all the documents returned to the State Archives. The DSA will issue
another “Closed Without Certification” letter to show the remaining outstanding documents/issues.
To again re-open the project will require the above process to be followed including paying again
the noted re-opening fee.

¢ All Change Orders, Addenda, Revisions and Deferred Approvals should be fully approved or
otherwise resolved prior to submittal of a re-opening package. Note, merely submitting to the
DSA does not constitute approval. All construction documents must be fully approved or
otherwise resolved prior to re-opening.

¢ Re-opening packages that require approved Change Orders, Addenda, Revisions and
Deferred Approvals should include the DSA-143 Transmittal Memo indicating DSA approval.
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o Required documents sent to the DSA without a cover/transmittal letter and without the re-
opening fee will be discarded or returned without any review or DSA tracker updating. After
the 90 day letter expiration date, the project files are sent to the State Archives and therefore,
since the file is no longer in the regional office, individual additional closing documents cannot
be filed.

¢ Change Orders, Addenda, Revisions, Deferred Approvals and Construction Change
Documents (CCD, FCD, PCO) can be submitted after the 90 day letter expiration date. These
items may be sent in individually for approval. This type of construction document submittal for
approval does not constitute a re-opening.

e When required documents cannot be acquired, approval from the DSA for the omission of
required closing documents or alternate documents must be resolved and secured in writing
prior to the submittal of the re-opening package by means of completing the form DSA-311:
Request for Examination for Certification Using Education Code 17315(b)/81147(b).

¢ When are-opening package is submitted, complete with the re-opening fee, the project will be
assigned to a Project Closing Specialist and the appropriate District Engineer. The file will be
re-examined (it may need to be ordered from State Archives) and, if all documentation is
correct, the project will receive certification of compliance.

e Projects are re-opened in the order the complete package is received at the DSA for all school
districts. The only exception to this rule is if a delay in re-examination process will delay or
stop DSA approval of a currently submitted project.

e See DSA Policy PL 09-04: 90-Day Letter and Reopening of Files for Project Certification).
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CHAPTER 4
STRATEGIES FOR PROJECT CERTIFICATION

GENERAL DISCUSSION

Project certification is most readily obtained immediately following substantial completion of the
construction. The more time that passes, the more complicated, complex and problematic
certification becomes. As time passes, people involved in the process change employment, retire, die
or just disappear. Documents become lost, discarded, misfiled or otherwise unobtainable.

Project certification is about document control. Project testing and inspection along with the resulting
documentation as well as other required documentation must be established prior to construction and
collected during construction. Documents must be gathered and signed by responsible parties before
those persons are no longer able to be found. As a backup, copies of documents must be kept by
responsible parties (at least until project certification). Documents must be submitted to the DSA,
appropriately reviewed/approved, their existence and status accurately recorded, and then correctly
filed. Any breakdown in document control leads to uncertified projects.

Project certification for projects that have been previously closed without certification can be an
arduous task. It takes good old fashion hard work. A person must be willing to dig through old
records, boxes of files, make many phone calls, track down people, write letters, attend meetings,
discover and resolve issues and in some cases cause additional testing, inspections and maybe even
construction.

This section provides strategies for resolutions to problems encountered during the certification of
projects previously closed not certified. Not all problems and resulting strategies are able to be
identified and not all those identified are applicable to each project. All projects are unique and
unique issues and strategies are expected to be encountered.

BEST PRACTICES

Some projects are very straight forward and easy to certify. While some effort may be required to
collect all the documentation, once collected and submitted the certification process proceeds rapidly
and smoothly. These projects usually have the following in common:

e Archived (DSA or District archives) plans and documents are available for review.

e The project has DSA approved plans and specifications (DSA approval of plans letter has
been issued).

¢ All construction has been completed in compliance with the approved construction documents.

e All Revisions, Addenda, Deferred Approvals, and Change Orders have been approved by the
DSA.

o Project Inspector and design professionals have signed final verified reports (DSA-6).
¢ All required tests and inspections have been completed with the necessary reports available.
e All DSA Field Trip Note issues, if any, are resolved.

e All fees owed DSA are paid.
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SCHOOL DISTRICT PARTICIPATION
For projects that have been closed without certification and are to be re-examined for certification, the
school district should be prepared to do the following:

e Hire persons experienced in DSA project closeout (employees and/or consultants).
e Work as a team with the DSA to resolve issues.

¢ Provide approved plans (and other documents) if the DSA archive record set and/or archive
files are not available.

e Complete construction and/or otherwise resolve construction deficiencies/scope.

e Hire new project and/or special inspector as necessary.

e Hire design professionals as necessary to resolve issues.

e Hire a DSA approved Laboratory to perform tests (destructive and/or non-destructive).
e Pay additional fees due the DSA.

DETERMINING PROJECT CERTIFICATION STATUS

The certification status of projects in each individual school district should be determined such that
each district develops a list of their projects that are not DSA certified. A project’s certification status
is most easily determined from the DSA website (see Appendix C).

If the information is not obtainable from the website, then contact the DSA Regional Office and
request a Tracker list of uncertified projects be generated for that specific school district.

OBTAINING PROJECT DOCUMENTS AND INFORMATION

After determining that a project is not DSA certified, the reasons for the lack of certification need to be
determined, information gathered and certain documents must be obtained. Information and
documents are usually obtained from a variety of sources. These sources include:

e The DSA

e The School District

e Design Professionals

e Inspectors

e Testing Laboratories

¢ Construction Managers
e Contractors

Obtaining Documents from the DSA
The DSA typically has information and documents that may be of value in pursuing project
certification.

o Closing Letter. For projects that are uncertified, the DSA closing letter lists those documents
that are missing and/or issues that are not resolved. The closing letter may be requested from
the DSA.

e Project plans and specifications may be obtained by making a request to retrieve them from
the DSA archives. The plans and specifications can be viewed at the regional office locations.
They cannot leave the custody of the DSA except by a licensed, bonded reprographic
company for copying.

e DSA project files may be obtained by making a request to retrieve them from the DSA
archives. The project files can be viewed at the regional office locations. They cannot leave
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the custody of the DSA except by a licensed, bonded reprographic company for copying. The
project files are split into “Red Files” and “Black Files.” See Appendix E for more discussion
about DSA project files and the organization of the documents in the files.

e History Cards. For projects where the certification (or lack thereof) is not clear, especially for
projects prior to the year 1998, the DSA keeps project history cards and/or closing letter
binders. For single project requests, the DSA may search these cards and binders and send
the information via fax or e-mail. For multiple projects or district wide projects, the DSA may
require the search be made by the requesting party and make the cards and binders available
(at the regional office locations).

o Documents Required List. For newer projects there may exist an electronic Documents
Required List. This list specifies the documents required in order for a specific project to be
certified. This Documents Required List is found on our website (See Appendix C).

e DSA Electronic Document Storage System (ADM). Some project documents have been
scanned and uploaded into the DSA ADM. Since the ADM is part of the DSA computer
network, only DSA employees have access into the ADM. For documents that are known to
be previously submitted to DSA but are “missing” a search of the ADM may be requested.

Obtaining Documents from Others

Missing documents and/or alternate documents are frequently found in the files of other parties
involved in the design, construction, testing and inspection. Search of the files of the district, design
professionals, inspectors, testing laboratories, construction managers and contractors should be
made in an effort to locate documents.
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CHAPTER 5
ALTERNATE PROCESSES AND DOCUMENTATION
Ed Code Section 17315(b)/81147(b)

I. Overview, Intent, Use and Limitations:

This chapter is intended to be used for projects closed without certification because final verified
reports required by Education Code, Section 17309/81141 have not been submitted, other required
documents have not been submitted, or fees owed to the DSA have not been paid.

The applicability of the alternate processes and documentation discussed in this chapter require
expert knowledge of structural engineering, Fire & Life Safety, and Access Compliance practices and
requirements; expert knowledge of California school construction; expert knowledge of Title 24 codes;
expert knowledge of DSA processes, policies, and procedures; and specific knowledge of each
individual project gained by a thorough detailed review of all available project documents.

The use of this chapter of the guide is limited to the following conditions:
e Projects must have been closed without certification.
e The specific project records must be individually examined by DSA staff.

¢ The applicability of each item listed in this guide must be documented to the file and finally
approved by a DSA Structural Engineer or Architect.

e The school/community college district must make a written request to DSA to examine the
project, for certification, using Education Code, Section 17315(b)/81147(b). Form DSA-311 is
used for this purpose.

e The school/community college district must provide written reasonable justification that indicates
why the final verified reports required by Education Code, Section 17309/81141 have not been
submitted. Form DSA-311 is used for this purpose.

Il. Alternate Processes

This chapter describes five alternate process types (A, B, C, D and E). Alternate Processes A and B
may be used for any project type. Alternate Process C is limited to one story relocatable buildings.
Alternate Process D is for projects with complexities that may not be resolved using this guide.
Alternate Process E describes the process for certifying projects using a Post Construction Evaluation
Program developed by qualified licensed design professionals.

Below is an in-depth discussion of each alternate process type. Appendix A contains information
about the DSA authority and justification for alternate certification processes.

A. - Alternate Process Type A:
The Verified report from the Project Inspector is typically considered by the DSA to be the single
most important document in the file when certifying projects. Thus, for projects where required
reports have not been submitted to the DSA due incapacitating illness, death, or default of any
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person required to file such reports, DSA has determined a verified report from the Project
Inspector may be reasonable and sufficient evidence that the project was constructed in essential
compliance with the approved construction documents.

Alternate Process Type A is to be used to determine if these types of projects can otherwise be
certified as allowed by Education Code, Section 17315(b)/81147(b). If the following criteria are
met then, unless there is compelling evidence to the contrary, it is allowable and reasonable to
certify the project. The certification will be DSA Type 2 “Certification of Compliance without
Receipt of All Documents” (see page 3).

Criteria:

1. File contains a verified report (form DSA-6, or equivalent) from the Project Inspector. The
verified report must show the project is at least 95% complete and contains no identified
unresolved Structural, Access, or Fire & Life Safety issues. (Use Alternate Process Type B if
missing.)

2. Addenda, Revisions and construction change documents (Change Orders, PCO, FCD) are
DSA approved or otherwise resolved. (See Part Ill, Section 1 for possible resolutions.)

3. Ciritical Deferred Approval systems must have DSA approval. (See Section 2 for discussion of
which Deferred Approval systems have been determined to be critical and thus must be
resolved and those that have been determined to be not critical and thus do not require
resolution).

4. Verification, by review of the available records, that there is no compelling evidence indicating
the following:

e The Project Inspector did not provide adequate inspections. (Use Alternate Process Type
B if evidence is found.)

e Special inspectors did not provide adequate inspections. (Use Alternate Process Type B if
evidence is found. See also Part Ill, Section 9 for possible resolutions.)

o Necessary testing was not performed. (Use Alternate Process Type B if evidence is found.
See also Section 9 for possible resolutions.)

¢ Incomplete construction scope that was required for the project to be compliant with
applicable codes governing Structural, Access, or Fire & Life Safety. (See Section 5 for
resolution if evidence is found.)

e Unresolved Structural, Access, or Fire & Life Safety issues recorded in DSA Field Trip
Notes or recorded in other documentation. (Use Alternate Process Type B if evidence is
found. See also sections 6 and 9 for possible resolutions.)

¢ Unresolved defective materials associated with Structural, Access, or Fire & Life Safety
portions of the project. (Use Alternate Process Type B if evidence is found. See also
Sections 6 and 9 for possible resolutions.)

5. The District must submit a completed form DSA-311. The DSA-311 must include a list of all
the documents missing from the DSA files (as listed on the project “Closed Without
Certification” letter or discovered by review of the file). Part Ill, Section 3 provides a
comprehensive list of documents that, if required but missing, must be listed on the DSA 311.
Section 4 provides a list of documents that are not required to be included in the DSA-311.
DSA-311: Request for Examination for Certification Using Education Code 17315(b) /
81147(b) is available on the DSA website at http://www.dgs.ca.gov/dsa/Forms.aspx.

6. The District must pay re-opening fees to the DSA in compliance with Chapter 2 and DSA
Policy PL 09-04: 90-Day Letter and Reopening of Files for Project Certification, which is
available on the DSA website at http://www.dgs.ca.gov/dsa/Resources/pubs.aspx.
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7.

8.

The District must pay any further or additional fees if owed. If the fees owed are known to DSA
closing staff then an invoice can be generated. If fees owed to the DSA are not known then
the DSA closing staff will require the District to complete the form DSA-168: Statement of
Actual Final Project Cost and staff will use that information to generate an invoice. DSA-168:
Statement of Final Actual Project Cost is available on the DSA website at
http://www.dgs.ca.gov/dsa/Forms.aspx.

Form DSA-102 must be in the file or the District can submit form DSA-168 as an alternate.

B. - Alternate Process Type B:

Alternate Process Type B is intended to be used when a verified report from the Project Inspector,
as described above in Alternate Process A, has not been submitted to the DSA due to
incapacitating illness, death, or default of the Project Inspector. Alternate Process Type B is to be
used to determine if these types of projects can otherwise be certified, as allowed by Education
Code, Section 17315(b)/81147(b). If the following criteria are met then, unless there is compelling
evidence to the contrary, it is allowable and reasonable to certify the project. The certification will
be DSA Type 2 “Certification of Compliance without Receipt of All Documents” (see page 3).

Criteria:

1.

The issue of the missing (or less than 95%) verified report (form DSA-6, or equivalent) from
the Project Inspector must be resolved. (See Section 7 in Part Il below for possible
resolutions.)

The issue of the missing verified reports from all others required to file verified reports must be
resolved. (See Section 7 for possible resolutions.)

The issue of other required but missing documents and reports must be resolved. (See
Section 8 for possible resolutions.)

Addenda, revisions and construction changes (Change orders, PCO, FCD) must be DSA
approved or otherwise resolved. (See Section 1 for possible resolutions.)

Critical Deferred Approval systems must have DSA approval. (See Section 2 for discussion of
which Deferred Approval systems have been determined to be critical and thus must be
resolved and those that have been determined to be not critical and thus do not require
resolution.)

Any incomplete construction scope that was required for the project to be compliant with
applicable codes governing Structural, Access, or Fire & Life Safety must be resolved. (See
Section 5 for resolution if evidence is found.)

Verification, by review of the available records, that there is no compelling evidence indicating

the following:

e Special inspectors did not provide adequate inspections. (See Sections 7 and 9 for
possible resolutions.)

e Necessary testing was not performed. (See Section 9 for possible resolutions.)

If there are Structural, Access, or Fire & Life Safety issues recorded in DSA Field Trip Notes or
recorded in other documentation, they must be resolved. (See Sections 6 and 9 for possible
resolutions.)
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9. If there are identified defective materials associated with the Structural, Access, or Fire & Life
Safety portions of the project, they must be resolved. (See Sections 6 and 9 for possible
resolutions.)

10. The District must submit a completed form DSA-311. The DSA-311 must include a list of all
the documents missing from the DSA files (as listed on the project “Closed Without
Certification” letter or discovered by review of the file) for which alternate methods are used to
resolve. In addition to listing the Verified Report from the Project Inspector as missing, Part I,
Section 3, below, provides a comprehensive list of documents that, if required but missing,
must be listed on the DSA-311. Section 4 provides a list of documents that are not required to
be included in the DSA-311. DSA-311: Request for Examination for Certification Using
Education Code 17315(b) / 81147(b) is available on the DSA website at
http://www.dgs.ca.gov/dsa/Forms.aspx.

11. The District must pay re-opening fees to the DSA in compliance with Chapter 2 and DSA
policy PL 09-04: 90-Day Letter and Reopening of Files for Project Certification, which is
available on the DSA website at http://www.dgs.ca.gov/dsa/Resources/pubs.aspx.

12. The District must pay any further or additional fees if owed. If the fees owed are known to DSA
closing staff, then an invoice can be generated. If fees owed to the DSA are not known, then
the DSA closing staff will require the district to complete the form DSA-168 and staff will use
that information to generate an invoice. DSA-168: Statement of Final Actual Project Cost is on
the DSA website at http://www.dgs.ca.gov/dsa/Forms.aspx.

13. Form DSA-102 must be in the file or the District can submit form DSA-168 as an alternate.

C. - Alternate Process Type C: (Relocatable Buildings)

Alternate Process Type C is applicable to one story relocatable buildings of not more than 2,160
square feet and constructed in a manufacturer’s plant. This Alternate Process is for the
construction of the building superstructure only and is not applicable to the construction to place
the building on a site. For the construction placing the building at the site, Alternate Processes
Type A, B or D should be used. (See Part I, Section 11 for in-depth discussion of relocatable
buildings.)

Alternate Process Type C (building superstructure only) is the same as alternate process Type A
or B with the following clarification:

e For the superstructure construction, the Project Inspector is considered to be either the in-
plant inspector or the welding inspector. A verified report by either will be considered as a
verified report from the “Project Inspector.”

D. - Alternate Process Type D:

Alternate Process Type D is for projects not likely to be certified using Process Types A, B or C
and special consideration is required for resolution that is beyond the intent of this guide. These
types of projects could include projects constructed without DSA approval. Sections 1 through 11
of Part I, below, can provide options and concepts for resolutions.

E. - Alternate Process Type E: (A/E Certification Program)

The A/E Certification Program is intended to be used for those projects that are missing the
project inspector’s verified report or cannot be certified by other means.
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Education Code, Section 17315(b)/81147(b) allows for alternate means and methods to otherwise
certify a project without receipt of all the required documents. When a school building, constructed
in accordance with approved plans and specifications, is completed but final verified reports have
not been submitted due to incapacitating illness, death, or the default of any persons required to
file such reports, then the school district can make a written request to DSA to review all the
project records and make such examinations as it deems necessary. DSA may request the school
district to cause any other tests and/or inspections which DSA deems necessary to complete its
examinations of the construction.

The AJ/E Certification Program
1) Criteria

11

1.2

1.3

1.4

15

1.6

A California licensed architect or structural engineer must be in responsible charge of the
certification program. This person is defined as the “Responsible Design Professional for the
A/E Certification Program.”

The program is split up into the three areas that DSA regulates: Structural Safety, Fire/Life
Safety and Accessibility. All three areas must be reported compliant to DSA in order to
certify the project. Areas determined noncompliant may be mitigated through a DSA-
approved construction project specific to the mitigation or as part of a larger DSA-approved
construction project.

The following describes the three areas that must be reported as compliant and the
corresponding design professionals that may report compliant construction:

e Structural Safety for projects with minor structural scope (DSA determines this on a
case-by-case basis): Architect or Structural Engineer

e Structural Safety for projects that the original design professional in general responsible
charge is also the responsible design professional for the A/E certification program:
Same design professional (architect or engineer)

e Structural Safety other than above: Structural Engineer
e Fire/Life Safety: Architect or Structural Engineer
e Accessibility: Architect or Structural Engineer

The Responsible Design Professional for the A/E Certification Program is required to do a
post-construction evaluation program (including testing and inspections) to the extent he or
she determines necessary in order to:

o Certify to DSA that the as-built conditions relating to structural safety, fire/life safety and
accessibility are in essential compliance with the DSA-approved plans or

e |f the approved plans were not available, certify to DSA that the as-built conditions
relating to structural safety, fire/life safety and accessibility are in essential compliance
with the California Building Codes in effect at the time the project was originally
submitted to DSA or

¢ Identify noncompliant areas and how they will be resolved/mitigated.

The proposed post-construction evaluation program must be submitted to and approved by
DSA prior to its commencement using forms DSA 312 and 313.

The post-construction evaluation program must include the following minimum tasks:

e The project plans, specifications and project file must be requested from DSA.
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e All construction-related project documents must be requested from the district.

¢ All construction-related project documents must be requested from the original design
team, inspector and laboratory to the extent those parties are known and still in business.

e All plans, specifications and documents made available must be reviewed by the
responsible design professional for the A/E certification program.

e At least one site visit for observations of existing construction and conditions must be
made by the responsible design professional for the A/E certification program.

¢ Inspections (to the extent described in the DSA-approved testing and inspection
program) must be performed by qualified personnel supervised by the responsible
design professional for the A/E certification program.

e Material and system testing (to the extent described in the DSA-approved testing and
inspection program) must be performed by qualified personnel supervised by the
responsible design professional for the A/E certification program.

e Identification of noncompliant areas and how they have been or will be
resolved/mitigated must be documented.

1.7 At the conclusion of the post-construction evaluation program, the responsible design
professionals for the A/E certification program can submit form DSA 314: A/E Certification
Program Verified Report for DSA to examine for project certification.

2) Process:

2.1 The district retains one or more responsible design professional(s) for the A/E certification
program.

2.2 The responsible design professional for the A/E certification program develops and submits
to DSA a post-construction evaluation program; submit the form DSA 312: Application for
Approval of A/E Certification Program to the DSA regional office with construction oversight
authority for the project.

2.3 Upon receipt of form DSA 312, the DSA office will:

¢ Examine its archives to determine the availability of the project plans, specifications and
files and obtain available documents for the applicants review.

o Determine the design professionals that may report compliant construction as identified
in section 1.3 above.

o Determine if there is evidence or knowledge of potential construction defects affecting
Structural Safety, Fire/Life Safety or Accessibility.

e Review the proposed post-construction evaluation program and either approve it or make
comments and return it for resubmittal.

o Complete form DSA 313: DSA Report for A/E Certification Program and send complete
form to applicant.

2.4 The responsible design professional for the A/E certification program implements the DSA-
approved post-construction evaluation program.

2.5 Upon conclusion of the post-construction evaluation program, the responsible design
professional for the A/E certification completes form DSA 314: A/E Certification Program
Verified Report and submits it to DSA. This step also requires:
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e The District must complete form DSA 311: Request for Examination for Certification
Using Education Code 17315(b)/81147(b). The DSA 311 must include a list of all the
documents missing from the DSA files (as listed on the project “Closed Without
Certification” letter or discovered by review of the file).

e The District must pay re-examination fees to DSA in compliance with DSA Policy PL 09-
04.

e The District must complete the form DSA 168: Statement of Actual Final Project Cost
and pay any further or additional fees if owed.

2.6 Upon receipt of the completed form(s) and Request for Examination, DSA staff will review for
certification. If the project can be certified, a Certification of Compliance per Education Code
17315(b)/81147(b) letter will be issued. If the project cannot be certified, a DSA 301-P:
Notification of Requirement for Certification will be issued.

Il. Options and Concepts for Resolution.

Section 1: Change Orders, Addenda, and Revisions

1.1 Change Orders

The issue of missing and/or unapproved change orders must be resolved on a case-by-case
basis. Change orders may contain construction elements that have not been approved by the
DSA and therefore the DSA has no evidence that the changed elements have been designed
compliant with the codes:

1.1.1. Change orders affecting Structural Safety, Fire & Life Safety or Access Compliance
systems or components. These types of change orders require DSA approval prior to
project certification and therefore must be completely resolved prior to certifying the
project.

1.1.2. Change orders not affecting Structural Safety, Fire & Life Safety or Access Compliance
systems or components. These types of change orders will be considered resolved
(not requiring DSA approval) for the purpose of certification. Form DSA-310 may be
submitted for this purpose.

1.1.3. Change orders that have DSA approval but DSA records and/or DSA Tracker does not
show the approval. DSA will accept a copy of the approved change order or a copy of
the DSA-143 showing the change order was approved.

1.1.4. Change orders that are shown as existing but in fact never occurred (or were
cancelled). DSA will accept a letter signed by the design professional in general
responsible charge of the project attesting that the change order never occurred (or
was cancelled).

1.2 Addenda/Revisions

The issue of missing and/or unapproved Addenda/Revisions must be resolved on a case-by-
case basis. Addenda/Revisions may contain construction elements that have not been
approved by the DSA and therefore DSA has no evidence the changed elements have been
designed compliant with the codes:

1.2.1 Addenda/Revisions to or affecting Structural Safety, Fire & Life Safety or Access
Compliance systems or components. These types of Addenda/Revisions require DSA
approval prior to project certification and therefore must be completely resolved prior to
certifying the project.
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1.2.2

1.2.3

124

Section 2:
2.1

Addenda/Revisions not affecting Structural, Safety, Fire & Life Safety or Access
Compliance systems or components. These types of addenda/revisions will be
considered resolved (not requiring DSA approval) for the purpose of certification. Form
DSA-310 may be submitted for this purpose.

Addenda/Revisions that have DSA approval but DSA records and/or DSA Tracker
does not show the approval. DSA will accept a copy of the approved
Addendum/Revision or a copy of the DSA-143 showing the Addendum/Revision was
approved.

Addenda/revisions that are shown as existing but in fact never occurred (or were
cancelled). The DSA will accept a letter signhed by the design professional in general
responsible charge of the project attesting that the addendum/revision never occurred
(or was cancelled).

Deferred Approvals

Deferred Approvals required to be approved/resolved: The following Deferred
Approvals have been determined by the DSA to be critical to the safety of the facilities
and must be approved or otherwise resolved prior to project certification:

° Fire Sprinklers
o Fire Alarms
. Fire Pumps and Water Tanks
. Store Front Systems greater than 15 ft. in height between supports
o Bleachers
. Stage Rigging
. Trusses
. Exterior Wall Systems
o Skylights
. Lunch/Shade Shelters/any other building type structure
2.2 Deferred Approvals not required to be approved/resolved: The following Deferred
Approvals have been identified by the DSA as minor in nature, operationally tested by
the virtue of time passed since installation and thus may be considered as resolved
(not required for certification) when examining projects using this alternate process
guide:
o Basketball backstops
e Storefront systems 15 ft. and less in height between supports
o Elevator guide rails
o Bookshelves 6 ft. and less in height
e Access flooring 2 ft. and less in height
e Kitchen hoods
Section 3: Missing Documents that must be listed on form DSA-311
3.1 Missing Verified Reports from any of the following must be listed on the form DSA-311.:
e Form DSA-6A/E from Architects
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Form DSA-6A/E from Structural Engineers

Form DSA-6A/E from Electrical Engineers

Form DSA-6A/E from Mechanical Engineers

Form DSA-293 (or affidavit) from Geotechnical Engineers
Form DSA-292 (or DSA 6) from Special Inspectors

Form DSA-6 from In-plant inspectors

Form DSA-291 (or affidavit) from Testing Laboratories
Form DSA-6 from Contractors

3.2 Other missing Documents that must be listed on the form DSA-311:

Weighmaster certificate

Batch Plant report

Epoxy and Expansion Anchors inspection/test report
High Strength Bolt test report

Masonry Core test reports

Masonry Block test reports

Field Bolting inspection report

Concrete Compression tests reports
In-plant Precast Concrete inspection reports
Glu-Lam Fabrication certificates

Soil Compaction report

Bleacher affidavits/certificates

Open Web Wood Trusses reports

Bleacher affidavits/certificates

Reinforcing Steel test reports

Unidentified Steel test reports

Section 4: Missing Documents not required to be listed on DSA-311

4.1 Various missing documents, forms, reports not required to be listed on form DSA-311.:

Notice of Completion
Grounding test reports
Form DSA-5

Shot Pin test report

Section 5: Incomplete Construction Scope

5.1 Incomplete scope that was required for the project to be compliant with applicable
codes governing Structural, Access, or Fire & Life Safety must be completed or
otherwise resolved in order to certify the construction. Samples of incomplete scope
could involve the following:

Accessible restrooms
Accessible features (ramps, handrails, signs, parking, doors, thresholds, etc.)
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o Fire & Life Safety features (alarms, sprinklers, devices, gates, etc.)
e Structural components (rare but does occur at times)

5.2 Completion of Scope:
There are various ways project scope can be completed:

¢ If not more than 4 years have passed from the time of the DSA original
approval of the project, then the project scope may be completed under the
original application number.

e Submit completion of the incomplete work to the DSA as a “new project” under
a new application number. The DSA will then link this new application number
with the old, uncertified application number and, when all work is complete and
all issues resolved, certify both projects together.

¢ Include completion of the incomplete work as part of a new, different project
occurring on the campus. The new DSA application will then include this old,
incomplete work as part of the required scope of the new project. DSA will then
link this new application number with the old, uncertified application number
and, when all work is complete and all issues resolved, certify both projects
together. DSA will not continue this linking beyond two projects (in this case the
district will need to complete the work as a specific project under an application
for which the scope is limited to the incomplete work).

Section 6: Construction Deficiencies

6.1 Resolving the issues of construction deficiencies could include the following:

e Submit documentation to the DSA to show that the construction is compliant
with applicable codes and/or regulations. Documents may present alternate
methods and materials (as allowed by code) and may include calculations,
drawings, research papers, professional papers, testing data, manufacturer
literature and/or other documents necessary to present and justify that the as-
built condition is appropriate.

e Re-construct the deficient/noncompliant construction under the original
application number.

e Submit correction of the deficient/noncompliant work to the DSA as a “new
project” under a new application number. The DSA will then link this new
application number with the old, uncertified application number and, when all
work is complete and all issues resolved, certify both projects together.

¢ Include correction of the deficient/noncompliant work as part of another new,
different project occurring on the campus. The new DSA application will then
include this old, incomplete work as part of the required scope of the new
project. DSA will then link this new application number with the old, uncertified
application number and, when all work is complete and all issues resolved,
certify both projects together. DSA will not continue this linking beyond two
projects.

Section 7: Missing or Incomplete Verified Reports

7.1 DSA-6 (Project Inspector)
The DSA-6 for the Project Inspector is one of the most important close-out documents.
With this document missing or incomplete (less than 95%), certification of the project
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becomes complex. Below are some possible strategies for resolution that can be
pursued.

If the Project Inspector is refusing to provide a signed DSA-6, then contact the
DSA Regional Office Supervisor for the Field Unit. DSA can order the Project
Inspector to submit the form.

Develop an A/E Certification Program (see Alternate Process Type E). The
District can hire a California licensed Architect and/or Structural Engineer to
produce and submit a report that provides reasonable evidence that appropriate
inspections have been performed and that, based on their research, document
review and professional judgment, the materials and construction were found to
be in essential compliance with the approved construction documents and
applicable building codes. With such evidence, the DSA can make the
reasonable conclusion that, if it were possible, the Project Inspector would have
signed a DSA-6 form. Acceptance of this alternative by the DSA will be
predicated on many factors including project type, construction type, material
type, other project documentation, structural significance, life/safety hazards,
professional judgment, and professional experience. The evidence and report
must include:

o Written concurrence by the DSA that this alternative is acceptable for the
subject project.

o Daily special inspection logs, semi-monthly reports or quarterly reports
showing that the Project Inspector was present at the site, performing
inspections, the inspection results and a time comparison correlation that
makes it reasonable to assume the logs and/or reports cover the entire
construction period.

0 DSA Field Trip Notes, if any.

0 A DSA-6 signed by the Architect and/or Structural Engineering preparing
the report stating that, based on their research, document review, and
professional judgment, the materials and construction were found to be in
essential compliance with the approved construction documents and
applicable building codes (Structural, Fire Life Safety and Accessibility) in
effect at the time of construction.

Develop a post construction inspection program. The program must include the
following components:

o0 The program must be developed by a California licensed Architect and/or
Structural Engineer.

0 The program must be submitted to and approved by the DSA.
0 The inspector involved in the program must be DSA approved.

0 The inspector involved in the program must file a DSA-6 at the conclusion of
the program inspections.

0 The person who developed the program must file a DSA-6A/E specifically
stating the inspection was conducted in accordance with the DSA approved
program.

7.2 DSA-6A/E (Design Professional in General Responsible Charge)
This is the person listed on the DSA-1 project application as the person responsible for
the preparation of the plans and specifications and observations of construction.
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7.3

7.4

7.5

Usually this is the project Architect, but is sometimes listed as a Structural Engineer,
Mechanical Engineer or Electrical Engineer.

e Alternate resolution to missing or incomplete form DSA 6A/E may be for the
District to hire a California licensed Architect or Structural engineer to develop
an A/E Certification program (see Alternate Process Type E). This responsible
design professional would produce and submit a report that provides
reasonable evidence that, based on their research, document review, site visits,
and professional judgment, the materials and construction were found to be in
essential compliance with the approved construction documents and applicable
building codes (Structural, Fire Life Safety and Accessibility). With such
evidence, DSA can make the reasonable conclusion that, if it were possible, the
original design professional in responsible charge would have signed a DSA-
6A/E form. The evidence and report must include:

o0 Forms DSA-291, DSA-292, DSA-293 and DSA-6 as applicable (or
alternates as discussed in this guide),

o DSA Field Trip Notes, if any,
o DSA-108,

0 A DSA-6A/E signed by the Architect or Structural Engineering preparing
the report stating that, based on their research, document review, site
visits, and professional judgment, the materials and construction were
found to be in essential compliance with the approved construction
documents and applicable building codes in effect at the time of
construction.

DSA-6A/E (Other Design Professionals)

These are the design professionals listed on the DSA-1 project application that have
been delegated the responsibility for the preparation of specific portions of the plans
and specifications and observations of construction. Usually these design professionals
are the Structural Engineer, Mechanical Engineer, Electrical Engineer (and sometimes
Architects).

¢ Alternate resolution to missing or incomplete DSA-6A/E may consist of the
following:

0 A DSA-6A/E (or alternate as described above) from the design
Professional in responsible charge. The DSA-6A/E must include a
statement (or attached letter) that states that, based on their research,
document review, site visits, and professional judgment, the materials
and construction for those portions of the project (actually list the
portion) delegated to other design professionals (actually list the design
professional) were found to be in essential compliance with the DSA
approved construction documents and applicable building codes in
effect at the time of the construction.

DSA-6 (Contractors)

If the required reports have not been submitted to DSA due incapacitating illness,
death or default of any contractor required to file such reports, then list those missing
documents on the form DSA-311 and no other action is required.

DSA-291 (Testing Laboratory)

If the DSA-291 is missing and/or there are missing tests, then a new form must be
submitted, and/or additional tests must take place, and/or alternate methods must be
presented to and approved by the DSA. The following options are available:
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The DSA will accept an affidavit (“Customized lab verified report™), signed by

the lab manager, stating that all required testing has been completed (only for
projects that construction was completed prior to January 1, 2006. Otherwise

use form DSA-291).

The DSA will accept a DSA-6 form signed by the lab manager stating that all
required testing has been completed (only for projects that construction was
completed prior to January 1, 2006. Otherwise use form DSA-291).

If the laboratory engineer is refusing to provide a signed DSA-291, then contact
the DSA Regional Office Supervisor for the Field Unit. The DSA may be able to
assist by ordering the laboratory to issue the form.

Submit evidence that all testing has been performed and that the
materials/construction was found to be in compliance with the construction
documents. With such evidence, the DSA can make the reasonable conclusion
that if it were possible, the laboratory engineer would have signed a DSA-291
form. The evidence must include:

0 Laboratory tests and their results,

o Proof that the tests submitted included all the required testing for the
project. Such proof could be a comparison between the submitted
documentation and the project approved T& | sheet or a statement from
the design professional that describes the construction, the materials
used, all code required testing and comparison of the submitted
documentation with the code required testing.

Perform in-situ tests for some or all the testing missing. After which, submit the
DSA-291 form.

Develop a testing program for the missing tests. The program must include the
following components:

0 The program must be developed by a California licensed Architect
and/or Structural Engineer.

0 The program must be presented to and approved by DSA.

0 The Testing Laboratory involved in the program must be currently on the
LEA accepted laboratory list.

0 The Laboratory Manager for the Testing Laboratory involved in the
program must file a DSA-291 at the conclusion of the testing program.

0 The person who developed the program must file a DSA-6A/E (or DSA
314 if part of an A/E certification program — see Alternate Process Type
E) specifically stating that the testing was conducted in accordance with
the DSA approved program.

Submit documentation to the DSA to show the identified tests are not
necessary in order to provide proof that the materials used and/or construction
were reasonably compliant with the applicable codes and/or regulations.
Acceptance by the DSA will be predicated on many factors including project
type, construction type, material type, other project documentation, structural
significance, life/safety hazards, professional judgment, and professional
experience. The documents presented must be prepared by a California
licensed Architect or Structural Engineer and must include written narrative.
These documents may include:
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o Evidence that the materials did not occur in the construction and
therefore the testing was not required.

0 Alternate methods (as allowed by code) which may consist of
calculations, drawings, research papers, professional papers, testing
data, manufacturer literature and/or other documents necessary to
present and justify the as-built condition is appropriate.

0 Structural calculations showing capacity versus demand stress levels
are very low (1/2 stress). This is very problematic for the DSA to accept
and is very much tied into structural significance and/or potential
structural hazards present.

If testing was performed by a laboratory that was not an LEA laboratory, then
the DSA will not accept a verified lab report from that facility. One resolution to
this issue is for the district to hire an LEA Laboratory (the “assuming”
laboratory) to review the non-approved lab records, project records, test results,
and any other documentation necessary to determine if all testing required for
the project was completed and if the testing results show the tested materials
were in compliance with the approved construction documents. The assuming
laboratory may need to perform additional tests and/or inspections to reach
such a conclusion. Upon reaching the said conclusion, the assuming laboratory
shall then submit a fully executed DSA-291 form to the DSA.

7.6 DSA-292 (Special Inspectors)
If the DSA-292 is missing and/or there are missing special inspections, then a new
form must be submitted, and/or additional inspections must take place, and/or alternate
methods must be presented to and approved by the DSA. The flowing options are
available.

The DSA will accept an affidavit (“Customized special inspection verified
report”), signed by the Special Inspector, stating that the specifically listed
required special inspection has been completed and the construction found to
be in compliance with the construction documents (only for projects that
construction was completed prior to January 1, 2006. Otherwise use form DSA-
292).

DSA will accept a DSA-6 form signed by the Special Inspector, stating that the
specifically listed required special inspection has been completed and the
construction found to be in compliance with the construction documents (only
for projects that construction was completed prior to January 1, 2006.
Otherwise use form DSA-292).

If the special inspector is refusing to provide a signed DSA-292, then contact
the DSA Regional Office Supervisor for the Field Unit. The DSA may be able to
assist by ordering the special inspector to issue the form.

Submit evidence the special inspection has been performed and the
materials/construction was found to be in compliance with the construction
documents. With such evidence, the DSA can make the reasonable conclusion
that, if it were possible, the special inspector would have signed a DSA-292
form. The evidence must include:

o Daily special inspection logs and/or reports showing the inspections, the
results, and a time comparison correlation that makes it reasonable to
assume the logs/reports cover the entire period that encompassed the
construction that required the special inspection(s).
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If the Special Inspector cannot be located and was employed (by contract or
direct employee) by an LEA laboratory, then the DSA may consider the special
inspection work to have been performed under the direct supervision of a
California Licensed Civil Engineer (the laboratory managing civil engineer) and
therefore will accept a letter (stamped and signed) from that Civil Engineer (the
laboratory managing civil engineer) that states the following:

o “l (the Civil Engineer) certify under penalty of perjury that the special
inspections (list what inspections) were performed under my direct
supervision; that | am sufficiently experienced in the technical aspects of
the subject inspections to provide professional engineering opinions on
the subject; and that | have reviewed the special inspection records and
| find that the special inspections were properly executed and the
inspected construction complies with the approved construction
documents.”

Develop an inspection program for the missing inspections. The program must
include the following components:

0 The program must be developed by a California licensed Architect
and/or Structural Engineer.

0 The program must be presented to and approved by the DSA.
0 The inspector involved in the program must be DSA approved.

0 The inspector involved in the program must file a DSA-292 at the
conclusion of the inspections program.

0 The person who developed the program must file a DSA-6A/E (or DSA
314 if part of an A/E certification program — see Alternate Process Type
E) specifically stating the inspection was conducted in accordance with
the DSA approved program.

Submit documentation to the DSA to show the identified inspections are not
necessary to provide proof that the materials used and construction were
reasonably compliant with the applicable codes and/or regulations. Acceptance
by the DSA will be predicated on many factors including project type,
construction type, material type, other project documentation, structural
significance, life/safety hazards, professional judgment, and professional
experience. The documents presented must be prepare by a California licensed
Architect or Structural Engineer and must include written narrative. These
documents may include:

o Evidence that the construction identified as requiring special inspection
did not occur and therefore the special inspection was not required.

o Alternate methods (as allowed by code) which may consist of
calculations, drawings, research papers, professional papers, testing
data, manufacturer literature, and/or other documents necessary to
present and justify that the as-built condition is appropriate.

0 Structural calculations showing capacity versus demand stress levels
are very low (1/2 stress). This is very problematic for the DSA to accept
and is very much tied into structural significance and/or potential
structural hazard present.

7.7 DSA-293 (Geotechnical Verified Report)
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Soil compaction issues for the older projects, being examined using Alternate Process

B, should have manifested over the elapsed period of time. In addition, the soil

compaction was performed under the observation of the Project Inspector. The

following provides three alternate means of resolution:

¢ A California licensed Architect ,Structural Engineer or Geotechnical Engineer

provide site investigations and review all available geotechnical documents and
test results as necessary to provide to the DSA a report of their efforts and
findings. The report must include:

0 A description of and findings of the site investigations and review of all
available geotechnical documents, and test results.

0 A statement from the Architect, Structural Engineer, or Geotechnical
Engineer that, in his/her professional opinion, the as-constructed
geotechnical conditions are appropriate for the intended use.

e Develop an inspection and testing program for the missing geotechnical tests
and inspections. The program must include the following components:

o The program must be developed by a California licensed Geotechnical
Engineer.

o] The program must be presented to and approved by the DSA.

o] The Geotechnical Engineer, laboratory and inspector involved in the
program must be DSA approved.

o] The Geotechnical Engineer involved with the program must file a DSA-
293 at the conclusion of the program.

¢ Submit documentation to the DSA to show geotechnical tests and inspections
(engineered fill) were not necessary and the earthwork constructed was
reasonably compliant with the applicable codes and/or regulations. Acceptance
by the DSA will be predicated on many factors including project type,
construction type, soil type, other project documentation, structural significance,
geotechnical hazards, professional judgment, and professional experience. The
documents presented must be prepare by a California licensed Geotechnical
Engineer and must include written narrative.

Section 8: Other Missing Documents and Reports

The follow provides guidance on the necessity of other documents or reports to be in the
DSA file in order to certify the project using process Type B.

8.1 Notice of Completion
A Notice of Completion provides no information about compliant construction. A
missing Notice of Completion is not considered by the DSA to result in a health or
safety concern. The document is not required for certification of projects when using
the alternate processes discussed in this chapter.

8.2 Grounding Test
A Project Inspector Verified Report (or resolution thereof) is considered to provide
adequate confirmation of the installation of the grounding components. Typical school
building construction does not require an independent report for grounding test.
Modular buildings and other miscellaneous structures have no unique characteristics
compared to typical school construction that would lead to a specific need to provide
the test. The report is not required for certification of projects when using the alternate
processes discussed in this chapter.
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8.3

8.4

8.5

8.6

Form DSA-5

This is a document that inspectors use to obtain approval to provide inspections for the
project. Since these projects are already complete, inspections have already taken
place and thus proof of the approval of the inspector is not at question and provides no
information about compliant construction. The document is not required for certification
of projects.

Weighmaster Certificate

Concrete delivery is considered by the DSA to be essentially compliant with
construction standards used in the State of California without being evidenced by a
Weighmaster Certificate. In addition, for structural concrete, testing for compressive
strength is conducted, thus verifying the concrete strength. If the required report has
not been submitted to the DSA due to incapacitating illness, death or default of any
person required to file such reports, then list that missing document on the form DSA-
311 and no other action is required.

Batch Plant Report

Concrete batching and delivery is considered by the DSA to be essentially compliant
with construction standards used in the State of California without being evidenced by
a Batch Plant Report. In addition, for structural concrete, testing for compressive
strength is conducted thus verifying the concrete strength. If the required report has not
been submitted to DSA due to incapacitating illness, death or default of any person
required to file such reports, then list that missing document on the form DSA-311 and
no other action is required.

Epoxy and Expansion Anchors Test Report

The issue of missing epoxy/expansion installation testing reports must be resolved.
The importance of the use dictates the necessity of obtaining the missing reports.
Below are listed those uses that, when examining projects using this Alternate
Process, may result in the need for a testing report to be submitted to the DSA prior to
project certification and those for which report submittal will not be necessary.

8.6.1 Uses that may result in the need for a report to be submitted:

For project scope other than mechanical, electrical, plumbing (MEP) and non-
structural, as shown in Sections 8.6.2.1 and 8.6.2.2, the issue of missing
epoxy/expansion anchor testing report must be resolved on a case-by-case
basis. Structural use of these anchors requires submitted reports or other
resolution.

8.6.2 Use that may result in the DSA not requiring a report to be submitted:
8.6.2.1 For project scope of MEP.

It has been determined by the DSA that epoxy and expansion anchors are
used for attachment of non-structural elements. The project should be
examined for this use and a case by case determination made. The
installation of these fasteners is inspected by the Project Inspector. Test
reports for load testing these fasteners have been determined by the DSA to
be redundant to the inspection and not necessary for non-structural
applications. For the scope of MEP, the lack of this report is not considered by
the DSA to result in a health or safety concern. The issue of missing
epoxy/expansion anchor test report for MEP scope is thus considered
resolved (not required for certification) when examining projects using
Alternate Process B.
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8.6.2.2 For project scope involving non-structural use of epoxy/expansion anchors
(such as for the connection of non-bearing/non-structural walls and other
similar use).

The project should be examined for this use and a case by case
determination made. The installation of these fasteners is inspected by the
Project Inspector. Test reports for load testing these fasteners have been
determined by the DSA to be redundant to the inspection and not necessary
for non-structural applications. For the scope of non-structural use, the lack of
this report is not considered by the DSA to result in a health or safety
concern. If the required report has not been submitted to the DSA due
incapacitating illness, death or default of any person required to file such
reports, then list that missing document on the form DSA-311 and no other
action is required.

8.7 Shot Pin Test Report
Shot pins (air or powder driven fasteners) are used for attachment of minor non-
structural elements. The installation of these fasteners is inspected by the Project
Inspector. Test reports for load testing these fasteners have been determined by the
DSA to be redundant to the inspection and not necessary for non-structural
applications. The report is not required for certification of projects when using the
alternate processes discussed in this chapter.

8.8 High Strength Bolt Test Report
High strength bolts provided for construction in California are considered by the DSA to
be essentially compliant with the ASTM material standards without being evidenced by
a specific testing report (except when the bolts are determined to be unidentified by
lacking the required markings). For typical building construction other than schools and
hospitals, testing of properly identified bolts is not required. If the required report has
not been submitted to the DSA due to incapacitating illness, death or default of any
person required to file such reports, then list that missing document on the form DSA-
311 and no other action is required. Where there is evidence unidentified bolts were
used, test reports are required.

8.9 Masonry Core Test Reports
Reinforced, solid grouted masonry construction is considered by the DSA to be
essentially compliant with construction standards used in the State of California without
being evidenced by a masonry core test report. For typical building construction other
than schools and hospitals, a masonry core test is not required. If the required report
has not been submitted to the DSA due to incapacitating iliness, death or default of any
person required to file such reports, then list that missing document on the form DSA-
311 and no other action is required.

8.10 Masonry Block Test Reports

The issue of missing masonry block testing reports must be examined. The importance of the
use dictates the necessity of obtaining the missing reports. Below are listed those uses that,
when examining projects using Alternate Process B, may result in the need for a testing report
to be submitted to the DSA prior to project certification, and those that report submittal will not
be necessary.

8.10.1 Uses that usually result in the need for a report to be submitted:
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8.11

8.12

For project scope other than non-occupied minor structures as shown below,
the issue of missing masonry block test report (prism or unit strength) must be
resolved on a case by case basis. Typically, missing test reports can be waived
where the masonry use is incidental or where it is determined that the masonry
is designed at, or less than, half stress. Otherwise, resolution is hecessary.

8.10.2 Uses that result in the DSA not requiring a report to be submitted:

For the project scope of non-occupied, minor structures it has been determined
by the DSA that the testing of the masonry block to verify F',, does not add
significantly to evidence of structural safety and is thus is not required for the
purpose of certification for these types of structures. These types of structures
include (but are not limited to):

¢ fence walls less than 10 feet in height,

e retaining walls less than 12 feet in height,
e Dball walls,

e trash enclosures, and

e non-occupied single story buildings.

The project should be examined for this use and a case-by-case determination
made. If the required report has not been submitted to the DSA due to
incapacitating illness, death or default of any person required to file such
reports, then list that missing document on the form DSA-311 and no other
action is required.

Field Bolting Inspection Report

Field bolting is inspected by the Project Inspector or in some cases by a special
inspector. If the required report has not been submitted to the DSA due to
incapacitating illness, death or default of any person required to file such reports, then
list that missing document on the form DSA-311 and no other action is required.

Concrete Compression Tests Reports

The issue of missing concrete compression test reports must be examined. The
importance of the use dictates the necessity of obtaining the missing reports. Below
are listed those uses that, when examining projects using Alternate Process B, may
result in the need for a testing report to be submitted to the DSA prior to project
certification, and those for which report submittal will not be necessary.

8.12.1 Uses that usually result in the need for a report to be submitted.

For project scope other than minor structures as shown below, the issue of
missing concrete compression test results must be resolved on a case-by-
case basis. Typically missing test reports will be required except where the
concrete use is incidental or where it is determined that the concrete used is
structurally adequate at f', =2000 psi. Otherwise, resolution is necessary.
(See Section 9 for possible resolutions.)

8.12.2 Uses that result in the DSA not requiring a report to be submitted.

8.12.2.1 For project scope involving non-structural use of concrete, such as flat
work, ramps, and non-structural slabs.

There is no health or safety related need for compression tests. The
project should be examined for this use and a case-by-case determination
made. If the required report has not been submitted to the DSA due to
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8.13

8.14

incapacitating illness, death or default of any person required to file such
reports, then list that missing documents of the form DSA-311 and no
other action is required.

8.12.2.2 For project scope involving one story light framed buildings, minor
structures and unoccupied structures including (but not limited to):
e fence walls less than 10 feet in height,

e retaining walls less than 12 feet in height,
¢ ball walls,

e trash enclosures,

e lunch shelters,

¢ shade structures,

Concrete compression test results do not add significantly to evidence of
structural safety and are thus not required for the purposes of certification
for these types of structures. The foundations for these types of
structures are lightly loaded and the concrete used for construction in
California achieves at least f'. = 2000 psi at 28 days. The project should
be examined for this use of concrete and a case-by-case determination
made. If the required report has not been submitted to the DSA due to
incapacitating illness, death or default of any person required to file such
reports, then list that missing document on the form DSA-311 and no
other action is required.

In-plant Precast Concrete Inspection Reports
For project scope other than minor structures, the issue of missing in-plant precast
concrete inspection reports must be resolved on a case-by-case basis.

Examples of minor structures which would not require submittal of In-Plant Precast
Concrete inspection reports would include:

e precast vaults not larger than 5'x5'x5’,
e septic tanks not in the roadway,

e manhole sleeves,

e culvert pipes, etc.

Thus, for minor structures, if the required report has not been submitted to the DSA
due to incapacitating iliness, death or default of any person required to file such
reports, then list that missing document on the form DSA-311 and no other action is
required.

Glu-Lam Fabrication Certificates

Glu-Lam beam fabrication is conducted under rigorous in-plant conditions and QA/QC
methods. While special inspections provide assurance of fabrication compliance, the
issue of the missing report (because the person required to file it is dead, incapacitated
by iliness or in default) does not constitute a defective condition and if the required
report has not been submitted to the DSA due to incapacitating illness, death or default
of any person required to file such reports, then list that missing document on the form
DSA-311 and no other action is required.

Where installed Glu-Lams are of complex shapes, large sizes or long spans, on a case

by case basis, DSA staff may require resolution of the missing report. (See Section 9
for possible resolutions.) The following require resolution on a case by case basis:
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8.15

8.16

8.17

8.18

Section 9:

9.1

o Tapered or curved beams,

e Three hinge beams,

e Beam spans greater than 40 feet,

e Beam sizes greater than 24 inches deep.

Gang Nail Truss (Open Web Wood Trusses) Reports
Missing Gang Nail Truss (and other open web wood trusses) In-plant inspection
reports must be resolved. (See Section 9 for possible resolutions.)

e The DSA will accept visual in-situ inspection by a qualified DSA approved
inspector. Such inspection may require in-situ lumber grading.

Bleacher Affidavits/Certificates
Missing in-plant inspection bleacher affidavits/certificates must be resolved. (See
Sections 7.5, 7.6, 9 and 10 for possible resolutions.)

Reinforcing Steel Test Reports

Historically, there has not been evidence of defective reinforcing on school projects. If
the required report has not been submitted to the DSA due to incapacitating iliness,
death or default of any person required to file such reports, then list that missing
document on the form DSA-311 and no other action is required.

Unidentified Steel Test Reports

For uses other than minor structures, the issue must be resolved on a case by case
basis. For minor structures, the report may not be required, otherwise, see Section 9
for possible resolutions. Thus, for minor structures, if the required report has not been
submitted to the DSA due to incapacitating illness, death or default of any person
required to file such reports, then list that missing document on the form DSA-311 and
no other action is required.

Materials

This section provides some strategies on resolving issues specific to construction
materials. The acceptability of these strategies must be determined by a qualified
California Structural Engineer (or in some cases Architect) and require concurrence
and acceptance from the DSA. DSA concurrence and acceptance will be predicated on
many factors, including project type, construction type, material type, other project
documentation, structural significance, life/safety hazards, professional judgment, and
professional experiences. In all cases, a California Licensed Structural Engineer and/or
Architect may prepare a program of testing and inspections; submit to the DSA for
concurrence and approval and execute the program. The DSA will accept a program in
which the structures, members and/or components are load tested in compliance with
the California Building Code and/or accepted National Standards.

Concrete
e Laboratory tests not conducted or report missing:

o Core the concrete to perform compression tests, or, if required, petrographic, or
chemical tests,

0 Non-destructive testing as approved by the DSA.
¢ Reinforcing tests not conducted during construction:

0 Project types (insignificant concrete use or non-structural concrete use) can
result in the test not being required.

o Provide Mill Certs,
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o Destructive testing as approved by the DSA,
0 Provide calculations to show low stress levels (1/2 stress).

9.2 Masonry

Laboratory tests or special inspections not conducted or reports missing:

o Core the masonry to perform compression tests, or, if required, petrographic, or
chemical tests.

o0 Project types (insignificant masonry use such as ball walls, trash enclosures,
low fence walls, low retaining walls) can result in the test not being required.

Non-destructive testing as approved by the DSA,
Destructive testing as approved by the DSA,
Provide calculations to show low stress levels (1/2 stress),

Provide calculations to show low stress levels (% stress) along with letter from
Project Inspector that the masonry was inspected,

0 In-plane shear tests.

© O O O

Reinforcing tests not conducted during construction:

o0 Project types (insignificant masonry use) can result in the test not being
required,

o Provide Mill Certs,

o Destructive testing as approved by the DSA,

o Provide calculations to show low stress levels (1/2 stress).
Laboratory tests show face shell adhesion problem

o Provide structural calculations for the masonry without face shells (essentially
calculate as a concrete wall),

o0 Core wall for more testing,

o0 Project types (insignificant masonry use such as ball walls, trash enclosures,
low fence walls, low retaining walls) can result in the test not being required.

9.3 Wood

Glulam in-plant inspection not conducted or reports missing:

o Provide AITC fabrication report,

0 In-situ visual inspection by a qualified DSA approved inspector,

Gang Nail Truss (and other open web wood trusses) In-plant reports missing:

0 The DSA will accept visual in-situ inspection by a qualified DSA approved
inspector. Such inspection may require in-situ lumber grading.

9.4 Steel

Testing reports missing for unidentified steel:
o0 Coupon test of in-situ steel

o Structural Engineer submit letter requesting waiver of testing in combination
with calculations showing the member(s) working stress level under full code
load is 0.4 F, (or less).

Testing not conducted for high strength bolts:

o0 Structural Engineer submit letter requesting waiver of testing in combination
with calculations showing the stress level under full code loading is appropriate
for equivalent bolts that are not high strength.
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o0 Develop testing program to remove (and replace) appropriate sampling of bolts
for testing.

0 Remove and replace all high strength bolts (with adequate testing).
e Testing not conducted for torque testing of high strength bolts:

o Structural Engineer submit letter requesting waiver of testing in combination
with calculations showing the stress level under full code loading is appropriate
for equivalent bolts that are not high strength.

0 Torque test all high strength bolts.
e Inspection and/or testing reports missing for welding:

o For single pass fillet welds at % stress, provide visual inspection by DSA
approved qualified welding inspector.

o Provide DSA approved in-situ non-destructive testing and inspections.

Section 10: Voided and Cancelled Projects

10.1

10.2

For projects which the DSA application number has been voided and yet the project
was constructed (clear violation of the Education Code) the following strategies for
resolution may be pursued:

Project was approved by the DSA prior to the cancellation or voiding, and construction

started within 4 years of the DSA project approval:

e The DSA will reinstate the application number (rescind the cancellation/voidance)
and start project closeout upon receipt of the following:

o Written request from the district superintendent requesting reinstatement of the
application.

0 Submitted proof (signed contracts with contractors or other appropriate
documentation) that construction started (contracts signed) within the time
frames stated above.

0 Fees repaying DSA reimbursement (if any) to the District when the application
number was cancelled or voided.

Project was approved by the DSA prior to the cancellation or voiding, and construction
started 4 years after DSA project approval:

Unfortunately, the DSA cannot reinstate the cancelled or voided application. Instead
the following actions may occur.

e A new DSA application is required.

e Option 1: The project construction documents must comply with the current
codes in effect at the time the new application is submitted (or use the other option
listed below):

0 The new DSA approved plans can be compared with the original plans used for
construction. If there are no changes that require mitigating construction
(reconstruction) then the Project Inspector may submit a DSA-6, and other
documents required for certification may be filed. If there are changes that
require mitigating construction (re-construction) then the Project Inspector
needs to inspect that construction for conformance prior to completing the DSA-
6 and, after the mitigating construction is complete, other documents required
for certification may be completed and filed with the DSA, which will initiate
close-out efforts at the appropriate time.
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e Option 2: The project can be submitted to the DSA as "rehabilitation of
nonconforming building for school use." This option requires a meeting with the
DSA prior to submittal and has specific submittal and design criteria.

10.3 Project was never approved by the DSA prior to the application cancellation or
voidance:

Unfortunately, if more than 4 years have passed since the original project submittal or
a new code has been adopted since the project was first submitted, then the DSA
cannot reinstate the cancelled or voided application. Instead the following actions may
occur:

o A new DSA application is required.

e Option 1: The project construction documents must comply with the current codes
in effect at the time the new application is submitted (or use the other option listed
below):

0 The new DSA approved plans can be compared with the original plans used for
construction. If there are no changes that require mitigating construction
(reconstruction), then the Project Inspector may file a DSA-6, and other
documents required for certification may be filed. If there are changes that
require mitigating construction (re-construction), then the Project Inspector
needs to inspect that construction for conformance prior to completing the DSA-
6 and, after the mitigating construction is complete; other documents required
for certification may be completed and filed with the DSA, which will initiate
close-out efforts at the appropriate time.

e Option 2: The project can be submitted to the DSA as "rehabilitation of
nonconforming building for school use." This option requires a meeting with the DSA
prior to submittal and has specific submittal and design criteria.

Section 11: Relocatable Buildings

(One story modular relocatable buildings)
The design, plan approval, construction, inspection, and certification requirements for
relocatable building projects have some unique features as discussed in this section.
See DSA IR 16-1 for related discussion.

11.1 Types of Relocatable Buildings
Relocatable buildings are fabricated in a plant as units. The relocatable units are
delivered to a school site where they are placed on a foundation and connected to
electrical and plumbing systems (if necessary). Relocatable unit numbers,
configurations and sizes can vary: they can be designed and installed as one
standalone unit or multiple units can be combined to form a single building.

11.2 Inspection Requirements
Relocatable buildings require an In-Plant Inspector, a Project Inspector, or both
depending on the project scope:
¢ |If the project scope is

o “stockpile” (building is not located at a specific site but instead is stockpiled
awaiting purchase, lease or otherwise awaiting site location):

An In-Plant Inspector is required.
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11.3

o “relocation” or “alteration” (building is to be located at a specific site and
is coming from stockpile or a previous site location):

A Project Inspector is required (see Appendix D for further discussion).
o “construction of” (building is constructed for a specific site and is site

located directly from the plant):

In-Plant Inspector and Project Inspector are required.

Project DSA-6 from DSA-6 from
Scope In-plant Project
Inspector Inspector
Required? Required?
Stockpile Yes No
Relocation No Yes
Construction Yes Yes

Relocatable Building Numbering

e Each relocatable building unit (module) is required to be identified with an ID tag.
The ID tag contains the original DSA application number under which the unit was
fabricated and a unique serial number.

e Each relocatable building manufacturer uses a unique numbering system. As part of
DSA certification, the correct number of building units (modules) and the
corresponding (and correct) serial numbers must be provided for each building unit
(module) on the DSA-6 forms. Units (modules) are typically 10 feet to 12 feet wide.
The following table can provide assistance in making a determination on the number
of units(modules) it takes to make up a complete building:

Building Type Dimensions (in # of Relocatable  Number of Serial
feet) Units (modules) #s
Toilet 12x40 1 1
Classroom 24x40 2 2
Kindergarten 36x30 3 3
Multi-purpose 48x40 4 4

11.4 DSA-6 Requirements
In-Plant and Project Inspectors are each required to submit DSA-6 forms. It is essential
that the serial numbers be included in the DSA-6 to specifically identify the buildings
and the corresponding units (modules) covered by the report. For projects that require
both an In-Plant Inspector and a Project Inspector, the application number and serial
numbers should match on both inspectors’ DSA-6 forms.

11.5 Documentation Required for DSA Certification
The below is a list of documentation required for certification, depending on the project
scope. For projects closed not certified, Alternate Processes A, B, C or D of this
certification guide may be used as appropriate.
e Project scope is “stockpile”
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DSA-6 from in-plant inspector,
DSA-292 or DSA-6 from In-Plant Welding Inspector,

e Approved change documents (Addenda, Revisions, COs, FCDs, CCDs),
¢ Any additional fees.
Project scope is “relocation” or “alteration”:

DSA-6 from Project Inspector,
DSA-6 A/E from Design Professional in Responsible Charge (Architect),

Electrical grounding test results, performed by the Project Inspector or DSA
approved Laboratory. The results may be reported using DSA-6, DSA-121 or a
separate report. (Any building with an electrical resistance exceeding 25 ohms
must have a second grounding rod.),

Notice of Completion from the District,
Approved change documents (Addenda, Revisions, COs, FCDs, CCDs),
Any additional fees.

Project scope is “Construction Of":

(o}
o
o
o
(o}
(o}

o
o

DSA-6 from Project Inspector,

DSA-6 from in-plant inspector,

DSA-292 or DSA-6 from in-plant welding inspector,

DSA-6 from design professional in responsible charge (Architect),

Electrical grounding test results, performed by the Project Inspector or DSA
approved Laboratory. The results may be reported using DSA-6, DSA-121 or a
separate report. (Any building with an electrical resistance exceeding 25 ohms
must have a second grounding rod.),

Notice of Completion from the District,
Approved change documents, (Addenda, Revisions, COs, FCDs, CCDs),
Any additional fees.

11.6 Relocatable Buildings Constructed Without DSA Approval
These buildings are “nonconforming” and must be DSA certified prior to use as school
buildings, as defined in the Education Code. Below are two options:

Option 1: Architect/Engineer certification program. This program must be
developed by a California Licensed Architect or Structural Engineer:

(0]

Architect identifies building manufacturer, fabrication date, and serial number from
tag on the building. If available, also obtains any PC number or application
number.

Architect works collaboratively with manufacturer to obtain plans for the building
that was constructed. If available, also obtains any in-plant inspection reports from
the RBIP (even if based upon unapproved plans or PC plans).

Architect develops and submits a proposed inspection and testing program for the
building to the DSA for concurrence and approval. Supervisor shares with DSE for
concurrence with the proposed program. Supervisor approves program upon
concurrence. For the inspection and testing program usually requires that all gravity
and lateral load path members and details be observed; some destructive
testing/inspection may be necessary. The DSA has accepted either a written
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(o}

detailed listing of the members and details on the plans, or a marked-up set of
plans indicating the items to observe. Material testing (steel coupons, concrete
tests, etc.) may be required.

Upon approval of inspection program, the District hires a DSA approved RBIP
and/or a Class 1 inspector and, as required, a welding inspector to perform the
inspections of the building.

Inspector prepares 95% FVR (DSA-6) based upon a pending approved application
and plans. This inspection occurs before plan submittal to verify that the plans
being submitted are in fact applicable for that building.

Architect makes any design adjustments to the structure and then submits plans to
the DSA as a “new” project. The project construction documents must comply with
the current codes in effect at the time the “new” application is submitted.

Upon approval of plans, the Project Inspector completes inspection and files 100%
DSA-6, per current practice. Depending upon certification level, the Project
Inspector could be same for site inspection; however, in that case, separate DSA-6
forms would be required (one for the site and one for the building).

The DSA then initiates closeout (certification).

e Option 2: The project can be submitted to the DSA as" rehabilitation of
nonconforming building for school use." This option requires a meeting with DSA

prior to submittal and has specific submittal and design criteria.

11.7 Relocatable Building Fire Alarm Deferred Approval
Past DSA processes allowed approval of fire alarm designs to be deferred. In some
cases, approval of deferred fire alarm designs was not obtained from the DSA. Fire
alarms designed for and installed in relocatable buildings were (at the time) simple in
nature and readily verified by testing. Therefore, as an alternate to approved fire alarm
Deferred Approvals for relocatable buildings; the DSA will require all of the following:

e California licensed Architect, or Electrical Engineer or Structural Engineer causes
and witnesses fire alarm inspection and testing in compliance with NFPA 72.

e Completion and submittal to the DSA of NFPA 72, “Fire Alarm System Record of
Completion” form.

e Completion and submittal to the DSA of NFPA 72 “Fire Alarm Inspection and
Testing” form.

¢ Signed letter from the Architect or Electrical Engineer or Structural Engineer
stating, “I have witnessed the fire alarm system test for the project and in my
opinion the alarm is in essential compliance with NFPA 72.”
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Appendix A
Authority and Justifications

Authority for Development and Use of Guide

Statutory Authority This certification guide is only to be used for those projects previously closed
without DSA certification due to missing documentation and/or outstanding fees. Statutory Authority
for the use of the alternate processes presented in Chapter 5 of this guide resides in the Education
Code:

e 17315(b)/81147(b). “When a school building, constructed in accordance with approved plans
and specifications, is completed but final verified reports, as are required under Section
17309/81141, have not been submitted to the Department of General Services due to the
incapacitating illness, death, or the default of any persons required to file such reports, the
Department of General Services shall, upon written request of the school district/community
college district, review all of the project records and make such examinations as it deems
necessary to enable it to certify that the school building otherwise complies with the
requirements of this article. The Department of General Services may request the school district
to have made, reported, and verified any other tests and inspections which the department
deems necessary to complete its examinations of the construction.”

Justification for use of the identified alternate processes
Alternate Process Type A:

The Final Verified Report from the Project Inspector is typically considered by the DSA to be the
single most important document in the file when certifying projects. For projects where persons have
defaulted and thus have failed to provide required reports or where documentation is otherwise
missing from the files, the DSA has determined that the Final Verified Report from the Project
Inspector may be reasonable and sufficient evidence that the project was constructed in compliance
with the approved construction documents. This determination is based on the following:

e California Code of Regulations (CCR), Title 24, Part 1, Section 4-333 (b) requires that:

“For every project there shall be a project inspector who shall have personal
knowledge as defined in Sections 17309 and 81141 of the Education Code
of all work done on the project or its parts as defined in Section 4-316. No
work shall be carried out except under the inspection of the project
inspector approved by DSA.”

The referenced sections of the Education Code define ‘personal knowledge’ as:

“actual personal knowledge which is obtained from his or her personal
continuous inspection of the work of construction in all stages of its progress
at the site where he is responsible for inspection and, when work is carried
out away from the site, that personal knowledge which is obtained from the
reporting of others on the testing or inspection of materials and
workmanship for compliance with the plans, specifications or applicable
standards. The exercise of reasonable diligence to obtain facts is required.”
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e CCR, Title 24, Part ,1 Section 4-333 (b) requires that:

“A project inspector, shall, under the direction of the architect and/or
engineer, be responsible for monitoring the work of special inspectors and
testing laboratories to ensure that the testing program is satisfactorily
completed.”

e Itis reasonable for the DSA to accept the Project Inspector Verified Report as an alternate to
missing verified reports, testing reports and other missing documents because, as the regulation
and statute sections establish the Project Inspector:

» is required to be present throughout the construction process;

» inspects the entire project;

» may rely on reports from others if he/she cannot inspect personally;
>

is responsible to ensure that the entire inspection program, including the special inspection
and offsite inspections are satisfactorily completed,;

is responsible to ensure that the material testing program, including onsite and offsite testing
is satisfactorily completed;

» acts under the direction of the design professional and thus has knowledge of the design
professional’s construction activities and concerns.

A\

Alternate Process Type B:

The justification information is found in the text of Chapter 5, Section 8 of this Guide.

Alternate Process Type C:

Virtually all DSA approved relocatable buildings in any given plant are manufactured by equivalent
processes and provided equivalent inspections and testing by the Relocatable Building In-Plant
(RBIP) Inspector, in-plant welding inspector and, as necessary, testing laboratory. All plants that
manufacture relocatable buildings have oversight by DSA field engineers and have RBIP and welding
inspectors present on a regular basis. Missing in-plant inspection and/or testing reports are neither
indicative of defective construction nor indicative of lack of inspection/testing but instead are indicative
of poor record keeping by inspectors, architects, districts, engineers and manufacturing plants.
Therefore, a single report by either the in-plant inspector or the in-plant welding inspector may be
sufficient for purposes of certification.

Alternate Process Type E: A/E Certification Program

There are projects that are occupied but not certified where it may not be possible to obtain a Final
Verified Report from the Project Inspector or Design Professional. Some projects have unapproved
addenda, revisions or change documents for which the documentation no longer exists. Historical
evidence suggests that the issues typically revolve around missing documents, not defective
construction. Mitigation reconstruction is a rare occurrence.

A post-construction evaluation program designed by a California licensed Architect or Structural
Engineer, and approved by DSA, may be sufficient for purposes of certification. The program would
produce a report that provides reasonable evidence that appropriate inspections were performed and
that based on the Design Professional’s research, document review, review of as-built conditions and
professional judgment, the materials and construction were found to be in essential compliance with
the approved construction documents and applicable building codes.
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Links to Referenced DSA Documents and Forms

Current versions of all DSA forms are available on the DSA website, Forms page.
Current versions of all DSA IRs and other publications are available
on the DSA website, IR or Publications page.

Form DSA-1
Form DSA-5
Form DSA-6
Form DSA-6A/E
Form DSA-102
Form DSA-108
Form DSA-140
Form DSA-141

Form DSA-168
Form DSA-291
Form DSA-292
Form DSA-293
Form DSA-310

Form DSA-311
Form DSA 312
Form DSA 313
Form DSA 314
Form DSA-320

IR A-19
IR A-20

Policy PL 09-04

Application for Approval of Plans and Specifications

Project/Special Inspector Qualification Record

Verified Report for Contractors and Inspectors

Verified Report for Architects and Engineers

Contract Information

Change in Delegation of Responsibility

Application for Approval of Construction Change Document - CCD Category A
Application for Concurrence of Construction Change Document - CCD
Category B

Statement of Final Actual Project Cost

Laboratory Verified Report

Special Inspection Verified Report

Geotechnical Verified Report

Legacy Project Statement of Content for Change Orders, Addenda and
Revisions

Request for Examination for Certification Using Education Code 17315(b) /
81147(b)

Request for Approval of A/E Certification Program

DSA Report for A/E Certification Program

A/E Certification Program Verified Report

Legacy Project Justification Form

Design Professional's Signature and Seal (Stamp) on Construction Documents
New Projects Associated With Existing Uncertified Projects

90-Day Letter and Reopening of Files for Project Certification
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Appendix C
On-Line Resources

The DSA website is a ready source of project-specific information drawn from DSA’s Tracker
database. Tracker has records for all projects submitted to DSA for plan review since
11/12/1997.

Start at the DSA home page http://www.dgs.ca.gov/dsa.

Click on Project Tracking in DSA Quick Links, on the right of the screen.
Click on Project Status eTracker

or go directly to https://www.apps.dgs.ca.gov/tracker/ProjectStatus.aspx
Search for project records by Application Number or by County/School District

agrwnE

Example: Search for DSA Application Number 04-105900 to see the following
Application Summary:

A Tracker - Application Summary - Microsoft Internet Explorer

File Edit Wew Favortes Tools  Help

OEack A > | Iﬂ E _;‘J /-‘: Search ‘:‘E"Favorites G‘“ i ] - ﬁ ‘i“

address |&] hktps: {jww. spps.dgs.ca. govjtracker| ApplicationSummary. aspx 2 a &

GOVERNOR

SCHR SR ZENRORER E Application Summary

Visit his Website

Office ID:04 Application #: 105900 File #30-51
DGS LINKS
»DGS Home Project Name:Iarjorie Veeh Elementary School
» DSA Home : -
T Project ScopE_Construct\om of (1) toilet bidg R Alteration to ADMIN BLDG. A, M.P.BLDG. H, AND (5) CR BLDGS B, CDE&F (.
_________ 1 B BLDGS. A 22843)
Address: 1701 San Juan Street
City:Tustin Zip:92732
TRACKER i ?
LINKS PTN #:73643-18 OPSC # # Of Incr:0
IFLREflrsd St Project Type:SCHOOL (K-12) Project Class:Class 3 Special Type:
» Home
» Apphoat\om """""" Estimated Amt:$614,191.00 Contracted Amt:$2 463,150 87 Change Order Amt:$56 994 55
Summary Adj Est.Date#!: Adj Est. Amt#1:
#ProjectFee
# Project Schedule Adj Est.Date#2: Adj Est.Amt#2: Received Date: 1/29/2004
’ gteart‘ﬂge R Appr. Date:6/4/2004 Appr. Ext. Date: Closed Date:7/18/2008
» Fod Biaw g | Cormaats Submittal Recaived Date.
» Addenda OIncomplete Submittal omplete Submittal Received Date:
» Change Orders
» Deferred Approvals S8 878
»Revision .
» Project Auto Fire Detection Sprinkler System
Professional Required
# Project Closeout Included In Plan

# Documents
Required List

Required review services

Special review type

&] Done 2 @ Intem
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6. Follow the various Project Status categories under the Tracker Links in the left-
hand column.

Example A: Click on Project Closeout and notice that this project was closed on
7/18/08 and the Closing Letter Type is a #3-Close of File w/o Certification-
Exceptions.

nternet Explorer
File Edit Yew Favortes Tools Help

Q- O [ @ | P rown @25 - KL B

Address a https: ffwew apps.dos.ca.govtracker/ProjectCloseout. aspx

Marjorie Veeh Elementary School

Construction of (1) toilet bldg R Alteration to ADMIN BLDG. A, M.P. BLDG. H , AND (5] C.R. BLDGS B, C.C
F (ALL BLDGS. A# 22843)

Green, Michael

TRACKER
LINKS

Project Status

8/11/2006
# Application
Summary #3-Close of File wio Certification - Exceptions

Help Contact

&] Done | | | ‘ ‘ é‘ D Internet
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Example B: Click on Documents Required List to view the documents
required for project certification and whether or not they have been received
by the DSA. Use the following key to understand the notations:

RR - Required and Received by the DSA
RM - Required but Missing from DSA files

Notice that the Laboratory Affidavit and reports for engineered fill, batch
plant Inspection and shot pin testing are missing from the DSA project file.

& Tracker - Documents Required List For, Project Certification - Microsoft Internet Explorer

File Edt Wiew Favorites Tools Help

GBack A > Iﬂ Igl ;‘J /\’ Search ‘-:E‘Favor\tes {‘? 8 ] - ﬁ j‘“

Address @1 https: /v, apps.dgs.ca.govitracker/ProjectRequiredboc, aspx A4 E’ Go  Links

GOVERNOR

=CHWARTENESGER E Documents Required List For Project Certification

Visit his Website

Office ID:04 Application #: 105800 File #30-51
DGS LINKS
»DGSHome Project Name:Iarjoris Veeh Elementary Schoal
# DEA Home

Construction of (1) toilet bldg R Alteration to ADMIN BLDG. A, WM P. BLDG. H, AND (5) CR. BLDGS B, CDE & F (ALL

#DSANews Project Scope:c) 1o "ax 278u3)
RR  D&SA Record Set of plans Shop Welding Fab
Field ¥elding
TRACKER Rh  Laboratory Affidavit High Strength Balt Inst
LINKS RR  Motice of Completion Glulam Fab
Project Status RR_ DSA-102
z H,@m_e ————————————————— DSA-5 (General Inspector) Manufact. Trusses
QPD"Cat‘O” DSAS (In-plant) RM  Engineered Fill
LTI - DSA-5 (Assistant) Bleacher Fab
i ETP_J__E_QEE?_? __________ DSA-5 (Masonry) Pre stress
» Project Scheduls DSA-S (Welding) RN Batch Plant
# Senvice Review DSA-5 (Site) R Laboratory
Status DSA-5 (Other)
* Field Review Statu
*# Addenda RR ESA’G (Gb?neral Auto sprinkler System DA
# Change Orders EEROTEBE - :
- DeferredArova\S RR  DSA-BAE (Architect) Smoke Yentilator DA
v PRIV RR  DSA-GAE (Electrical Engg ) \Wheelchair Lift DA
Fhevsion DSA-BAE (Mechanical
» Project RR Engg.] Basketball Backstops DA
Professional RR  DSA-BAE (Structural Engg. ) Bleacheris) DA

RR  DSA-B (Contractor) Access Floor Systems DA
DSA-6 (General Inspector) Skylight{s) DA
DSA-B (In-plant Inspector)
DSA-B (Site Inspectar)
DSA-B (Other Inspector 1 (If

any )
DSA-6 (Other Inspectar 2 (if

Aot

@_‘] é Q Internet

R shot pins
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Example B (cont’d):

The Documents Required List for more recent projects has a revised format. See the
following list with the revised format from a different project:

Notice here the missing form DSA-102, Contractor’s form DSA-6, Notice of
Completion, Architect’'s form DSA-6 A/E and the Project Inspector’s form
DSA-6.

<2 Tracker - Documents Required List For Project Certification - Microsoft Internet Explorer

File Edit ‘ew Favorites Tools Help

@Eack @ J \ﬂ @ :j /._“ Seatch \;n‘\'_(Favorites &) [_\- :\,‘ I,‘_}'| @ _J ﬁ ﬁ

Address |€| https: v, apps. das.ca.govtracker (ProjectRequiredDoc, aspx W

Gn

GOVERNOR
SR ZENESOER 3 Documents Required List For Project Certification

Visit his Website

Office ID:04 Application # 107574 File #:30-51
DGS LINKS
> DGS Home Project Name:Currie Middle School
> DSA Home ' 1 [t 1 1 I [ 1
N DSANews ------------- Project Scope:Alteration to CR BLDGS'400','500','600",'800'(A-34685),'TO0'(A34633) ADMIN BLDG (A-34020),MP BLDG (A-34020
Contracts
DSA-102 DSA-6 N.O.C
CRRIERE | e Received Date Date Signed Date Completed
Mote: DSA-102 required for each contract including construction managers. DSA-6 and
TRACKER N.0.C. required for each contractor excluding construction managers
LINKS

Project Status Design Professionals DSA-6 AE

Design Professional Name Date Signed
PHome . Architect Robert Simons
# Application
Summary General Inspectors DSA-G
+ Project Fee Type Name Date Signed

Project Inspector

» Service Review
Status

# Project Dates indicate the item or document has been accepted. A blank field indicates

Professional either a missing or rejected item or document. Explanations regarding the
rejection of a received item or document can be found in the Notes section.
Only unapproved change orders appear on this page. To view all change orders
go to DSA’'s web site at i dsa. dgs.ca gov

&] Done: S ke
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Example C: Click on Change Orders to view a list of Change Orders received by
DSA and their review/approval status. For more information on a particular
Change Order, click select opposite the change order in question.

For example, see the detailed information for the selected Change Order #14

at the bottom of the Change Order list below. Notice that the change order is
shown to be under DSA structural safety review as of 8/18/2008.

Similar lists of Addenda, Deferred Approvals and Revisions may be viewed by
clicking on the corresponding links in the left hand column.

A Tracker - Change Orders - Microsoft Internet Explorer

File Edt Wiew Favorites Tools Help

@Back M > | lﬂ \g _.l\l /IT\JSearch ‘St(Favor\tes 6‘) < - \_{ ﬂ © _J ﬁ 3

Address |§1 https: /v, apps, dgs.ca.gov/tracker/ChangeOrder s, asp "| Go
Visit his Website =
Office ID:04 Application #: 105900 File #:30-51
DGS LINKS
Project Name:hdarjorie Yeeh Elementary School
»DGE Home
»DeAHome ,
»DSANews Please select thge Order which you want to review
Order# Received |Approved Contractor
select 1 09/20/200602/25/2007 Douglas E. Barnhart, Inc
select 10 09/20/200602/25/2007 Douglas E. Barnhart, Inc
select 11 09/20/2006802/25/2007 Douglas E. Barnhart, Inc
TRACKER select 12 09/20/200602/25/2007 Douglas E. Barmhart, Inc
LINKS 13 09/20/200603/25/2007Douglas E Barhart, Inc
Project Status (Selecte 14 08/12/2008 Douglas E. Barnhart, Inc
»H S 2 09/20/200603/27/2007 Douglas E. Barnhart, Inc
L1 select 3 09/20/200601/16/2008Douglas E. Barnhart, Inc
> Application select 4 09/20/200602/25/2007 Douglas E. Barnhart, Inc
Summary select 5 09/20/200602/25/2007 Douglas E. Barnhart, Inc
# Project Fee selact 6 09/20/200602/25/2007 Douglas E. Barnhart, Inc
# Project Schedule select 7 08/20/200602/25/2007 Douglas E. Barnhart, Inc
P SerwceRe\new """ select 8 08/20/200602/25/2007Douglas E. Barnhart, Inc
Status select 9 09/20/200602/25/2007 Douglas E. Barnhart, Inc
Change Order # 14 Cost:$345.00

Description:3-12-2008 RECECIVED (2} CO 14.

Contractor:Couglas E. Barnhart, Inc

# Project

Professional Received Date: 05/12/2003 | Approval Date: | Canceled Date;] |
* Project Closeout
- Documents Access Fire & Life Safety Structural Safety

Required List Review Review EVIE

"""""""""""" Status:, |
Date:

Reviewing
8162008

Conditions of Use | Privacy Policy

Caopyright @ 2007 State of California

@ é ' Intern
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Appendix D
Relocatable Buildings

Many relocatable buildings are not DSA certified. School districts sometimes desire to move these
buildings or desire to certify them in place. The following scenarios and associated criteria determine
project approved. (To be used for single story relocatable buildings only.)

1.

Relocate new building from stockpile and building is certified by the DSA.

IR 16-1 applies

Relocate new building from stockpile. Stockpile application is approved by the DSA but
building is not certified.

IR 16-1 applies.

Superstructure must have been constructed using an appropriate approved DSA
application for construction, not a Pre-Check (PC).

Client must provide final Verified Reports (DSA-6 form) from the In-Plant Inspector (RBIP
or Class 1) and from the In-Plant Welding Inspector (AWS/CWI) by time of close of
submitted project.

Relocate existing building from a school site and building is certified by the DSA.

IR 16-1 applies.

Relocate existing building from a school site and building is not certified by the DSA.

IR 16-1 applies, and:

Option 1
Superstructure must have been constructed using an appropriate approved DSA
application for construction (not a PC).

Client must provide Final Verified Reports (DSA-6 form) from the In-Plant Inspector (RBIP
or Class 1) and from the In-Plant Welding Inspector (AWS/CWI) before stampout of
submitted project.

Option 2
Building has been previously DSA certified at any site during its entire existence.

Option 3
Only previous site issues have caused the building to not be certified and once the building
is relocated then those issues become moot. Such issues could include: grounding, no
DSA-6 from the site inspector, ramps, foundation issues, etc.

5. Building is already on site and is not DSA site certified.

e IR 16-1 applies.

o The superstructure must be DSA certified or certifiable by any of the methods noted
above in this document.

e All foundation work must comply with the current codes. The plans must show all
components/information/details as if the building had not yet been placed on the site.
The plans may include a note for the contractor to “verify and modify as required.”

6. Building is not DSA certified or certifiable by any of the methods noted above.

e Building is considered “non-conforming” to Title 24 and the Field Act. Any use as a
school building is prohibited until the building is DSA certified.
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Appendix E
DSA File Organization

Paper Files:

DSA files documents into two files; Red file and Black file. The Red file contains plan review
documents and technical construction documents. The Black file contains administrative and closing
documents. These files may be made available to the public upon request such that the public can
review the files for documents.

Below is a listing of documents in each respective file:

BLACK FILE

Form Number/ Descriotion
Document Name P

DSA-1 Application (or ORS-1 or SSS-1 for older projects)
DSA-1.DEL Delegation of responsibility
DSA-1.INC Definition of Scope of Increments

DSA-1 REVISED

Closing Letters

Change in delegation of responsibility

Plan check worksheet

Referred to as a “yellow worksheet”

Approval of plans letter

Referred to as “first approval letter”

DSA-5

Project inspector qualification record
Also used for semi-monthly reports from inspectors

DSA-5A Assistant inspector qualification record

DSA-6A/E Verified Report

DSA-6 Verified Reports for each: Inspector, Assistant Inspector, and
Contractor(s). DSA-6s can also be submitted for most special
inspection verified reports, with the exception of glulam beams

DSA-102 Contract Information

Copies of Invoices and
Checks

Checklist for Site Inspection
of Relocatable Buildings

For relocatables (optional)

Notice of Completion

DSA-145 Record Set Handling Instructions

DSA-293 Geotechnical Verified Report (engineered fill)

DSA-291 Laboratory Verified Report (lab tests)

DSA-292 Special Inspection Verified Report (lists what inspection was

for)

DSA Field Trip Notes
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RED FILE

Form Number/ Description
Document Name P

Plan Check Related Docs Calculations, specs, etc.

T & | List Structural Tests and Inspections

Lab Reports

Transmittal Memo. Used as a cover sheet to Change Orders,
Deferred Approvals, Revisions, Addendum, Misc., but not

DSA-143 always. The Transmittal Memo may be missing from these
documents.

Change Orders Should have Transmittal Memo attached.

Deferred Approvals Should have Transmittal Memo attached.

Addenda Should have Transmittal Memo attached.

Revisions Should have Transmittal Memo attached.

DSA-3 Project Submittal Checklist

Note: Many documents in the files do not relate to closeout, nor are they required for closeout.
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GLOSSARY OF TERMS

Addendum

A document that identifies changes or alterations to the approved plans or
specifications prior to letting a construction contract for the work involved.
These shall be submitted to and approved by the DSA.

Additional (Filing) Fee

The fee which shall be paid to the DSA when a contract amount, or the
cumulative total of two or more contract amounts, exceeds the estimated cost
by more than 30%.

Application

See DSA-1 form.

Bleacher Fabrication
Affidavit (Verified
Report)

An affidavit signed by an inspector for the inspection of the fabrication of
bleachers.

California Building
Code (CBC)

The building code that is used in California for public schools and community
colleges.

Certificate of
Compliance

Upon satisfactory completion of construction, and receipt of all required
documents, the DSA issues a Certificate of Compliance to the school district.
This letter is evidence that construction conforms to applicable requirements of
the California Education Code and California Building Standards Administrative
Code.

Certificate of
Compliance without
Receipt of All
Documents

A letter of certification is issued when one or more documents have not been
received, but DSA has determined that certification meets the requirements of
Education Code Section 17315(b).

This certification is also knows as a #2 Letter.

Change Order

A document that identifies changes or alterations of the approved plans or
specifications and/or changes in the contract amount after letting a construction
contract.

Closed without
Certification

A letter the DSA issues when any of the required documents as listed on the 90
Day Letter have not been received from the responsible entities and therefore
the DSA cannot issue a Certificate of Compliance.

Also known as a #3 Letter.

Construction Manager

A firm or individual hired by a school district to manage construction. May or
may not act as a contractor.

Deferred Approval

When a portion of the construction cannot be adequately detailed on the
approved plans because of variations in the product design and/or
manufacturer, the approval of plans for such portion may be deferred until the
material suppliers are selected. Examples would include bleachers, fire
sprinkler systems, basketball backboards, etc.

Delegation of
Responsibility form

A form completed by the architect or school district to change an individual(s)
on a DSA-1 application form.

Documents Required
List

See Required Documents List.
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DSA-1 form

Same as an application.

A DSA application form submitted at the time a project is submitted for plan
review and approval. A unique application number is assigned to each
application.

DSA-102 form
(Contract Information)

A DSA form used to record the contractor's name and the amount and scope of
the construction contract.

DSA-143-1 form

A DSA transmittal form used to identify material received, returned, approved or
not, and comments for Addenda, Change Orders, Deferred Approvals, Misc.
Field Changes, etc.

DSA-6A/E form

A Verified Report signed by the individuals listed on the DSA-1 application for
the observation of construction.

DSA-6 form
(Project/Site Inspector)

A Verified Report signed by the Project Inspector for the inspection of
construction.

These reports certify under penalty of perjury that all construction was
completed in accordance with DSA approved documents.

DSA-6 form
(In-plant Inspector)

A Verified Report signed by an inspector for the inspection of the in-plant
fabrication of a relocatable building.

These reports certify under penalty of perjury that all construction was
completed in accordance with DSA approved documents.

DSA-6 form A Verified Report signed by a contractor for the construction work performed.
(Contractor) . . .
These reports certify under penalty of perjury that all construction was
completed in accordance with DSA approved documents.
DSA-5 form An application for DSA approval of an inspector.

(Project Inspector
Qualification and
Employment Record)

Note: This is not a required closing document.

District Structural

Also referred to informally as a Field Engineer.

Engineer
DSE See District Structural Engineer.
eTracker A computer system that tracks information on applications from time of

submittal to close of file.

Electrical Grounding
Test Report

A report that indicates the results of an electrical grounding test for an electrical
ground rod on relocatable buildings.

Engineered Fill
Affidavit
(Verified Report)

An Affidavit signed by a licensed Geo-technical Engineer for engineered fill
tests and inspections.

Construction Change
Document

A document defining changes to the code-regulated construction requirements
of the DSA-approved plans and/or specifications issued after a construction
contract has been approved.

January 17, 2013
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Field Trip Notes (FTN)

DSA field engineers create trip notes when performing field visits to
construction sites. Occasionally there will be items that need to be addressed
before certification can be granted. The Field Engineer will provide the
Site/Project Inspector with this request and the inspector is to respond in
writing, either in a semi-monthly report, separate correspondence or indicated
on the final verified report that these items have been resolved or completed.

Field Welding Affidavit

(Verified Report)

An affidavit signed by an AWS/CWI (An American Welding Society — Certified
Welding Inspector) for the inspection of field welding.

Filing Fee

Fee which shall accompany the DSA-1 Application, or as corrected under
additional filing fee.

Final Verified Report

See DSA-6.

These reports certify under penalty of perjury that all construction was
completed in accordance with DSA approved documents.

Further Fee

Fee which shall be paid to the DSA if the actual cost exceeds the estimated
cost by more than 5%. This is determined in closing.

Glulam Fabrication
Affidavit
(Verified Report)

An Affidavit signed by a special inspector for the inspection of the fabrication of
glued-laminated beams.

High Strength Bolt
Installation Affidavit
(Verified Report)

An affidavit signed by a special inspector for the installation of high strength
bolts.

Increment This term refers to incremental submittals made to be plan reviewed by the
DSA. When only one submittal is made there are no increments. This
information may be found on the yellow worksheet in the file and/or Tracker.
Note that increments are NOT associated with construction phases.

Information An electronic document management system that stores documents in a central

Management System
(ADM)

location. Plans, specifications, Addenda, Change Orders, semi-monthly
reports, transmittals, correspondence and closing documents may be found
here. Was, until recently, referred to as IMS.

Laboratory

A company that performs material testing and provides special inspections.

Laboratory Affidavit
(Verified Report)

A laboratory affidavit signed by duly authorized representative stating that all
tests of materials used in construction of the project were made in accordance
with the approved plans and specifications.

Laboratory Reports

Material test reports and daily reports for sampling, testing, or inspection. Not to
be confused with Verified Reports.

Letter of Certification

See Certificate of Compliance.

Masonry Inspection
Affidavit
(Verified Report)

An Affidavit signed by a special inspector for the inspection of masonry
construction.

Notice of Completion
(NOC)

This notice is required for each contract. It signifies that the project has been
completed according to the DSA approved plans and that it is acceptable to the
School District/Owner.

PCS

See Project Closeout Specialist.
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Portion (scope)

A portion of the entire scope of an application approved by the DSA has been
constructed (as opposed to constructing the entire scope)

Portion Scope
Construction
Certification

The DSA may certify portions of the scope of a project that are completed if
those portions include all aspects of construction necessary to make the
affected structures code compliant (including accessibility and safety code
requirements). The DSA cannot certify structures that are not code compliant or
structures that are incomplete.

Project

This term refers to a specific application for plan review and approval as well as
construction.

Project Closeout

Upon completion of construction, project closeout is the process of reviewing
documentation submitted to the DSA and verifying that all work was performed
and inspected in accordance with Code requirements. If documentation
indicates that the construction met requirements, then the DSA issues a letter of
Certification of Construction to the school district.

Project Closeout
Specialist

A Project Closeout Specialist, or PCS, provides administrative assistance to the
DSE during project closeout.

Project Inspector

A general inspector

Relocatable Building

A building with an integral floor structure which is capable of being readily
moved (relocated).

Required Documents
List

Also referred to informally as the “Docs Required List” or in eTracker as the
“Required Documents Report.”

This is a list of all documents to be submitted to the DSA for project certification.
The list is created during plan review and finalized during closeout.

Semi-Monthly Reports

Reports signed by a Project Inspector regarding the status of construction and
submitted to the DSA twice a month (every two weeks).

Shop Welding and
Fabrication Verified
Report

An affidavit signed by an AWS/CWI (American Welding Society — Certified
Welding Inspector) for the inspection of shop welding.

Site Inspector

Note: This is an old term. Now referred to as a Project Inspector.

An inspector for site work under a relocatable building project. Sometimes used
to refer to a Project Inspector for a site work contract.

Special Inspector

An inspector who is approved to inspect masonry construction, glued-laminated
lumber, manufactured trusses, shotcrete application, pre-stressed concrete
member fabrication, post-tensioning operations, high strength bolt installation,
shop welding, field welding, or pile driving.

Each Special Inspector is required to submit a Special Inspector Verified Report
(SIVR), DSA-292.

Testing and Inspection
(T&I) List

A DSA form that lists structural tests and inspections that are required by the
CBC.

90-day Letter

A letter that is sent to the architect and school district after the completion of
construction requesting that all outstanding requirements and documents on a
Documents Required List be submitted within a 90 day period to allow the DSA
to certify the application.
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Work Program for Legacy Projects

l. Organize Uncertified (Legacy) Projects
HQ Responsibilities
» Determine complete list of legacy projects by DSA application number.
* Separate legacy projects by districts and create separate files for all districts.

Staff Responsibilities

» Use the Alternate Process Legacy Project Master Spreadsheet to record which project belongs to which
alternate process group and to record all other actions.

«  Obtain all closing letters from HQ for projects identified in 1% step.

» Review all closing letters to determine which alternate process type (A, B, C or D) would be most
appropriate to use when re-examining for certification. Separate the letters into four groups,
corresponding to the four Alternate Process Types (A, B, C, and D). A brief explanation follows:

» Group A: Project Inspector verified report is in the file or the project is otherwise easily certified.

» Group B: Project Inspector verified report is not in the file but it appears that the project can be
successfully certified using Alternate Process Type B because the missing
documentation can be readily obtained or resolved.

» Group C: Project consists of relocatable building(s).

» Group D: Project is likely not certifiable without substantial effort and thus time should not be
spent on re-examining the file as part of this program.

» Order files and plans from state records center for the projects, except for those in Group D.
» Files and plans should be ordered in manageable groups.

» DSA electronic files (ADM) must be searched for any documents and plans and, if any found,
they must be included when re-examining the file.

» Verify that the Regional Office or Field Engineer has no other files, documents, or plans for the
project. If any more are found then add to the DSA file.

» Determine why the project is not certified.

» Verify the file contains the correct “Closed Without Certification” letter. If there is none in the file,
then one must be created using information found in the file. The letter is not sent to the District
but scanned into ADM and filed in the Black File.

» Verify the “Closed Without Certification” letter is correct by reviewing the file. If incorrect then
corrected the letter and replace the old letter with the new corrected one in ADM and the Black

File.
» Make sure the “Closed Without Certification” letter is in ADM. If it is not, then scan and upload
into ADM.
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Review of Project Files

» Organize project file. Merge documentation from ADM and from other sources with project file.

» Scan all closing documents to ADM if not already there.

» Match up project files with project plans.

» Verify and, as necessary, correct project scope.

» Update e-Tracker for scope and documents found.

» Check all documentation for documents previously listed as missing/not resolved and, if
necessary, update “Closed Without Certification” letter, scan to ADM and file in Black File.

» Using the DSA Project Certification Guide, examine the project for certification viability.

Tag all pertinent documents to facilitate final review of file.

If project consists of relocatable buildings only, use Google Earth and the site plan to determine if
the buildings still exist. If not, then recommend closing Type 5 letter (see page 3).

» Make recommendation about disposition of the project (certified, not certified, etc.).
Fill out a form DSA-320: Alternate Certification Process Justification.

If person performing the above tasks is not a DSA Structural Engineer (SE) or DSA Architect
(Arch) then schedule a meeting with the assigned DSA staff SE/Arch.

» DSA staff SE/Arch makes final a recommendation on file disposition. Meets with DSA principal
engineer/arch if needed (complex/unsure).

DSA staff SE/Arch determines final resolution of file (certifiable or not certifiable).
If it is determined that the project can be certified, then:
0 Make sure all closing documents are scanned into ADM.

» Verify the accuracy and completeness of the DSA 320: Alternate Certification Process
Justification.

0 Scan the DSA-320 into ADM, and place form in Black File.

0 Send plans to the office scanning section for scanning to ADM (plans are not returned
to State Record Center).

o If no additional/further project fees are due to DSA then send AP Letter Type Al to the
district.

o If additional/further project fees are due to DSA then send AP Letter Type A2 to district.
o If district responds by returning the completed form DSA-311, then:

= Scan form to ADM and file it in the Black File.

= Make sure re-opening fee is paid.

= Make sure any additional/further fees are paid.

= [ssue the certification letter. Must be Type 2 letter.

o If, after 60 days, the district has not returned form DSA-311 and paid required fees,
then return project files to State Record Center.

> If project is determined to be missing documents necessary for certification then:

0 Assign to group Alternate Process Type A, B or D (type “C” for relocatable projects).
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Make sure all closing documents are scanned to ADM.

Send plans to the office scanning section for scanning into to ADM (plans are not
returned to State Record Center).

If no additional/further project fees are due to the DSA then send AP Letter Type A3 to
the District.

If additional/further project fees are due to the DSA then send AP Letter Type A4 to the
District.

If within 60 days, the District submits form DSA-311, provides resolution of missing
documents and pays fees owed and thus the project is determined to be ready for
certification then use the above “If it is determined that the project can be certified”
step.

If the District responds within 60 days and it appears that working with the District will
result in the project certification within an additional 30 days then continue holding the
file open for an additional 30 days.

If, after a total elapsed time from sending letter A3 or A4 to the District is 60 (or 90 days
as appropriate) and it is determined the project still cannot be certified then return files
to State Record Center.
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Form DSA-320: Alternate Certification Process Justification

Division of the FoRM
;‘5\ State Architect DSA-320

Rewvizad 01113
CALIFORNIA DEPARTMENT OF GENERAL SERVICES

ALTERNATECERTIFICATION PROCESS JUSTIFICATION

Alternate Process Type

A DSA File Mumber: -
B O DSA Application Mumber. -
c O Date:
A
Missing Documents Justification

(paragraph number)

This formisto be used by DSA staff when usingthe DSA Project Cerification Guide. Listthe missing document

andthe paragraph numberfromthe Project Cerification Guide thatjustifies centification without receiving the
missing document.
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Appendix G: Staff Documents
Letter Type Al

o oo

January 1, 2013
AP Letter Type A1

Superintendent James Smith
California School District

123 Anytown Road

Anycity, California 91234

RE: Certification of School Construction Project, DSA Application Mumber 04-123456,
Any School

Dear Superintendent Smith:

In a continuing effort to assist school districts to obtain certification for their older construction
projects, the Division ofthe State Architect (DSA) has re-examined the referenced project and
has determined it may be possible to certify it on the basis of Education Code (EC) Section
17315(b)/81147(b).

Listed on the enclosed DSA-311 form are documents missing from the DSA files. If these
documents are missing because they have not been submitted due to incapacitating illness,
death or default of person(s) required to file the dochments, the project may be certifiedin
accordance with EC Section 17315(b)/81147(b).

If applicable to the referenced project, please complete and sign the enclosed DSA-311 form
and retumn it to the DSA within 45 days from the date of this letter. In addition, as required by
the EC, the DSA must recover costs incurred for this effort by charging the district a fee of
$1,000.00 forreopening and examining the project for certification.

In summary, should you wish to pursue certification, the following will be required for submittal
to the DSA within 453 days of the date of this letter:

+ Form DSA-311

* Re-opening/Re-examination fee § 1,000.00

Please contact me at (558) 674-3400 or craig.rush@dgs.ca.gov if you have any questions or
CONCems.

Sincerely,

Craig Rush, 5.E.

Regional Manager, San Diego
Division of the State Architect
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Appendix G: Staff Documents
Letter Type A2

January 1, 2013

AP Letter Type A2

Superintendent James Smith
California School District

123 Anytowm Road

Anycity, California 91234

RE: Certification of School Construction Project, DSA Application Number 04-123456,
Any School

Dear Superintendent Smith:

In a continuing effort to assist school districts to obtain certification for their older construction
projects, the Division ofthe State Architect (DSA) has re-examined the referenced project and
has determined it may be possible to certify it on the basis of Education Code (EC) Section
17315(b)/81147(b).

Listed on the enclosed DSA-311 form are documents missing from the DSA files. If these
documents are missing because they have not been submitted due to incapacitating illness,
death or default of person(s) required to file the documents, the project may be certifiedin
accordance with EC Section 17315(b)81147ib).

If applicable to the referenced project, please complete and sign the enclosed D3A-311 form and
return it to the DSA within 45 days from the date of this letter. In addition, any unpaid fees owed
by the District to the DSA forthis project must be paid priorto certification. The DSA records
show unpaid fees of $ ¥ forthis project.

Also, as required by the EC, the DSA must recover costs incurred for this effort by charging
the district a fee of § XXX for re-opening and examining the project for certification.

In summary, should you wish to pursue certification, the following will be required for submittal
to the DSA within 45 days of the date of this letter:

« Form DSA-311

e+ Fees o
+ Additional Project fees b Y'Y
+ Re-opening/Re-examination fee b KHKHK

Total fees L2 WYY AXXK

Please contact me at (858) 674-5400 orcraig.rush@dgs.ca.gov shouldyou have any questions
Or CONCEMS.

Sincerely,
Craig Rush, S.E

Regional Manager, San Diego
Division of the State Architect
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Appendix G: Staff Documents
Letter Type A3

January 1, 2013

AP Letter Type A3
Superintendent James Smith
California School District
123 Anytown Road
Anycity, California 91234

RE: Certification of School Construction Project, DSA Application Number 04-123456
Any School

Dear Superintendent Smith:

In a continuing effort to assist school districts to obtain certification for their older
construction projects, the Division of the State Architect (DSA) has re-examined the
referenced project and has determined it may be possible to certify it on the basis of
Education Code (EC) Section 17315(b)/81147(b), provided that:

1. The following documents missing from the DSA files must be submitted to and
approved/accepted by DSA
s [Document

Document

Document

Document

Document

2. Listed onthe enclosed DSA-311 form are other documents missing fromthe DSA
files. If these documents are missing because they have not been submitted due to
incapacitating illness, death or default of person(s) required to file the documents,
the project may be certified in accordance with EC Section 17315(b)/81147(b).

If applicable to the referenced project, please complete and sign the enclosed DSA-311
form and return it to the DSA within 45 days from the date of this letter. In addition, as
required by the EC, the DSA must recover costs incurred for this effort by charging the
district a fee of § X20X for re-opening and examining the project for certification.

In summary, should you wish to pursue cerification, the following will be required to be
submitted to DSA within 45 days of the date of this letter:

+« Documents listed in Section #1 above
+ FormDSA-311
» Re-opening/Re-examination fee of 300X
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Appendix G: Staff Documents
Letter Type A3 (cont.)

Superintendent James Smith AP Letter Type B — Page 2
California School District December 11, 2012

Please contact me at Your Phone Number or Your Email Address if you have any questions
or concerns.

Sincerely,

Craig Rush, S.E.
Regional Manager, San Diego
Division of the State Architect
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Appendix G: Staff Documents
Letter Type A4

January 1, 2013

AP Letter Type A4

Superintendent James Smith
California School District

123 Anytown Road

Anycity, California 91234

RE: Certification of School Construction Project, DSA Application Number 04-123456, Any
School

Dear Superintendent Smith:

In a continuing effort to assist school districts to obtain certification for their older
construction projects, the Division of the State Architect (DSA) has re-examined the
referenced project and has determined it may be possible to certify it on the basis of
Education Code (EC) Section 17315(b)/81147(b), provided that:.

1. The following documents missing from the DSA files must be submittedto and
approved/Accepted by DSA
¢« Document

¢« Document
¢« Document
« Document
« Document
e Document
« Document
¢« Document

2. Listed onthe enclosed DSA-311 form are other documents missing from the DSA
files. If these documents are missing because they have not been submitted due to
incapacitating illness, death or default of person(s) required to file the documents,
the project may be certified in accordance with EC 17313(b)/81147(b).

If applicable to the referenced project, please complete and sign the enclosed DSA-311 and
return it to the DSA within 45 days from the date of this letter. In addition, any unpaid fees
owed by the District to the D3A for this project must be paid priorto cerification. The DSA
records show unpaid fees of $ Y forthis project.

Also, as required by the EC, the DSA must recover costs incurred for this effort by charging
the district a fee of § 220X for re-opening and examining the project for certification.
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Appendix G: Staff Documents
Letter Type A4 (cont.)

Superintendent James Smith AP Letter Type A4 — Page 2
California School District January 1, 2013

In summary, should you wish to pursue certification. the following will be required for
submittal to DSA within 45 days of the date of this letter:

¢ Documents listed in section #1 above
¢ Form DSA-311

&  Fees
s Additional Projectfees $ ¥YY
+ Re-opening/Re-examination fee 5 XX

Total fees 5 RREY OV

Please contact me at (838) 674-5400 orcraig.rush@dgs ca.gov ifyou have any questions
or concems.

Sincerely,

Craig Rush, 3.E
Regional Manager, San Diego
Division of the State Architect
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LEGACY GUIDE SPREAD SHEET INSTRUCTIONS

Column Directions

A Enter the Origin ID of the office working the certification program (01, 02, 03, 04).

Enter the Origin ID of the project (01, 02, 03, 04).

Enter the application number of the file without the origin.

Enter the File ID (also may be called “file number” or “Client ID”).

Enter the date the close letter was verified as existing in the file (or if a new one had to be
created enter the date it was created or verified that it is in the file).

m O 0O @

Enter the closed letter type that was found in the file and verified as correct. This may be
F different than the initial closed letter type since the letter type may have been updated over
time (letter types are 1, 2, 3, 4, 5).

Enter the alternate process type determined to be appropriate for the attempt at certification
of the project (process types are A, B, C, D).

Enter the date the project file was ordered from the State Record Center.

Enter the date the project file was received from the State Record Center.

Enter the date the project file was returned to the State Record Center.

Enter the date the project plans were ordered from the State Record Center.

Enter the date the project plans were received from the State Record Center.

Enter the date the project plans were sent to the office scanning department for scanning and
uploading into the ADM.

If the project is relocatable buildings enter “yes”, otherwise enter “no.”

After reviewing the file and before form DSA-311 is received, enter the recommended closing
type.

Enter date letter Type A3 or A4 sent to the District. If none sent then leave blank.

Enter date letter Type Al or A2 sent to the District. If none sent then leave blank.

Enter date form DSA-311 was sent to the District. If not sent then leave blank.

Enter date form DSA-311 was received back from the District.

Enter date re-opening fee received from the District. If none required then enter “NR.”

Enter the date that it was verified that all fees have been paid.

Enter the date that the final certification type, as determined by using this legacy certification
program (it may be the same letter type as the line E or it may be different).

Enter the final certification type as determined by using this legacy certification program (it may
be the same letter type as the line F or it may be different).

S|i<|cld|lv=m|QO|D|Oo|Z|Z |r|R|~|—|T|O
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