




Certification Starts when Construction Begins

Congratulations on your Plan Approval. An approval letter will be emailed within 5 days.

Prior to Commencing Construction
· Approval Extensions: Construction of your project must commence within 1 year or the approval is subject to being voided. You may submit a request for a 1 year approval extension to the Manager of your DSA Regional Office, up to a maximum of (3) 1 year extensions.
· Cancellations: You may request DSA to cancel your project, upon which the field review portion of your fee will be refunded. Submit cancellation request to the Manager of your DSA Regional Office.
· Revisions or Addenda: Changes to the approved construction documents affecting the structural, fire life safety and accessibility components of the work must be submitted to DSA for review and approval.  Additional fees will
apply for the DSA review and approval process (see IR A-30 for additional information). The changes must be approved by DSA prior to construction associated with those changes. We recommend you allow adequate time for this process in your construction scheduling. Please submit 2 hard copies to the Regional Office. Address the submittal to the attention of the Structural Plan Reviewer who stamped out your plans.

Getting your Inspection Card (Required prior to commencing construction)
· Submit a form DSA 5 to secure DSA approval of your proposed Project Inspector. Submit by email to the email address indicated in PR 13-10, Section 4.1 for your appropriate DSA Regional Office (please see the DSA Website). This form may take 5-10 business days to process.
· Review the DSA 103 form you completed for your project for structural testing and special inspection requirements and coordinate with the school district to secure the services as required. Coordinate with the DSA approved project inspector and the laboratory of record to ensure proper scheduling of the required tests and special inspections
occurs. Doing so will help facilitate certification of your project upon construction completion.
· Submit DSA 102 IC Inspection Card request – an account will be set up in DSABox for the transmission and receipt of all construction related documentation to and from DSA.
Submit by email to the email address as indicated above. Refer to Procedure PR 13-01 for additional information,
including responsibilities for the design professional(s).

During Construction
· Review your responsibilities during construction by referring to Procedure 13-01.
· Construction Change Documents affecting the structural, life safety and accessibility components of the work must be submitted to DSA for approval. See IR A-6 for submittal procedure.

Requirements for Certification
· You may look up the specific requirements for your project through the DSA website Project Tracking tab.  Select Project Status eTracker, search by your application number and navigate to the Documents Required List. Refer to PR 13-02 for additional information.  Submit all required documents to DSABox.

ALL projects require the following forms to be filed:
· DSA 6 AE Final Verified Report – Architect/Engineer
· DSA 6 PI Final Verified Report – Project Inspector
· DSA 6 C Final Verified Report – Contractor
· DSA 168 Statement of Final Actual Project Cost (Owner) Some projects require the following additional forms:
· DSA 291 Combined Verified Report (for projects with material testing and, if applicable, special inspection requirements that are provided by the same Laboratory of Record)
· DSA 292 Special Inspection Verified Report (for project with special inspection requirements and when the special inspectors are employed directly by the school district)
· DSA 293 Geotechnical Verified Report (for projects with geotechnical-related testing or inspections)
· DSA 130 Certificate of Compliance – Approved Bleacher/Grandstand Fabricator (for projects with manufactured bleachers)
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