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 PR 13-01 
PROCEDURE: CONSTRUCTION OVERSIGHT PROCESS  
 
Division of the State Architect (DSA) documents referenced within this publication are available 
on the DSA Forms or DSA Publications webpages. 

PURPOSE: California Code of Regulations (CCR), Title 24, Part 1, Chapter 4, Article 1 
(Sections 4-211 through 4-220) and Group 1, Articles 5 and 6 (Sections 4-331 through 4-344) 
provide regulations governing the construction process for projects under the jurisdiction of the 
Division of the State Architect (DSA). 

This Procedure provides the required, prescribed method for compliance with applicable 
sections of the above regulations related to communication and documentation of the status of 
construction inspections and material testing.  

See Section 5 for information on applicability of this procedure to your existing project. 

BACKGROUND: Successful construction inspections and material testing are critical to the 
delivery of code compliant projects. Communication and documentation of these inspections 
and tests are necessary to enable involved parties to understand the status of those inspections 
and tests, so that conditions not compliant with the DSA-approved construction documents are 
identified in a timely manner and not covered up by subsequent construction activities. 

DEFINITIONS: The following definitions apply to terms used in this document: 
Architect/Engineer – An abbreviated use of the term design professional in general 
responsible charge. 
Contract – A written agreement for facility construction, alteration, repair or other construction 
activities regulated by DSA. 
Contractor – A company or individual that contracts for or is otherwise responsible for the 
construction of the project or portions of the project.  

DSA-Approved Construction Documents – Portions of plans, specifications, DSA-103: List of 
Structural Tests and Special Instructions, addenda, deferred submittals, revisions, and 
construction change documents (CCDs) duly approved by DSA that contain information related 
to and affecting structural safety, fire/life safety, and accessibility (refer to IR A-6: Construction 
Change Document Submittal and Approval Process for additional information about CCDs). 
While all portions of the construction documents may contain a DSA identification stamp, this 
stamp is not the approval. Approval by DSA is indicated by a letter to the school district. This 
letter clarifies that the approval is limited to structural safety, fire/life safety and accessibility.  

The DSA approval letter states: “Buildings constructed in accordance with approved drawings 
and specifications will meet minimum required standard given in Title 24, California Code of 
Regulations, for structural, and fire and life safety … and … certifies that the drawings and 
specifications are in compliance with State regulations for the reasonable accommodation of the 
disabled.” 

Design Professional In General Responsible Charge – The architect or engineer in general 

http://www.dgs.ca.gov/dsa/forms
http://www.dgs.ca.gov/dsa/publications
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responsible charge of the project, as listed on Line 21 or 23 of form DSA 1: Application for 
Approval of Plans and Specifications and Instructions.  

Non-Building Site Structures – Structures that are required to resist loads imposed by gravity, 
wind, seismic, earth or other external forces and are not enclosed by walls and a roof (examples 
include: shade structures not enclosed by walls, bleachers, ball walls, trash enclosures, 
dugouts, tanks, equipment, fences, retaining walls, ramps, stairs, cell towers, light poles, etc.). 

The term “Non-Building Site Structures” is used only to clarify the types of site structures that 
are relevant when issuing form DSA 152: Project Inspector Card for site work. These types of 
structures are school buildings as defined in the California Administrative Code Title 24, Part 1. 

Other Responsible Design Professionals – Architects or engineers with delegated 
responsibility for portions of the project as listed on Lines 24a, 24b, 24c or 24d of form DSA 1 
and Line 1.0 of DSA 1-MR: Application for New Manufactured Permanent Modular or 
Relocatable Buildings (when applicable), such as architects, structural engineers, mechanical 
engineers, electrical engineers and the geotechnical engineer of record. 

Permanent Modular – Permanent buildings or structures built in a fabrication plant off-site not 
intended for relocation, constructed of modular units that do not have an integral floor, and are 
mounted on a permanent foundation such as modular school buildings or elevator towers.  

Permanent buildings include enclosed structures for the purpose of housing students and 
teachers, such as classrooms, assembly buildings, administrative buildings, etc. 

Project Inspector – An inspector who is employed by the school district, certified by DSA and 
specifically approved by DSA and applicable project design professionals to provide competent, 
adequate and continuous construction inspections for the project. 

Relocatable Building – Buildings as defined in Title 24, Part 1, Section 4-314 which are built in 
a fabrication plant off-site.  

APPLICABLE DSA FORMS:  
• DSA 1 

• DSA 1-MR. 

• DSA 5-AI: Assistant Inspector Qualification and Approval. 

• DSA 5-PI: Project Inspector Qualification and Approval.  

• DSA 5-IPI: In-Plant Project Inspector Qualification and Approval. 

• DSA 5-SI: Special Inspector Qualification and Approval. 

• DSA 6-AE: Architect/Engineer Verified Report. 

• DSA 6-C: Contractor Verified Report.  

• DSA 6-PI: Project Inspector Verified Report. 

• DSA 102-IC: Construction Start Notice/Inspection Card Request. 

• DSA-103 

• DSA 108: Change in Delegation of Responsibility. 

• DSA 109: Transfer of Responsibility: Geotechnical Engineer. 

http://www.documents.dgs.ca.gov/dsa/forms/DSA_103-13.xls
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• DSA 119: Project Inspector Performance Review. 

• DSA 130: Certificate of Compliance–Accepted Folding and Telescopic Seating 
Fabricator. 

• DSA 135: Field Trip Note (internal form). 

• DSA 151: Project Inspector Notifications.  

• DSA 152 

• DSA 152-IPI: In-Plant Inspector Inspection Card/Verified Report. 

• DSA 153: Inspection Card Building Identifier (internal form). 

• DSA 154: Notice of Deviations / Resolution of Deviations. 

• DSA 155: Project Inspector Semi-Monthly Report. 

• DSA 156: Commencement/Completion of Work Notification. 

• DSA 168: Statement of Final Actual Project Cost. 

• DSA 180: Project Inspector Performance Record. 

• DSA 211: Attachment for Additional Comments/Information. 

• DSA 291: Laboratory of Record Verified Report. 

• DSA 292: Special Inspectors Employed Directly by the District Verified Report. 

• DSA 293: Geotechnical Verified Report. 

REQUIREMENTS FOR REPORTING STATUS OF COMPLIANT CONSTRUCTION: For every 
project there shall be a project inspector who shall have personal knowledge as defined in Title 
24, Part 1, Section 4-336(a) of all work on the project.  

All construction is required to be completed in compliance with the project construction 
documents. The construction documents are required to be in compliance with the California 
Building Codes in effect at the time the original plans and specifications are submitted to DSA. 
DSA reviews and approves the submitted plans, specifications and other construction 
documents for compliance with codes regulating structural safety, fire/life safety and 
accessibility. Other portions of the plans that do not contain content about or that affect 
structural safety, fire/life safety and accessibility are not reviewed by DSA and the responsibility 
for determining code compliance of those portions is the sole responsibility of the design 
professionals.  

In order to distinguish between the portions of the plans that DSA reviews and approves and 
other portions of the plans, the term DSA-approved construction documents is used for the 
portions of the plans that are duly approved by DSA, contain information related to and affecting 
structural safety, fire/life safety, and accessibility. However, all work shown in the project 
construction documents must be inspected by the project inspector.  

The California Administrative Code Section 4-333(b)3 specifically states that “no work shall be 
carried on except under the inspection of an inspector approved by DSA.” All construction is 
required to be completed in compliance with the project construction documents which include 
both the “DSA-approved construction documents” portions and the portions containing all the 
other work. 
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The California Administrative Code requires the project inspector to make certain reports 
pertaining to the status of construction compliance. To fulfill this requirement, the project 
inspector shall use the following:  

• DSA 151  

• DSA 152 

• DSA 152-IPI  

• DSA 154 

• DSA 155 

• DSA 6-PI 

• Project Inspector Job File. 
1. REQUIREMENTS FOR USE OF PROJECT INSPECTION CARD (FORMS DSA 152 
AND DSA 152-IPI): The Project Inspection Card (form DSA 152) is considered to be an interim 
verified report by the project inspector. The DSA 152-IPI is considered to be the final verified 
report for the in-plant fabrication of permanent modular or relocatable buildings (see Section 
1.7). The project inspector signs off the applicable blocks and sections on the form as the work 
progresses. The project inspector is required to complete the form in compliance with this 
procedure document and reference the Instructional Notes on the second page of form DSA 
152 and the DSA 152 Manual – A Guide for Completing the Project Inspector Card (DSA 152 
Manual). When signing off the blocks and sections of the form, the project inspector is verifying 
all of the following: 

• Identified areas are determined to be in compliance with the DSA-approved 
construction documents. 

• Required structural/material and fire/life safety testing and inspections are complete.  

• Required documentation has been received by the project inspector. 
Note: For small/fast projects, interim verified reports from the design professionals, geotechnical 
engineer, Laboratory of Record, and special inspectors are not mandatory if the requirements 
listed in DSA Policy PL 14-01: Inspection Card Use for Small/Fast Projects are met prior to 
commencing construction.  
1.1 Request for issuance of forms DSA 152 and DSA 152-IPI: Form DSA 102-IC: 

Construction Start Notice/Inspection Card Request is used to request the issuance of 
Project Inspection Cards. After project approval, a DSA 5-PI, DSA 5-IPI (when 
applicable) must be submitted to and approved by DSA prior to the DSA 102-IC 
submission. Under circumstances agreed to by DSA prior to project approval, the DSA 
5-PI, DSA 5-IPI (when applicable) and DSA 102-IC may be submitted simultaneously 
and DSA will attempt to expedite the issuance of the DSA 152 and DSA 152-IPI. Once 
the DSA 5-PI, DSA 5-IPI (when applicable) is approved, DSA (Document Controller) will 
fill in the “DSA 5-PI Approval Date” (or, when applicable, “DSA 5-IPI Approval Date”) in 
Section 3 of the DSA 102-IC and upload it to DSAbox. The request is electronically 
submitted to DSA (See Section 4 of this procedure for information on electronic 
submittal) and consists of providing the following required information: 
• Identifying the DSA-approved project inspector.  

• Contractor firm name and delivery method.  

• Specified construction contract information. 
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• Project scope (DSA will use this information to determine the quantity of inspection 
cards needed for the project).  

• Contact information for electronic communication by listing project collaborators. 
1.2 Issuance of form DSA 152 and DSA 152-IPI: Project Inspection Cards (DSA 152 and 

DSA 152-IPI) are issued electronically by upload to DSAbox by DSA per Section 1.16 of 
this procedure.  

1.3 Quantity of DSA 152 and DSA 152-IPI forms required for projects: The number of 
Project Inspection Cards issued varies by project type. In general, though there are 
exceptions for siting or relocation of permanent modular or relocatable buildings 
(discussed later) and small scope projects of a certain type (described later), one Project 
Inspection Card (form DSA 152) is required for each separate building and one for the 
site work (which includes non-building site structures). The number of Project Inspection 
Cards and building identifiers should match the information specified in form DSA 153: 
Inspection Card Building Identifier, which is completed by DSA plan review staff during 
the back check and provided to the design professional upon project plan approval. 
For in-plant construction of permanent modular or relocatable buildings, one Project 
Inspection Card (DSA 152-IPI) is required for each separate building. 
For the siting or relocation of permanent modular or relocatable buildings 2,160 square 
feet or less, only one Project Inspection Card (DSA 152) is required encompassing all 
the buildings, and one Project Inspection Card (DSA 152) is required for the site work 
(which includes non-building site structures).  
The following small scope type projects require only one Project Inspection Card for all 
buildings on a campus rather than one Project Inspection Card per building:  
• Fire Alarm Only Projects. 
• Hardware Replacement Only Projects. 
• Security Camera Only Projects. 
• Low Voltage (Communication) Only Projects. 
The following is not an exhaustive list of possibilities, but examples of the various project 
types and the resulting quantity of DSA 152 and DSA 152-IPI forms (Note: unless 
specified otherwise, all references to forms in the examples are to DSA 152 forms): 

1.3.1  Project scope is site work only (includes non-building site structures, if any):  
• One form is required. 

1.3.2  Project scope is new buildings: 
• One form for the site work (includes non-building site structures, if any).  
• One form for each separate new building.  
Example: Construction of three new buildings requires a total of four forms. 

1.3.3 Project scope is alterations/additions to existing buildings: 
• One form for the site work (includes non-building site structures, if any). 

• One form for each separate existing building being altered or changed.  
Example: Alterations to two existing buildings requires a total of three forms. 

  

https://dsabox.app.box.com/login
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1.3.4 Project scope is alterations to existing buildings and no site work is required 

(such as mechanical/electrical only projects): 
• One form for each separate existing building being altered or changed.  
Example: Alterations to two existing buildings requires a total of two forms. 

1.3.5  Project scope is new buildings and alterations/additions to existing buildings: 
• One form for the site work (includes non-building site structures, if any). 

• One form for each separate new building. 

• One form for each separate existing building being altered or changed.  
Example: Construction of three new buildings and alterations to two existing 
buildings requires a total of six forms. 

1.3.6 Project scope is placing existing relocatable buildings (max. 2160 square feet) 
on a site: 

• One form for the site work (includes non-building site structures, if any). 

• One form encompassing all of the relocatable buildings being placed on the 
site.  

Example: Placing of three existing relocatable buildings on a site requires a total 
of two forms. 

1.3.7 Project scope is constructing new permanent modular or relocatable buildings 
(max. 2160 square feet) and placing them on a site: 

• One DSA 152-IPI form for each separate building for the in-plant 
construction. 

• One form for the site work (includes non-building site structures, if any). 
• One form encompassing all of the permanent modular or relocatable 

buildings being placed on the site.  
Example: Construction and placing of two new permanent modular or 
relocatable buildings requires a total of four forms: two DSA 152 forms and two 
DSA 152-IPI forms. 

1.3.8 Project scope is constructing new relocatable buildings for stockpile: 
• One DSA 152-IPI form for each separate building for the in-plant.  
Example:  Construction of three new relocatable buildings for stockpile requires 
a total of three DSA 152-IPI forms. 

1.4 Project Inspection Card numbers: Project Inspection Card numbers are issued by 
DSA staff. For each project, the issued inspection card numbers will be consecutive 
starting with the number 01 (01, 02, 03….) for all buildings. The Project Inspection Card 
number for site work (includes non-building site structures) will be “#SW.” Inspection 
card numbers for in-plant construction of permanent modular or relocatable buildings will 
use form DSA 152-IPI and be consecutive starting with the number 01, followed by the 
letters “IP” (01IP, 02IP, 03IP, etc.). Projects having the small scope defined in Section 
1.3 on the inspection card under “Building Number” will indicate “All __ Buildings” with 
the number of buildings inserted in the blank. 
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1.5 Project posting of forms DSA 152 and DSA 152-IPI: The project inspector and in-
plant inspector shall post the forms in his/her job file and shall electronically post the 
forms (See Section 4 for information on electronic submittal/posting). The information in 
the forms shall always be current. Each time the form is updated, a new electronic 
posting is required such that the electronically posted form is always kept current. In 
addition, the project inspector shall:  
• Immediately, upon request, make the form available for review by any parties 

involved in the construction.  
• Include a current copy of the forms (DSA 152) any time he/she submits a Verified 

Report (form DSA 6-PI). 
• Upon request, provide a current copy of the forms to DSA, the school district/state 

agency, or the design professional in general responsible charge.  
1.6 Project inspector termination and transfer of the form DSA 152 and DSA 152-IPI:  

If the project inspector or in-plant inspector is, for any reason, terminated prior to the 
completion of the project, then he/she must personally provide the original DSA 152 and 
DSA 152-IPI forms to the assuming DSA-approved project inspector or in-plant 
inspector, respectively, or to DSA and provide a copy to the school district. Use form 
DSA 211 to identify status of inspections completed up to the termination date if the 
space in the DSA 6-PI or DSA 152-IPI is insufficient to note such. Forms located in 
DSAbox that are current at the time of termination satisfy these requirements. 

1.7 Permanent Modular and Relocatable buildings: The design professional in 
responsible charge shall delegate the responsibility for design and preparation of plans 
and specifications, observation of in-plant manufacturing, and on-site placement of the 
permanent modular or relocatable buildings. The individual delegated such responsibility 
may sub-delegate the responsibility for observation of in-plant and/or on-site 
construction as indicated on form DSA 1-MR. 

1.7.1  In-Plant Construction: In-plant inspectors shall use the DSA 152-IPI as described 
in Section 1.5. Unlike the DSA 152, interim verified reports from the design 
professionals are not required for the in-plant inspector to sign off the DSA 152-IPI. 
However, the in-plant project inspector and the design professional delegated or sub-
delegated the responsibility for observation of in-plant construction shall sign in the 
appropriate location on the DSA 152-IPI prior to the permanent modular or 
relocatable building leaving the plant. A stop work order may apply if this is not done 
(see IR A-13: Stop Work and Order to Comply for additional information). 
Building modules may be shipped to the project site in phases prior to construction of 
all modules of a building. For each phase, the DSA 152-IPI shall list the serial 
numbers of the modules constructed, be signed by the delegated design 
professional, and be attached to those modules being shipped. The final DSA 152-
IPI shall denote that all modules have been constructed, be affixed to the last module 
being shipped to the site, and be uploaded to the DSAbox by the in-plant inspector. 
The site inspector shall verify receipt of the final DSA 152-IPI prior to installation of 
the last module. 
If the in-plant inspector does not perform welding special inspection, the Laboratory 
of Record or independently hired welding special inspector shall provide verified 
reports, either form DSA 291: Laboratory of Record Verified Report or DSA 292: 
Special Inspectors Employed Directly by the District Verified Report depending on 
the welding special inspector’s employment relationship with the Laboratory of 
Record (see Section 1.10 and 1.11 for additional information). In this situation, 
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verified reports for testing of materials and special inspection of the welding are 
required for the in-plant inspector to complete the appropriate block on the DSA 152-
IPI. These verified reports shall be submitted electronically to DSA as described in 
Section 4.  

1.7.2  Transfer of forms: For construction of new permanent modular or relocatable 
buildings for a specific project (not stockpile), the DSA 152-IPI, DSA 291, and DSA 
292 (when applicable) for the superstructure must be attached to the inside of the 
building either performed by or attachment verified by the in-plant project inspector 
prior to the permanent modular or relocatable building leaving the plant. The on-site 
project inspector must verify these forms are present when the buildings are 
delivered to the site.  
For the first-time installation of permanent modular or relocatable buildings, the 
design professional delegated or sub-delegated the responsibility for on-site 
construction observation shall complete a DSA 6-AE at applicable times defined in 
this procedure and submit it to DSA and the on-site project inspector. 

1.8 Duties of the project inspector and in-plant inspector related to the use of forms 
DSA 152 and DSA 152-IPI, respectively, are as follows: 
Note: For in-plant construction, the in-plant inspector shall follow the duties described 
below for project inspectors and substitute form DSA 152-IPI for form DSA 152. 
• Act under the direction of the architect/engineer. 

• Ensure the project is issued the correct quantity of Project Inspection Cards (form 
DSA 152). The project inspector is required to be in possession of the form(s) DSA 
152 prior to commencement of construction. Title 24, Part 1, Section 4-342(b).5.A 
requires the project inspector to notify DSA when construction work on the project is 
started. Entering the “Card Start Date” on the form DSA 152 and submitting the form 
DSA 151 are required for compliance with that code section. Lack of compliance may 
cause DSA to issue a “Stop Work Order” on the project (see IR A-13 for additional 
information).  

• Obtain a copy of the DSA-approved construction documents from the design 
professional in general responsible charge prior to the commencement of 
construction.  

• Obtain a copy of the DSA-approved List of Required Structural Tests and Special 
Inspections (form DSA-103) from the design professional in general responsible 
charge (or DSAbox, when the electronic back check process is used per DSA 
Procedure PR 16-01: Electronic Back Check for Plan Review Projects) prior to the 
commencement of construction.  

• Meet with the school district, design professionals, and contractor as needed to 
mutually communicate and understand the structural/material and fire/life safety 
testing and inspection program, and the methods of communication appropriate for 
the project.  

• Meet with the Laboratory of Record and any independently contracted special 
inspectors and technicians to mutually communicate and understand the 
structural/material and fire/life safety testing and inspection program, and the 
methods of communication appropriate for the project. In cooperation with the 
Laboratory of Record, develop a schedule of required structural/material and fire/life-
safety tests and special inspections based on the construction schedule.  
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• Immediately notify the DSA Regional Office with construction oversight authority for 
the project, by phone and electronically by using form DSA 154, if construction 
commences without DSA 152 forms in the possession of the project inspector (see 
Section 4 for information on electronic submittal).  

o For permanent modular or relocatable buildings, the school site project 
inspector must receive a properly completed DSA 152-IPI prior to such 
buildings being placed in their final location. 

• Provide personal, competent, adequate and continuous construction inspections of 
all aspects of the construction work. 

• Monitor the work of the Laboratory of Record and Special Inspectors to ensure the 
testing and special inspection program is satisfactorily completed.  

• Use the information found in the DSA 152 Manual to ensure necessary tests and 
inspections are completed and that necessary documents are in the job file prior to 
approving (signing off) each applicable block and section of each form DSA 152. 
Make requests to appropriate individuals for interim verified reports when such 
reports are required.  

• Sign off applicable blocks and sections of the DSA 152 forms when: 
o The completed work is in compliance with the DSA-approved construction 

documents. 
o All necessary structural/material and fire/life safety testing and inspections 

are complete. 
o Any deviations from the DSA-approved construction documents are resolved. 
o Any DSA Field Trip Notes issues are resolved. 
o All necessary documents are received by the project inspector.  

If any block or section is not applicable to the construction the inspector shall enter 
“NA” for the date and provide initials.  
Until the project inspector has signed off applicable blocks and sections of the form 
DSA 152, the contractor may be prohibited from proceeding with subsequent 
construction activities that cover up the unapproved work. Any subsequent 
construction activities that cover up the unapproved work will be subject to a “Stop 
Work Order” from DSA or the school district (see IR A-13 for additional information), 
and are subject to removal and remediation if found to be in noncompliance with the 
DSA-approved construction documents (see Section 1.17 for information about 
incremental work).  

• Immediately notify the DSA Regional Office with construction oversight authority for 
the project, by phone and electronically, if applicable blocks/sections of form DSA 
152 have not been signed off and the contractor proceeds with subsequent 
construction activities that cover up the unapproved work. For electronic notifications, 
use form DSA 151 (see Section 1.17 for information about incremental work).  

EXCEPTION: Projects with concrete cast-in-place deep foundations may have 
construction occurring in multiple blocks and sections prior to sign-off due to the 
nature of soil inspections for such. For example, verification of concrete or grout 
volumes to ensure no significant soil caving has occurred is part of the 
geotechnical engineer’s soil inspections for these types of foundations. In such 
cases, the project inspector does NOT need to notify the DSA Regional Office 
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with construction oversight authority for the project that the contractor is 
proceeding with activities that cover up unapproved work, provided the following:  
o The geotechnical engineer is on-site during boring/drilling and concrete 

placement. 
o The geotechnical engineer has not identified any other soil issues specifically 

associated with the deep foundation hole or surrounding area which could 
impact the structural stability of the hole or foundation.  

• If the project inspector is, for any reason, terminated prior to the completion of the 
project, refer to Section 1.6. 

1.9 Duties of the Laboratory of Record related to the use of form DSA 152 and DSA 
152-IPI are as follows: 
• Meet with the project inspector, in-plant inspector (when applicable), design 

professionals, and the contractor as needed to mutually communicate and 
understand the structural/material and fire/life safety testing and inspection program, 
and the methods of communication appropriate for the project. 

• Obtain a copy of the DSA-approved construction documents from the design 
professional in general responsible charge prior to the commencement of 
construction. 

• Obtain a copy of the DSA-approved List of Required Structural Tests and Special 
Inspections (form DSA-103) from the design professional in general responsible 
charge prior to the commencement of construction. 

• Report all project-related activities to the project inspector. The project inspector is 
responsible for monitoring the work of the Laboratory of Record and special 
inspectors to ensure the testing and special inspection program is satisfactorily 
completed. Coordinate with the project inspector to develop a schedule, based on 
the construction schedule, to complete the testing and special inspection program.  

• Provide material testing as identified in the DSA-approved construction documents.  

• Submit test reports to the project inspector within one work day of the day the tests 
were performed for any tests performed on-site.  

• Submit material test reports in a timely manner such that construction is not delayed 
and not to exceed seven calendar days from the date the material tests were 
performed. Test reports are to be submitted to the project inspector, architect, 
structural engineer, and the school district and, when requested, to DSA. As a 
convenience, and if agreed upon by involved parties, the test reports may be 
submitted electronically as identified in Section 4 of this procedure. 

• Immediately submit reports of material tests not conforming to the requirements of 
the DSA-approved construction documents. These reports shall be submitted to 
DSA, the architect, structural engineer, project inspector and the school district.  

• The engineering manager shall submit an interim Laboratory of Record Verified 
Report (form DSA 291) and the geotechnical engineer shall submit an interim 
Geotechnical Verified Report (form DSA 293) as prescribed in Section 4.  
The reports are required to be submitted when any of the following events occur: 

o Within 14 days of the completion of the material testing/special inspection 
program. 
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o Work on the project is suspended for a period of more than one month.  
o The services of the Laboratory of Record are terminated for any reason prior 

to completion of the project.  
o DSA requests a verified report. (See interim verified reports below. This is a 

“DSA request.”) 
• The engineering manager shall submit an interim verified report (form DSA 291) and 

the geotechnical engineer shall submit form DSA 293 as prescribed in Section 4 for 
each of the applicable sections of the form DSA 152, prior to the project inspector 
signing off that section of the project inspection card, if that section required material 
testing. (Interim verified reports are not required for the DSA 152-IPI unless the 
Laboratory of Record employs welding special inspectors for in-plant special 
inspection; see Section 1.7 for verified report requirements.) The sections are: 

1.  Initial Site Work and Foundation Prep. 
2.  Vertical and Horizontal Framing.  
3.  Appurtenances. 
4.  Finish Site Work and Other Work. 

1.10 Duties of Special Inspectors, employed by the Laboratory of Record, related to the 
use of form DSA 152 and DSA 152-IPI are as follows:  
• Meet with the project inspector, design professionals, and the contractor as needed 

to mutually communicate and understand the structural/material and fire/life safety 
testing and inspection program, and the methods of communication appropriate for 
the project.  

• Report all project-related activities to the project inspector. The project inspector is 
responsible for monitoring the work of the Laboratory of Record and special 
inspectors to ensure the testing and special inspection program is satisfactorily 
completed. 

• Perform work under the supervision of the engineering manager for the Laboratory of 
Record. 

• Perform inspections in conformance with the DSA-approved construction documents, 
applicable codes and code reference standards. 

• Prepare detailed daily inspection reports outlining the work inspected and provide the 
project inspector a copy of the reports within one day of the day the inspections were 
performed. 

• Immediately submit reports of materials or work not conforming to the requirements 
of the DSA-approved construction documents. These reports shall be submitted to 
DSA, the architect, structural engineer, project inspector and the school district. 

• Submit daily special inspection reports in a timely manner such that construction is 
not delayed and not to exceed seven days from the date the special inspections 
were performed. The reports are to be submitted to the architect, structural engineer, 
and the school district. As a convenience, and if agreed upon by involved parties, the 
special inspection reports may be submitted electronically as identified in Section 4 
of this procedure. 

• The engineering manager for the Laboratory of Record shall submit verified report 
form DSA 291 as prescribed in Section 4. Unlike special inspectors independently 
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contracting directly with the school district, the verified report form DSA 292 is not 
required since the form DSA 291 covers special inspections made by laboratory 
employed special inspectors. 
The reports are required to be submitted upon any of the following events occurring: 

o Within 14 days of the completion of the special inspection work. 
o Work on the project is suspended for a period of more than one month.  
o The services of the special inspector are terminated for any reason prior to 

completion of the project.  
o DSA requests a verified report (see interim verified reports below; this is a 

DSA request). 
• The engineering manager for the Laboratory of Record shall submit an interim 

verified report (form DSA 291) as prescribed in Section 4 for each of the applicable 
sections of the form DSA 152, prior to signing off that section of the Project 
Inspection Card, if that section required special inspections. (Interim verified reports 
are not required for the DSA 152-IPI unless another special inspector, employed by 
the Laboratory of Record or independently and directly with the school board, 
performs welding special inspection; see Section 1.7 for verified report 
requirements). The sections are: 

1. Initial Site Work and Foundation Prep. 
2. Vertical and Horizontal Framing.  
3. Appurtenances. 
4. Finish Site Work and Other Work. 

1.11 Duties of Special Inspectors, not employed by the Laboratory of Record, related to 
the use of form DSA 152 and DSA 152-IPI are as follows: 
• Meet with the project inspector, Laboratory of Record, the design professionals, and 

the contractors as needed to mutually communicate and understand the 
structural/material and fire/life safety testing and inspection program, and the 
methods of communication appropriate for the project. 

• Obtain a copy of the DSA-approved construction documents from the design 
professional in general responsible charge prior to the commencement of 
construction. 

• Obtain a copy of the DSA-approved List of Required Structural Tests and Special 
Inspections (form DSA-103) from the design professional in general responsible 
charge prior to the commencement of construction. 

• Report all project-related activities to the project inspector. The project inspector is 
responsible for monitoring the work of the Laboratory of Record and special 
inspectors to ensure the testing and special inspection program is satisfactorily 
completed. 

• Perform work under the direction of the design professional in general responsible 
charge, as defined in Section 4-335(f)1B of the 2013 and 2016 California 
Administrative Code (Title 24, Part 1).  

• Perform inspections in conformance with the DSA-approved construction documents, 
applicable codes and code reference standards. 
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• Prepare detailed daily inspection reports outlining the work inspected and provide the 
project inspector a copy of the reports within one day of the day the inspections were 
performed. 

• Immediately submit reports of materials or work not conforming to the requirements 
of the DSA-approved construction documents. These reports shall be submitted to 
DSA, the architect, structural engineer, project inspector and the school district.  

• Submit daily special inspection reports in a timely manner such that construction is 
not delayed and not to exceed seven days from the date the special inspections 
were performed. The reports are to be submitted to the project inspector, architect, 
structural engineer, and the school district and, when requested, to DSA. As a 
convenience, and if agreed upon by involved parties, the special inspection reports 
may be submitted electronically as identified in Section 4 of this procedure.  

• Submit form DSA 292: Special Inspectors Employed Directly by the District Verified 
Report as prescribed in Section 4. 
The reports are required to be submitted upon any of the following events occurring: 

o Within 14 days of the completion of the special inspection work. 
o Work on the project is suspended for a period of more than one month.  
o The services of the special inspector are terminated for any reason prior to 

completion of the project.  
o DSA requests a verified report (see interim verified reports below; this is a 

“DSA request”). 
• Special inspectors who contract directly with the school district are to submit an 

interim Special Inspectors Employed Directly by the District Verified Report (form 
DSA 292) as prescribed in Section 4 for each of the applicable sections of the form 
DSA 152, prior to the project inspector signing off that section of the Project 
Inspection Card, if that section required special inspections. (Interim verified reports 
are not required for the DSA 152-IPI unless the independent special inspector 
performs welding special inspection; see Section 1.7 for verified report 
requirements). The sections are: 

1. Initial Site Work and Foundation Prep. 
2. Vertical and Horizontal Framing.  
3. Appurtenances. 
4. Finish Site Work and Other Work. 

1.12 Duties of the Architect/Engineer related to the use of forms DSA 152 and DSA 152-
IPI are as follows: 
• Responsible to the school board and to DSA to see that the completed work 

conforms in every material respect to the DSA-approved construction documents. 
• Ensure the project inspector, in-plant inspector (when applicable), and independently 

contracting special inspector(s) (i.e., not employed by the Laboratory of Record) are 
approved by DSA for the project by submitting form DSA 5-PI, DSA 5-IPI (when 
applicable) and DSA 5-SI (for independently contracting special inspector(s)) to and 
obtaining approval from DSA prior to the start of construction, and prior to requesting 
issuance of form DSA 152 or DSA 152-IPI.  

• Provide a copy of all the DSA-approved construction documents to the project 
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inspector, in-plant inspector (when applicable), Laboratory of Record and special 
inspector(s) independently contracting directly with the school district prior to the 
commencement of construction. 

• Provide a copy of the DSA-approved List of Required Structural Tests and Special 
Inspections (form DSA-103) to the project inspector, in-plant inspector (when 
applicable), Laboratory of Record and special inspector(s) independently contracting 
directly with the school district prior to the commencement of construction. Upload a 
copy of the approved List of Required Structural Tests and Special Inspections (form 
DSA-103) to the applicable A/E folder in DSAbox in accordance with Section 4 of this 
procedure. 

• Provide general direction of the work of the project inspector and in-plant inspector 
(when applicable). 

• Issue specific instructions to the testing facility and the special inspectors prior to 
start of construction. 

• Direct and monitor the work of special inspectors who are not provided by the 
Laboratory of Record, as defined in Section 4-335(f)1B of the 2013 and 2016 
California Administrative Code (Title 24, Part 1).  

• Notify DSA as to the disposition of materials noted on laboratory testing, and/or 
special inspection reports as not conforming to the DSA-approved construction 
documents. Facilitate resolution of deviation notices as needed in association with 
such non-conforming aspects. 

• Respond to DSA Field Trip Notes (form DSA 135 or comparable) as necessary, 
especially those items identified with a time frame for response in order to avoid 
potential covering up of deviated work and/or a stop work order. 

• Provide observation of the construction. All architects and engineers having 
responsibility for observation of the work as listed on the Application for Approval of 
Plans and Specifications (form DSA 1 and DSA 1-MR, when applicable), shall 
maintain such personal contact with the project as is necessary to assure 
themselves of compliance, in every material respect, with the DSA-approved 
construction documents. Personal contact shall include visits to the project site by 
the architect or engineer or their qualified representative to observe the construction. 

• Administer CCDs as prescribed in IR A-6. 
• The architect or engineer, as identified above, is required to submit Architect/ 

Engineer Verified Reports (form DSA 6-AE or, when applicable, sign the DSA 152-
IPI for construction of permanent modular or relocatable buildings) as prescribed in 
Section 4. 
The reports are required to be submitted when any of the following events occur:  

o The project is substantially complete. DSA considers the project to be 
complete when the construction is sufficiently complete in accordance with 
the DSA-approved construction documents so that the owner can occupy or 
utilize the project.  

o Work on the project is suspended for a period of more than one month.  
o The services of the architect or engineer are terminated for any reason prior 

to completion of the project.  
o DSA requests a verified report (see interim verified reports below; this is a 

http://www.dgs.ca.gov/dsa/Resources/IRManual.aspx#admin
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DSA request). 
• The architect or engineer shall submit an interim Architect/Engineer Verified Report 

(form DSA 6-AE) as prescribed in Section 4 for each of the applicable sections of the 
form DSA 152 prior to the project inspector signing off that section of the project 
inspection card. (Interim verified reports are not required for the DSA 152-IPI; see 
Section 1.7 for verified report requirements). The sections are:  

1. Initial Site Work and Foundation Prep. 
2. Vertical and Horizontal Framing.  
3. Appurtenances. 
4. Finish Site Work and Other Work. 

1.13 Duties of the design professionals delegated responsibility related to the use of 
forms DSA 152 and DSA 152-IPI are as follows: 
• Responsible to the school board and to DSA to see that the completed work for 

which they are delegated responsibility conforms in every material respect to the 
DSA-approved construction documents. 

• For the architect or engineer delegated responsibility for observation of fabrication of 
modular or relocatable buildings in Section 1.0 or, when sub-delegated, Section 1.1 
of the DSA 1-MR, ensure the in-plant inspector and independently contracting 
special inspector(s) (i.e., not employed by the Laboratory of Record) are approved by 
DSA for the project by submitting form DSA 5-IPI and DSA 5-SI (for independently 
contracting special inspector[s]) to and obtaining approval from DSA prior to the start 
of construction, and prior to requesting issuance of form DSA 152-IPI.  

• Provide observation of the construction. All architects and engineers having 
delegated responsibility are also responsible for observations of the applicable 
portions of the work as delegated on the Application for Approval of Plans and 
Specifications (form DSA 1 and, when applicable, DSA 1-MR) (if there are any 
changes to such delegated individuals after project approval, use form DSA 108 to 
indicate such changes). As such, they shall maintain such personal contact with the 
project as is necessary to assure themselves of compliance, in every material 
respect, with the DSA-approved construction documents. Personal contact shall 
include visits to the project site by the architect or engineer or their qualified 
representative to observe the construction. The geotechnical engineer is included in 
this required duty for scope related to geotechnical engineering. 

• For the architect or engineer delegated responsibility for observation of in-plant 
construction of permanent modular or relocatable buildings, the term “personal 
contact” shall mean periodic visits to manufacturing plants of reasonable frequency 
to provide general observation and verify quality assurance of construction practices, 
and project-specific knowledge obtained from the reporting of inspectors and special 
inspectors on the progress of the work, testing of materials, inspection, and 
superintendence of the work in accordance with the DSA-approved construction 
documents. Reports may include photos and digital images. The exercise of 
reasonable diligence to obtain the facts is required.  

• Submit an Architect/Engineer Verified Report (form DSA 6-AE or, when applicable, 
sign the DSA 152-IPI for construction observation of permanent modular or 
relocatable buildings; see Section 1.7 for additional information) as prescribed in 
Section 4.  
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 The reports are required to be submitted upon any of the following events occurring: 
o The project is substantially complete. DSA considers the project to be 

complete when the construction is sufficiently complete in accordance with 
the DSA-approved construction documents so that the owner can occupy or 
utilize the project. 

o Work on the project is suspended for a period of more than one month.  
o The services of the architect or engineer are terminated for any reason prior 

to completion of the project.  
o DSA requests a verified report (see interim verified reports below; this is a 

“DSA request”). 
• The Design Professional in General Responsible Charge shall submit an Interim 

Architect/Engineer Verified Report (form DSA 6-AE), signed by all architects and 
engineers having delegated responsibility for construction observation as prescribed 
in Section 4. Such a report is required for each of the sections of the form DSA 152 
applicable to the areas of delegated responsibility, prior to the project inspector 
signing that section off on the project inspection card. (Interim verified reports are not 
required for the DSA 152-IPI; see Section 1.7 for verified report requirements). The 
sections are: 

1. Initial Site Work and Foundation Prep. 
2. Vertical and Horizontal Framing.  
3. Appurtenances. 
4. Finish Site Work and Other Work. 

1.14 Duties of contractor related to the use of forms DSA 152 and DSA 152-IPI are as 
follows:  
• The contractor shall carefully study the DSA-approved documents and shall plan a 

schedule of operations well ahead of time. 
• If at any time it is discovered that work is being done which is not in accordance with 

the DSA-approved construction documents, the contractor shall correct the work 
immediately. 

• Verify that DSA 152 and, when applicable, DSA 152-IPI forms were issued for the 
project prior to the commencement of construction.  

• Meet with the design team, the Laboratory of Record and the project inspector to 
mutually communicate and understand the structural/material and fire/life safety 
testing and inspection program, and the methods of communication appropriate for 
the project. 

• Notify the project inspector and, when applicable, in-plant inspector, in writing, of the 
commencement of construction of each and every aspect of the work at least 48 
hours in advance by submitting Commencement/Completion of Work Notification 
(form DSA 156), or other agreed-upon written documents, to the project inspector. 

• Notify the project inspector and, when applicable, the in-plant inspector, of the 
completion of construction of each and every aspect of the work by submitting form 
DSA 156 (or other agreed-upon written documents) to the project inspector.  

• Consider the relationship of the signed-off blocks and sections of the form DSA 152 
and the commencement of subsequent work. Until the project inspector has signed 
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off applicable blocks and sections of the form DSA 152, the contractor may be 
prohibited from proceeding with subsequent construction activities that cover up the 
unapproved work. Any subsequent construction activities that cover up the 
unapproved work will be subject to a “Stop Work Order” from DSA or the school 
district (see IR A-13 for additional information), and are subject to removal and 
remediation if found to be in noncompliance with the DSA-approved construction 
documents. 

• Submit the final verified report. All prime contractors are required to submit final 
Contractor Verified Reports (form DSA 6-C) as prescribed in Section 4. 
The reports are required to be submitted upon any of the following events occurring: 

o The project is substantially complete. DSA considers the project to be 
complete when the construction is sufficiently complete in accordance with 
the DSA-approved construction documents so that the owner can occupy or 
utilize the project. 

o Work on the project is suspended for a period of more than one month.  
o The services of the contractor are terminated for any reason prior to the 

completion of the project.  
o DSA requests a verified report.  

1.15 Duties of the school district related to the use of forms DSA 152 and DSA 152-IPI 
are as follows: 
• Provide for competent, adequate and continuous construction inspections and 

material testing for the project by employing an appropriate DSA certified and 
approved project inspector, in-plant inspector (when applicable), and Laboratory of 
Record. 

• Contractually provide for and ensure that the design team is fulfilling their code 
required duty to observe the construction by making periodic visits of reasonable 
frequency. All architects and engineers having responsibility for observation of the 
work as listed on the Application for Approval of Plans and Specifications (form DSA 
1 and, when applicable, DSA 1-MR), shall maintain such personal contact with the 
project as is necessary to assure themselves of compliance, in every material 
respect, with the DSA-approved construction documents. Personal contact shall 
include visits to the project site by the architects and engineers or their qualified 
representatives to observe the construction. For permanent modular or relocatable 
buildings, the architect or engineer delegated responsibility for observation of in-plant 
construction, personal contact shall mean visits to manufacturing plants of sufficient 
frequency to provide quality assurance of construction and in-plant structural/material 
and fire/life safety testing and inspection in accordance with the DSA-approved 
construction documents.  

• Ensure that the project inspector and independently contracting special inspector(s) 
(i.e., not employed by the Laboratory of Record) are approved by DSA for the project 
by submitting form DSA 5-PI (DSA 5-AI for assistant inspectors; DSA 5-IPI for in-
plant inspectors) and DSA 5-SI to and obtaining approval from DSA prior to the start 
of construction and prior to requesting issuance of project inspection cards (DSA 152 
and, when applicable, DSA 152-IPI forms).  

• Ensure the Laboratory of Record is DSA-accepted and employed by the school 
district prior to the start of construction and prior to requesting issuance of project 
inspection cards (DSA 152 and, when applicable, DSA 152-IPI forms). 
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• Ensure that the Project Inspection Cards (DSA 152 and, when applicable, DSA 152-
IPI forms) are issued prior to commencement of construction. 

• Submit Statement of Final Actual Project Cost (form DSA 168) to DSA when the 
project is substantially complete. 

1.16 Duties of DSA related to the use of forms DSA 152 and DSA 152-IPI are as follows: 
• Evaluate the submitted form DSA 5-PI, DSA 5-IPI (when applicable), DSA 5-AI, 

and/or DSA 5-SI (when applicable) to determine if the proposed project inspector 
and, when applicable, the in-plant inspector are qualified for the project.  

• Upon determining the proposed project inspector and, when applicable, in-plant 
inspector and/or special inspector is qualified for the project, approve and return the 
form DSA 5-PI, DSA 5-IPI (when applicable), DSA 5-AI, and/or DSA 5-SI (when 
applicable) within five working days of receipt.  

• Upon receipt of a completed form DSA 102-IC and approval of the DSA 5-PI and 
DSA 5-IPI (when applicable), determine the necessary quantities of Project 
Inspection Cards (DSA 152 and DSA 152-IPI forms), assign the Project Inspection 
Card numbers and issue the cards within five working days. 

• Upload forms DSA 5-PI, DSA 5-IPI (when applicable), DSA 5-AI, and/or DSA 5-SI 
(when applicable), DSA 102-IC, DSA 152 and DSA 152-IPI to DSAbox. 

• Hold all involved parties accountable for compliance with their required duties. 
• Supervise and review the performance of the project inspector (includes review of 

the project inspector’s job file and use of form DSA 119 and, at project completion, 
use of form DSA 180).  

• Make site visits as necessary. Record pertinent items to document the site visit and 
communicate to the project inspector, in-plant inspector, design professionals, 
special inspectors, Laboratory of Record, and school district using form DSA 135. 

• Issue Orders to Comply or Stop Work Orders, in compliance with DSA IR A-13, if 
required, and as appropriate to achieve compliance with the DSA-approved 
construction documents and applicable codes (this includes DSA procedure PR 13-
01 since the procedure implements the relevant sections of the CCR, Title 24, Part 
1). 

1.17 Use of form DSA 152 for parts of the construction that require multiple 
increments: Some construction requires incremental work to make a complete system. 
An example is a large foundation system that may be placed incrementally over a period 
of time. In this example, framing may be starting in one area (where the foundation is in 
place) while foundation work is still occurring in another area of the same building. The 
expectation of DSA for these occurrences is: 
• The Project Inspection Card applicable blocks and sections are signed off by the 

project inspector at the completion of the system, not during the construction of the 
increments. 

• Until the system is complete, the project inspector, architect/engineers and 
contractors mutually agree on a system to keep track of compliant construction. One 
such system (using the above example) may be that a copy of the foundation plan is 
marked up showing areas of compliance. The applicable blocks and sections of the 
inspection card are then signed off once all areas of the foundation are complete, are 
determined to be in compliance with the DSA-approved construction documents, the 
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required structural/material and fire/life safety testing and inspections are complete, 
and the required documentation has been received by the project inspector.  

1.18 Executive Summary of Form DSA 152: See Appendix A for a summary of typical 
construction components and systems that are associated with each section/block of the 
inspection card. While the listing is not comprehensive, it provides a good foundation for 
understanding and consistency.  

2. REQUIREMENTS FOR THE USE OF FORMS DSA 151, DSA 154, DSA 155, AND 
DSA 6-PI: Note: For in-plant construction, the in-plant inspector shall follow the requirements 
described below for project inspectors.  
2.1 Requirements for use of form DSA 151: Project Inspector Notifications:  

• The project inspector must make certain notifications to DSA. These include start of 
work, minimum 48 hours’ notice prior to completion of foundation trenches, minimum 
48 hours’ notice prior to first concrete placement or significant concrete placement, 
and when work is suspended for more than one month. 

• If there is an incorrect number or missing DSA 152 or DSA 152-IPI cards, the project 
inspector shall notify DSA using the form DSA 151.  

• The report shall be made on form DSA 151 and submitted to DSA. Lack of 
compliance may be cause for DSA to record this noncompliance on the form DSA 
119. 

• A copy of each notification shall be kept in the project inspector’s job file. 
2.2 Requirements for use of form DSA 154: Notice of Deviations/Resolution of 

Deviations:  
• When the project inspector identifies deviations from the DSA-approved construction 

documents the inspector must verbally notify the contractor. If the deviations are not 
corrected within a reasonable time frame or the contractor has covered up non-
inspected or noncompliant work, the inspector is required to promptly issue a written 
notice of deviation to the contractor, with a copy sent to the design professional in 
general responsible charge and DSA. 

• When the noticed deviations are corrected, the inspector is required to promptly 
issue a written notice of resolution to the contractor, with a copy sent to the design 
professional in general responsible charge and DSA. 

• Deviations include both construction deviations and material deficiencies.  

• The written notice of deviations shall be made using form DSA 154 and submitted to 
DSA (do not sign Section 3 of the form for deviation notifications). Lack of 
compliance may cause DSA to record this noncompliance on the form DSA 119. 

• The notice of resolution of deviations shall be made using the original form DSA 154 
that reported the deviations and be submitted to DSA (complete and sign Section 3 
of the form for resolution of deviations). Lack of compliance may be cause for DSA to 
record this noncompliance on the form DSA 119. 

• A copy of each notice shall be kept in the project inspector’s job file. 
2.3 Requirements for use of form DSA 155: Project Inspector Semi-Monthly Report:  

• The project inspector must make semi-monthly reports (on the 1st and 16th of every 
month) on the progress of construction. The Project Inspector Semi-Monthly Report 
must be submitted to the design professional in general responsible charge, project 
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structural engineer, DSA, and the school district. 

• The report must be made on form DSA 155 and submitted to DSA. Lack of 
compliance may cause DSA to record this noncompliance on the form DSA 119. 

• A copy of each report shall be kept in the project inspector’s job file. 
2.4 Requirements for use of Project Inspector Verified Report (form DSA 6-PI; form 

DSA 152-IPI for in-plant inspectors): 
• The project inspector shall submit Project Inspector Verified Report (form DSA 6-PI; 

form DSA 152-IPI) directly to DSA, the design professional in general responsible 
charge and the school district upon any of the following events occurring:  

o Work on the project is suspended for a period of more than one month.  
o The services of the inspector are terminated for any reason prior to 

completion of the project and such termination is not a result of work 
stoppage.  

o At the time of occupancy of any building, or portion of a building, involved in 
the project prior to completion of the entire DSA-approved scope of work. 
This reporting requirement applies to buildings that are newly constructed or 
rehabilitated as part of the project. A sketch drawing or written description 
shall be submitted to DSA, along with the DSA 6-PI, in order to identify the 
building(s) or portion thereof where occupancy has occurred. 

o The project is substantially complete. DSA considers the project to be 
complete when the construction is sufficiently complete, in accordance with 
the DSA-approved construction documents, so that the owner can occupy or 
utilize the project as determined by the project owner and design professional 
in general responsible charge. 

o DSA requests a verified report. The Project Inspection Card, form DSA 152; 
DSA 152-IPI, is considered a project inspector’s verified report as requested 
by DSA and as such the applicable blocks and sections shall be kept updated 
as construction progresses. 

Note: Each project may require filing of multiple reports. For example, the code requires 
filing a verified report for buildings that become occupied prior to completion of the entire 
scope. The same project will also require a final verified report upon completion of the 
entire project scope. 
• The verified reports shall be made using forms DSA 6-PI and DSA 152 / DSA 152-IPI 

as appropriate, and submitted to DSA. Lack of compliance may cause DSA to record 
this noncompliance on the form DSA 119.  

• A copy of each verified report shall be kept in the project inspector’s job file. 
3. REQUIREMENTS FOR PROJECT INSPECTOR JOB FILE: Refer to IR A-8: Project 
Inspector and Assistant Inspector Duties and Performance for a thorough discussion about 
requirements for the project inspector’s job file.  
Note: The in-plant inspector shall also follow the requirements described in IR A-8 for the 
project inspector’s job file and substitute DSA 152-IPI for DSA 152.) 
4. ELECTRONIC SUBMITTAL OF DOCUMENTS TO DSA: Wherever in this procedure it 
indicates to submit a document to DSA, the document shall be submitted using the method 
indicated below. 

http://www.dgs.ca.gov/dsa/Resources/IRManual.aspx#admin
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4.1  Submittal of all forms DSA 5 and DSA 102-IC: These two forms shall be sent by email 
to the DSA Regional Office with the construction oversight authority for the project. 

 Email addresses for submittals are:  

• DSA Oakland: oakfielddocs@dgs.ca.gov 

• DSA Sacramento: sacfielddocs@dgs.ca.gov 

• DSA Los Angeles: lafielddocs@dgs.ca.gov 

• DSA San Diego: sdfielddocs@dgs.ca.gov 
4.2 Submittal of all other forms and documents: Submittals shall be uploaded to 

DSAbox. For DSAbox instructions see DSAbox External Library. All documents 
submitted to DSAbox shall be in PDF format. The naming convention specified in 
Section 1.4 of the DSAbox External Users Training Module shall be used when 
uploading documents to DSAbox. Any document(s) incorrectly uploaded or named will 
be deleted and a notification with a deadline for the corrected submittal will be sent to 
the appropriate responsible individual(s). If the corrected document(s) is not uploaded by 
the notification specified deadline, it may result in an uncertified project and identification 
of the responsible individual(s) and missing document(s) noted on the DSA 301-P 
posted for public viewing in DSA Certification Box.  
Note: Once a DSA 301-P is issued, there will no longer be access to upload documents 
to DSAbox; instead, documents must be uploaded to DSA Certification Box (see DSA 
Procedure PR 13-02: Project Certification Process for additional information).  

4.2.1  Documents required to be uploaded to DSAbox by the Project Inspector 
include: Note: The in-plant inspector for permanent modular or relocatable buildings 
will submit the same documents described below but replace DSA 152 with DSA 
152-IPI. 
• DSA 6-PI 
• DSA 130 
• DSA 151 
• DSA 152 
• DSA 152-IPI 
• DSA 154 
• DSA 155  

• DSA 156 
4.2.2  Documents required to be uploaded to DSAbox by the Laboratory include:  

• DSA 291 

• DSA 293 
• DSA 109 
• Test and inspection reports (Nonconforming and, when requested by DSA, 

conforming per Section 1.9 of this Procedure). 
4.2.3  Documents required to be uploaded to DSAbox by the Architect/Engineer in 

General Responsible Charge include: 

mailto:oakfielddocs@dgs.ca.gov
mailto:sacfielddocs@dgs.ca.gov
mailto:lafielddocs@dgs.ca.gov
mailto:sdfielddocs@dgs.ca.gov
https://dsabox.app.box.com/s/cddhjymdms4v9vtc6ft5
https://dsabox.app.box.com/s/4p8tx2l3cyxfj6mn1w614qglur7wiexi
http://www.documents.dgs.ca.gov/dsa/pubs/PR_13-02.pdf
http://www.documents.dgs.ca.gov/dsa/forms/DSA_152-Sample.pdf
http://www.documents.dgs.ca.gov/dsa/forms/DSA_152-IPI-Sample.pdf
http://www.documents.dgs.ca.gov/dsa/forms/DSA_156.pdf


DSA PR 13-01   
CONSTRUCTION OVERSIGHT PROCESS 

PR 13-01 (rev 08/21/17)  Page 22 of 26 
DIVISION OF THE STATE ARCHITECT DEPARTMENT OF GENERAL SERVICES STATE OF CALIFORNIA 

• DSA 6-AE 

• DSA-103 

• DSA 140: Application for Approval of Construction Change Document – CCD 
Category A/B. 

4.2.4  Documents required to be uploaded to DSAbox by Contractors include: 
• DSA 6-C 

4.2.5  Documents required to be uploaded to DSAbox by the School District/Owner 
include: 
• DSA 108 

• DSA 168 
4.2.5.1  Documents required to be uploaded to DSAbox by Special Inspectors not 

in the employ of the Laboratory of Record include: 
• DSA 292. 
• Special Inspector test and inspection reports (Nonconforming). 

4.2.5.2 Documents required to be uploaded to DSAbox by Geotechnical Engineers 
not in the employ of the Laboratory of Record include:  
• DSA 293 
• Special Inspector test and inspection reports (Nonconforming). 

5. APPLICABILITY OF PROCEDURE PR 13-01:  
5.1  Projects with Construction Started on or after June 1, 2013: This procedure is 

applicable and must be implemented at the start of construction.  
5.2 Projects with Construction Started before June 1, 2013, but not complete: 
 In order to allow for transition, the following portions of this procedure shall be 

implemented as noted below. Required reporting and submittal of documents shall 
continue to be done in the manner currently employed on the project:  

5.2.1 Form DSA 151: Project Inspector Notifications:  
 The project inspector shall comply with the requirements of this procedure for all 

notifications to DSA for affected work starting after July 1, 2013.  
5.2.2 Form DSA 154: Notice of Deviations/Resolution of Deviations:  
 The project inspector shall comply with the requirements of this procedure for all 

deviations occurring after July 1, 2013, and for all unresolved project deviations. 
5.2.3 Form DSA 155: Project Inspector Semi-Monthly Report: 
 The project inspector shall comply with the requirements of this procedure for all 

semi-monthly reports issued after July 1, 2013.  
5.2.4 Form DSA 6-PI: Project Inspector Verified Report: 
 The project inspector shall comply with the requirements of this procedure effective 

June 1, 2013. 
5.2.5 Project Inspector Job File: 

The project inspector’s job file shall comply with the requirements of IR A-8.  
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A DSA Procedure documents a process or series of steps that DSA staff and/or external stakeholders must complete 
in order to fulfill one or more administrative requirements of DSA's review and approval of plans and specifications 
and construction oversight programs.  
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APPENDIX 
Executive Summary of DSA 152 Project Inspection Card: The following provides a summary 
of typical construction components and systems that are associated with each section/block in 
the inspection card. While the listing is not comprehensive, it provides a good foundation for 
understanding and consistency. Refer to the DSA 152 Manual for additional detailed inspection 
and documentation requirements. 
SECTION 1 – INITIAL SITE WORK AND FOUNDATION PREP: 
Block 1 – Mass Grading 

• Rough Grading of Overall Site 

• Cuts/Fills 

• Soil Remediation 

• Soil Stabilization 

• Soil Nails, Tie Backs, Rock/Soil Anchors 

• Horizontal/Vertical Controls 

Block 2 – Building Pad 
• Soil Preparation Specific to 

Support of Structures 

• Building Pad 

• Soil Remediation 

• Soil Densification 

• Stone Columns 

Block 3 – Drainage Devices 
• Storm Water Collection/Distribution systems 

• On-Site Retention Systems  

• Foundation Drain systems  

• Retaining Wall Drain Systems 

Block 4 – Utilities (Rough-in) 
• FLS Utilities/Systems 

• MEP Utilities/Systems 

• MEP Vaults 

• Thrust Blocks 
Block 5 – Excavations 

• Foundation Systems 

• Driven Piles 
 

 

Block 6 – Forms 
• Formwork 

• FLS Systems 

• MEP Systems 

• Waterproofing/Vapor Barriers 
Block 7 – Steel Reinforcing 

• Reinforcing (bars, tendons, etc.) 

• Embeds 

SECTION 2 - VERTICAL AND HORIZONTAL FRAMING: 
Block 8 – Foundation Concrete 

• Verify Foundation Is Compliant (concrete 28 
day strength, etc.) 

Blocks 9 - 12 – Concrete, Masonry, 
Wood, Steel 

• Walls 

• Columns 

• Frames  

Blocks 13-15 – Concrete, Wood, Steel 
• Floors 
• Roofs 
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SECTION 3 – APPURTENANCES:  
Block 16 – Ceilings 

• Ceilings 
• Soffits 
• Suspended Baffles 

 

Block 17 – Exterior Cladding 
• Storefront/Window Walls 
• Veneer 
• Precast Concrete Panels 
• Wall Finishes 

(stucco/plaster/wood/aluminum/etc.) 
• Manufactured Systems (EFIS, 

GRFC, etc.) 
 

Block 18 – Rated Assemblies 
• Walls 
• Shafts 
• Floors 
• Roofs 
• Ceilings 
• Doors 
• Fire Doors 
• Windows 
• Penetrations 
• Dampers 
• Fire-Proofing 

Block 19 – Fire Alarms: 
• Fire/Smoke Alarm System (includes 

support, anchorage, bracing, etc.) 
 

 

Block 20 – Automatic Fire Suppression Systems 
• Sprinklers 
• Chemical 
• Deluge 
• Water Curtains 
• Extinguishers 
• Support/Bracing/Anchorage of AFSS 

 

Block 21 – MEP (Structural) 
Support/Bracing/Anchorage for: 

• MEP  
• Equipment 
• HVAC System  
• Ducts 
• Electrical 
• Pendant Lights 
• Transformers 
• Switch Gears 
• IDF/MDF/etc. 
• Pipes 
• Tanks  

 
Block 22 – MEP (FLS) 

• MEP Fire Suppression Systems  
 (smoke and fire dampers) 
• Kitchen Hoods 
• Laboratory Hoods 
• Dust Collection Systems 
• Smoke Control Systems 
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SECTION 4 – FINISH SITE WORK AND OTHER WORK: 
Block 23 – Fine Grading 

• Finish Grades 
• Grading for Accessible POT System 
• Grading for Run-off (drainage) 

 

Block 24 – Flatwork 
Accessible Path of Travel Systems such 
as: 

• Stairs 
• Ramps 
• Walks 
• Gates 

 
Block 25 – Parking 

• Drop-off 
• Accessible parking 
• Striping 
• Signage 
• Truncated Domes 

Block 26 – Fire Lane 
• Fire Lane 

 
 

Block 27 – Other Work Structural 
Support/Bracing/Anchorage for: 

• Theater Systems (stage rigging, catwalks, 
speaker, lighting, curtains, etc.) 

• Non-bearing partitions 
• Operable partitions 
• Casework 
• Stairs 
• Elevators 
• Weather Protection 

 

Block 28 – Other Work Fire Life Safety  
• Egress Components 
• Doors 
• Gates 
• Emergency Lighting 
• Building Signage 
• Site Signage 
• Elevators 
• Hazardous Materials 

 

Block 29 – Other Work Accessibility 
• Building Signage 
• Site Signage 
• Drinking Fountains 
• Accessible POT Systems 
• Stairs 
• Ramps 
• Walks 
• Doors 
• Gates 
• Elevator 
• Specialty Areas (restrooms, kitchens, casework, etc.) 
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  IR A-6 
CONSTRUCTION CHANGE DOCUMENT SUBMITTAL AND 
APPROVAL PROCESS 

 
Disciplines: All History: Revised 11/27/18 Revised 11/21/12 Revised 11/15/06 

  Revised 12/16/16 Revised in its entirety 11/01/12 Issued 09/01/99 
  Revised 07/08/14 Revised 11/16/09  
  Revised 02/14/14 Revised 09/18/07  

Division of the State Architect (DSA) documents referenced within this publication are available 
on the DSA Forms or DSA Publications webpages. 
PURPOSE: This Interpretation of Regulation (IR) provides clarification of specific Code 
requirements relating to construction changes that must be submitted to DSA and defines the 
construction change document process.  
DEFINITIONS: The following definitions apply to terms used in this document:  
Approved Construction Documents – The Structural, Access or Fire & Life Safety related 
portions of the plans, specifications, addenda, deferred approvals, revisions, and construction 
change documents duly approved by DSA.  
Change – Revisions, deletions, additions, and substitutions to approved construction 
documents.  
Change Order – A document defining construction changes that result in changes to the 
contract.  
Clarification – A statement from the architect or engineer in general responsible charge of the 
project that clarifies (but does not change) the requirements of the approved construction 
documents.  
Contract – A written agreement for construction, alteration, repair or other construction 
activities associated with facilities regulated by DSA.  
Construction Change – Changes to the approved construction documents after a contract for 
the work has been awarded.  
Construction Change Document (CCD) – The documentation of construction changes.  
Design Professional in General Responsible Charge – The architect or engineer in general 
responsible charge of the project as listed on Line 23 of form DSA 1: Application for Approval of 
Plans and Specifications.  
Drawing – An illustration on paper or electronic medium.  
Field Change Document (FCD) – A document defining construction changes but, unlike 
change orders, does not require approval of the school board nor an accounting of construction 
cost changes.  
Interpretation – A statement from the architect or engineer in general responsible charge of the 
project that interprets (but does not change) the requirements of the approved construction 
documents.  
Responsible Design Professional – The architect or engineer in general responsible charge 
of the project, as listed on Line 23 of form DSA 1, or architects or engineers with delegated 
responsibility for portions of the project as listed on Line 24a-24d or 25 of form DSA 1.  

http://www.dgs.ca.gov/dsa/forms
http://www.dgs.ca.gov/dsa/publications
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1. SUBMITTAL REQUIREMENTS FOR CONSTRUCTION CHANGES: After a contract for 
the work has been let, changes to the approved construction documents shall be made by 
means of a CCD.  
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. (See Section 4 
below about the statement on the verified report.)  
The design professional in general responsible charge shall prepare the CCD and is responsible 
for code and process compliance.  
The following define requirements for submittal of a CCD to DSA.  
1.1  Changes to or affecting the Structural, Access Compliance or Fire & Life Safety 

portions of the project:  
• These changes shall be classified as CCD Category A.  
• A CCD Category A is required to be submitted to and approved by DSA prior to 

commencement of the affected work.  

• A CCD Category A must be submitted to DSA using form DSA 140: Application for 
Approval of Construction Change Document - CCD Category A/B depicted in 
Appendix A of this IR and available on the DSA forms page. Submittal process 
requirements are defined in Section 2 of this IR and must be followed.  

1.2  Changes NOT affecting the Structural Safety, Access Compliance or Fire & Life 
Safety portions of the project:  
• These changes shall be classified as CCD Category B.  
• CCD Category B are not required to be submitted to DSA unless specifically required, 

in writing, by DSA. However, a design professional, at their discretion, may choose to 
submit a CCD Category B. (Refer to Section 3 for fees charged.)  

• If DSA requires any CCD Category B to be submitted, then they shall be submitted to 
DSA, similar to CCD A, using form DSA 140. 

• If DSA requires a CCD Category B to be submitted, then 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, DSA 
will reassign the CCD to Category A.  

• If DSA concurs the document is a category B document, an approval stamp will be 
applied to the document.  

1.3  Change Orders: Change Orders are not required to be submitted to DSA. The CCD 
process replaces the need to submit Change Orders (except as noted in Section 7).  
Changes to the construction cost are reported to DSA using form DSA 168: Statement of 
Final Actual Project Cost at the conclusion of the project.  

2.  SUBMITTAL PROCESS: Submittal of CCDs must conform to the following requirements:  
2.1 Must be submitted by the design professional in general responsible charge.  
2.2 Must be submitted to DSA using form DSA 140.  
2.3 Each CCD submittal must use a separate DSA CCD form.  
2.4 The DSA CCD form must be filled out completely, including identification of the CCD 
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Category A or B, leaving no fields blank. For Category B CCDs, indicate whether the 
submission is voluntary or DSA required. When DSA provides written direction 
compelling submission of a CCD Category B, attach a copy of the DSA written notification 
compelling submission.  

2.5 Each CCD must be uniquely numbered. The numbering may be numeric or alpha-
numeric.  

• If the submitted CCD is returned by DSA not approved, the CCD number used in the 
original submittal must remain the same for any subsequent re-submittals.  

• If a submitted CCD Category B is returned by DSA not approved, the CCD number 
used in the original submittal must remain the same when re-submitting as a CCD 
Category A.  

2.6 Proposed changes must be described clearly and completely.  
2.8 All drawings, and, when applicable, the first page or index of specifications and 

calculations associated with the proposed change must be stamped, signed, and indicate 
date of signing by the responsible design professional as an attachment to form DSA 
140.  

2.9 Reference to the specific portions of the drawings or specifications that are being 
changed must be included.  

2.10 Changes to any testing or inspection requirements associated with the proposed change 
must be clearly described with a revised form DSA 103: List of Structural Tests and 
Special Inspections.  

2.11 Each page in the CCD, including the pages in each attachment, shall be clearly and 
uniquely numbered. All drawings attached to describe the changes shall be clearly 
numbered, labeled, and referenced.  

2.12 When drawings containing DSA approval stamps are revised and reissued as part of the 
CCD, all of the following requirements must be met:  

• Images of all DSA approval stamps must be removed from the drawing (or crossed 
out) prior to making any changes to the drawings.  

• Each change shall be clouded and identified on the drawing.  

• All drawings must be re-stamped and re-signed by the responsible design 
professional. The date of signing shall be provided.  

2.13 CCD Submittal to DSA 
2.13.A Projects submitted to DSA prior to October 1, 2018: DSA Box or Bluebeam studio 

may be utilized for CCD submittals as directed by the DSA Regional Office. If DSAbox is 
utilized for CCD submittals, each CCD shall be submitted as a single document and 
include form DSA 140 as the first page. In some cases, large size drawings associated 
with CCDs may need to be submitted as a hard copy to the appropriate DSA regional 
office. The design professional should contact the DSA regional office to determine file 
size limitations and submittal guidelines, and review DSAbox instructions in the DSAbox 
External Library, Module 2.13. If Bluebeam studio is utilized for CCD submittals, see DSA 
PR18-04: Electronic Plan Review for Design Professionals of Record for submittal 
procedures. 

2.13.B  Projects submitted to DSA on or after October 1, 2018:  Bluebeam Studio will be 
utilized for CCD submittals.  See DSA PR18-04 for submittal proceedures  

https://www.dgs.ca.gov/DSA/Resources/Page-Content/Resources-List-Folder/DSAbox-File-Sharing
https://dsabox.app.box.com/s/cddhjymdms4v9vtc6ft5/folder/1111639287
https://dsabox.app.box.com/s/cddhjymdms4v9vtc6ft5/folder/1111639287
https://dsabox.app.box.com/s/cddhjymdms4v9vtc6ft5/file/11104703999
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3. REVIEW AND APPROVAL/CONCURRENCE BY DSA:  
• DSA will charge fees in accordance with IR A-30 for all Category A CCDs submitted 

to DSA for approval. Category B CCDs voluntarily submitted by the design 
professional to DSA will be charged fees for review and concurrence. Category B 
CCDs required by a DSA representative to be submitted will not cause charged fees if 
DSA concurs the CCD is Category B.  

3.1 CCD Category A: 
• DSA reviews CCD Category A for minimum compliance with the codes regulating the 

Structural, Access and Fire & Life Safety portions of the project.  

• If not approved by DSA, then the CCD is returned to the design professional in 
general responsible charge for corrections. DSA will return the document for 
corrections with a form DSA 140 attached indicating the status of the review and 
update eTracker accordingly. After corrections are made then the CCD is re-
submitted (must include the DSA comments and a copy of the form DSA 140 from the 
previous unapproved submittal) following the submittal process outlined in Section 2 
of this IR  

• If approved by DSA, then DSA places the approved CCD in DSAbox as described in 
DSAbox External Library, Module 2.13 (see Section 4 for requirements for distribution 
by the design professional in general responsible charge).  

3.2 CCD Category B: 
• DSA reviews CCD Category B to provide concurrence that the changes do not affect 

the Structural, Access or Fire & Life Safety portions of the project.  

• DSA approval of CCD Category B is not approval for code compliance, but is 
concurrence that the documents do not change the Structural, Access and/or Fire & 
Life Safety portions of the project.  

• If not approved by DSA, then the CCD is returned to the design professional in 
general responsible charge for corrections. After corrections are made, then the CCD 
is re-submitted using CCD Category A form DSA 140 (must include the DSA 
comments and a copy of the form DSA 140 from the previous unapproved submittal) 
following the submittal process outlined in Section 2 of this IR. The remaining review 
process will follow that for CCD Category A described in Section 3.1 of this IR.  

• If approved by DSA, then DSA places the approved CCD in DSAbox as described in 
DSAbox External Library, Module 2.13 (see Section 4 for requirements for distribution 
by the design professional in general responsible charge). 

4. DUTIES OF DESIGN PROFESSIONAL IN GENERAL RESPONSIBLE CHARGE 
4.1 Distribution of CCD Category A Documents: The design professional in general 

responsible charge shall provide the contractor and project inspector with DSA approved 
CCD Category A prior to commencement of work shown thereon.  

4.2  CCD Category A Statement in Final Verified Report: The final verified report (form 
DSA 6-AE) from the design professional in general responsible charge must include a 
statement that all changes to or affecting the Structural Safety, Access Compliance or 
Fire & Life Safety portions of the project have been approved by DSA. The intent for all 
projects is that this final verified report be dated after the approval of those CCDs.  
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5. DUTIES OF THE PROJECT INSPECTOR WITH RESPECT TO CCDs: The project 
inspector shall follow the CCD Category A record-keeping and monitoring requirements, issuing 
deviation notices when appropriate, as specified in IR A-8: Project Inspector and Assistant 
Inspector Duties and Performance.  
6. MONITORING OF CHANGES BY DSA: If DSA determines that changes to the plans or 
specifications appear to require DSA approval (changes affecting the Structural Safety, Access 
Compliance or Fire & Life Safety portions of the project), DSA shall notify the design professional 
in responsible charge and require the changes to be submitted for review and approval by DSA 
or require evidence the changes are CCD Category B.  
7.  TRANSITION: The following provides direction for submittal of construction change 
documents (Change Orders, (Field Change Document) FCDs or CCDs) for projects in various 
stages of completion of construction. All projects for which construction commences on or after 
January 2, 2013 are required to use the CCD process described in this IR.  
7.1 Projects for which, prior to November 1, 2012, construction is essentially complete, 

having been issued a DSA 90-day letter or “closed uncertified” by DSA: Projects in 
this category may have an issue of “unresolved change orders” or “unresolved FCDs.” 
The status of these could be:  
• Change orders or FCDs have been submitted to DSA and are pending review or 

unapproved.  

• Change orders or FCDs have not been submitted to DSA.  
To resolve this issue, use the following options:  
Change Orders: 

Option #1: Submit/resubmit the change orders and obtain DSA approval. The cost 
information in the change order need not be included.  
Option #2: If any or all of the “unresolved change orders” are changes that do not 
affect the Structural Safety, Access Compliance, or Fire & Life Safety components or 
portions of the project, then, in lieu of the change orders, form DSA 310: Alternate 
Certification Statement of Content for Change Orders, Addenda and Revisions may 
be submitted. The specific change orders must be listed, by number, on the form.  

FCDs: 
Option #1: If the FCD has been previously submitted to DSA, then resubmit the FCD 
and obtain DSA approval.  
Option #2: For changes that affect the Structural Safety, Access Compliance, or Fire 
& Life Safety portions of the project, but have not resulted in a change order, and 
have not been previously submitted as an FCD, then submit as a CCD Type A.  

7.2 Projects for which construction commenced prior to January 2, 2013 and do not 
fall into the category defined in Section 7.1:  

• For change orders or FCDs that have been submitted to DSA, see options listed 
in section 7.1.  

• From November 1, 2012 to January 1, 2013: If previously unsubmitted change 
orders or FCDs are submitted, DSA staff will assign them as CCD Category A, 
assign the change order/FCD number as the CCD number, and process them 
accordingly.  

http://www.dgs.ca.gov/dsa/Resources/IRManual.aspx#admin
http://www.documents.dgs.ca.gov/dsa/forms/DSA_310.pdf
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• On or after January 2, 2013: the CCD process must be followed for all new, 
previously unsubmitted construction changes. If previously unsubmitted change 
orders or FCDs are submitted, DSA staff will return them as rejected, not 
approved and require them to be resubmitted as CCD.  

REFERENCES:  
 California Code of Regulations (CCR) Title 24 
  Part1: California Administrative Code, Sections 4-215, 4-233, 4-338 and 4-341  
 California Health and Safety Code, Sections 16011, 16013 and 16015 
 California Education Code, Sections 17280 and 81130 

This IR is intended for use by DSA staff and by design professionals to promote statewide consistency for review and 
approval of plans and specifications as well as construction oversight of projects within the jurisdiction of DSA, which 
includes State of California public schools (K‒12), community colleges and state-owned or state-leased essential 
services buildings. This IR indicates an acceptable method for achieving compliance with applicable codes and 
regulations, although other methods proposed by design professionals may be considered by DSA. 

This IR is subject to revision at any time. Please check DSA’s website for currently effective IRs. Only IRs listed on the 
webpage at www.dgs.ca.gov/dsa/publications at the time of project application submittal to DSA are considered 
applicable. 
  

http://www.dgs.ca.gov/dsa/publications
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Appendix A - Sample CCD Category A 
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Appendix A - Sample CCD Category A (continued) 
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Appendix A - Sample CCD Category A (continued) 
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Appendix B - Sample CCD Category B 
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Appendix B - Sample CCD Category B (continued) 
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 3 
PROJECT SUBMITTAL CHECKLIST 
Division of the State Architect (DSA) documents referenced within this publication are available on the  
DSA Forms or DSA Publications webpages. 

GENERAL REQUIREMENT 
Projects submitted to DSA must include 100% complete Construction Documents, finalized, 
completely detailed, coordinated across all disciplines and ready for construction. 

PURPOSE 
The DSA 3 submittal checklist is a guide for submitting complete documents to provide for a thorough, 
comprehensive and efficient plan review process by DSA. It addresses Forms, Fees, Construction Documents 
and Supporting Documents required by plan reviewers. As outlined in procedure PR 17-03: Project Submittal 
Appointment Process, submittals that are found to be incomplete will be rejected and required to register for a 
new submittal date. 

INSTRUCTIONS 
The DSA 3 submittal checklist is to be completed by the design professional responsible for the quality control 
and coordination review of the Construction Documents. All fields should be filled with either an “X” indicating 
required items included in the submittal or “N/A” indicating items not applicable to the scope of work. 
It is recommended that the DSA 3 checklist be reviewed by the design professional at the time the project is 
registered to allow adequate time to verify that all applicable items have been completed and coordinated prior 
to submittal. Any questions related to the applicability of a listed item to the specific project scope should be 
clarified with DSA intake staff at the time the project is registered and progress drawings are uploaded to  
DSA Box.

PART 1 – APPLICATION FORMS  ENTER X OR N/A  

1. A completed form DSA 1: Application for Approval of Plans and Specifications. .....................................  

Note: Design Professionals listed must match those listed on the Title Sheet of the plans. 

2. A completed form DSA 3: Project Submittal Checklist.............................................................................  

3. A completed form DSA 1-INC: Definition of Scope Increments. Applicable to projects requesting 
incremental plan review. See IR A-11: Incremental Submittals. ..............................................................  

4. A completed form DSA 1-DEL: Delegation of Responsibility. Applicable to projects involving delegation  
of responsibilities of plans and specifications, and construction observation which are not easily  
described on the form DSA 1. .................................................................................................................  

5. A completed form DSA 1-MR: Application for New Manufactured Permanent Modular or Relocatable 
Buildings. Applicable to projects manufacturing permanent modular or relocatable buildings. See  
bulletin BU 16-01: Delegation of Authority for Modular and Relocatable Buildings – FAQs). ...................  

6. A completed form DSA 1-RUH: Request for Finding of Unreasonable Hardship. Applicable to alteration, 
addition or repair projects seeking relief from full compliance with path of travel requirements. ..............  

7. A completed form DSA 1-AMM: Request for Alternate Design Materials and Methods of Construction. 
Applicable to projects requesting approval of alternates to achieve code compliance. See  
procedure PR 18-01. ..............................................................................................................................  

https://www.dgs.ca.gov/DSA/Forms
https://www.dgs.ca.gov/DSA/Publications
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PART 2 – APPLICATION FEES ENTER X OR N/A 

1. Project Submittals

Structural, Fire & Life Safety and Access Compliance plan review fees as required. .............................. 

Required fees may be combined on a single check or warrant made out to “Division of the State  
Architect” (Note: Not all projects require review by all three disciplines. Indicate plan review services 
required on the DSA 1 form). Fees are based on estimated value of construction. Use the Plan/Field 
Review Fee Calculator within Tracker to determine amount due at submittal.) 

2. Pre-Check Submittals (PC)

a. Structural, Fire & Life Safety and Access Compliance plan review fees ............................................ 

Plan review fees are charged on an hourly basis. A $6,000 deposit check or warrant made out to 
“Division of the State Architect” is due at submittal. Final fee to be calculated and invoiced based on 
actual plan review hours 

b. CALGreen/Energy Code plan review fee  .......................................................................................... 

A separate deposit check is required for CALGreen/Energy Code plan review for PC submittals  
for permanent modular or relocatable buildings. See procedure PR 07-01: Pre-Check Approval). 

• $2,500 deposit for two or more climate zones
• $1,500 deposit for one climate zone
• $500 deposit for unconditioned building (e.g. restroom building)

PART 3 – CONSTRUCTION DOCUMENTS ENTER X OR N/A 

A. GENERAL REQUIREMENTS FOR DRAWINGS AND SPECIFICATIONS
1. 100% complete Construction Drawings and Specifications, cross-referenced and coordinated

among all disciplines. .............................................................................................................................. 

a. Bid alternates identified, when applicable. ......................................................................................... 

b. DSA approved Pre-Checked (PC) drawings to be included in drawing set for projects
incorporating PC designs. ................................................................................................................. 

c. Electronic Plan Review submittal prepared in accordance with the drawing and specification
format/file requirements in procedure PR 18-04: Electronic Plan Review for Design Professionals
of Record. ......................................................................................................................................... 

d. Over-The-Counter (OTC) Plan Review submittal prepared in accordance with policy PL 07-02:
Over-the-Counter Review of Projects Using Pre-Check Approved Designs. (1) set required for
plan review mark-ups; (1) set for corrections and approval. .............................................................. 

e. For the submittal of new, revised or renewed pre-check (PC) applications see procedures
PR 07-01: Pre-check Approval and PR 18-04: Electronic Plan Review for Design Professionals
of Record.. Submittal is required to be in electronic format. All conditioned or unconditioned PC
buildings require DSA CALGreen/Energy review.  ............................................................................ 

2. A completed form DSA 103: List of Material Testing and Special Inspection ........................................... 

3. A completed form DSA 810: Fire & Life Safety Site Conditions Submittal when required per the
DSA 810 instructions. (Incorporate on fire access site plan, with local fire authority sign off for
proposed alternates for applicable projects.)  .......................................................................................... 
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B. TITLE SHEET
1. A complete Code Analysis. For each building indicate use, occupancy classification, allowable area,

allowable building height, construction type, mixed ratio and area increase justifications. (Provide
separate code analysis sheet, if necessary.)  .......................................................................................... 

2. Index of all sheets  .................................................................................................................................. 

3. Complete scope of work description ....................................................................................................... 

4. On incremental submittals, identify all increments and their respective scope of work.
(A Title Sheet is required for each incremental submittal.)  ..................................................................... 

5. Project directory including contact information for owner, architect and consultants. .............................. 

6. List of required governing codes, adopted standards and inspector classifications. ................................ 

7. List of deferred submittals. (See guideline GL-3: Structural Plan Review for list of items eligible for
deferred submittal.)  ................................................................................................................................ 

C. SITE AND / OR CIVIL PLANS AND DETAILS
1. Comprehensive campus site plan and enlarged site plans for areas of work. (Identify if the site is

located within a Wildland Urban Interface area. Label all incremental work if applicable.)  ...................... 

2. Identified each building and include name, use, occupancy, construction type and whether or
not it’s equipped with fire sprinkler system. ............................................................................................. 

3. DSA application number(s) for each existing structure and facility within the scope of work identified.
See IR A-20: New Projects Associated with Existing Uncertified Projects. Note that issues
preventing the certification of existing structures and facilities will need to be resolved before
plans altering those structures and facilities are approved. ..................................................................... 

4. Path of travel improvements which include an accessible route from the area of work to each of the
following elements with improvements to current code: public transportation stops, public way,
accessible parking, accessible passenger loading zones, administration building, and accessible
restroom(s) serving area of work. See procedure PR 15-01: Required Information for Path of Travel
Upgrades on Construction Documents.  ................................................................................................. 

5. Accessible parking spaces identified and detailed within scope. ............................................................. 

6. Parking ratio calculations for each parking lot, within or impacted by the scope of work.  ....................... 

7. Location of proposed electric vehicle charging stations, if provided. ....................................................... 

8. Sidewalk and roadway delineated, with widths and surface materials identified within scope.  ............... 

9. Path of exit discharge to public way or to identified area(s) of safe dispersal. ......................................... 

10. All fencing and gates shown, indicating required exit gates, panic hardware and widths. ........................ 

D. DEMOLITION PLANS
1. Area of demolition and location of adjacent structures indicated on site plan. ......................................... 

2. Detailed demolition plan for partial demolitions with note on plan stating that no demolition shall
begin until plans including the demolition work have been approved by DSA  ........................................ 
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E. FLOOR PLANS 
1. Floor plans demonstrating access compliance, including restrooms, elevators, wheelchair lifts, stairs,  

ramps, door clearances, door swings, doors with panic hardware, casework, fixed furniture,  
equipment and all other required accessibility features. ..........................................................................  

2. Enlarged floor plans of restrooms, elevators, stairs, ramps, lifts and specialty areas such as  
science labs, kitchens, auditoriums, etc. .................................................................................................  

3. Distance of travel from elevator location to top and bottom nosing of all stairways demonstrated to  
be less than 200 feet. .............................................................................................................................  

4. Accessible egress systems identified and detailed.  ................................................................................  

5. Room and occupied area labels, indicating use and total occupants. Load factor used for occupant  
load calculations identified (net or gross).  ..............................................................................................  

6. Net or gross floor area totals for each room or occupant area indicated. ................................................  

7. An exit analysis provided, indicating exit widths and cumulative loads at exits, including exit  
discharge paths and widths. ...................................................................................................................  

8. Fire-resistance-rated walls and smoke barriers identified and cross referenced to partition  
schedules and details. Wall types, wall function, assemblies and assembly design number  
references noted. ....................................................................................................................................  

9. A detailed bleacher seating layout, identifying accessible seating and remaining floor area occupant  
load calculations (required in initial submittal even for projects where bleachers are identified as a  
deferred submittal).  ................................................................................................................................  

10. Way-finding and signage plans with legends and/or schedules cross-referenced to details. ...................  

11. Dedicated egress provided within a new addition, unless the existing adjacent structure providing  
egress is of equal or greater live load and lateral load design criteria than the new addition  
(per Part 1, Title 24, Section 4-306).  ......................................................................................................  

F. ARCHITECTURAL DETAILS, ELEVATIONS, SECTIONS, ROOF PLANS AND REFLECTED  
CEILING PLANS 

1. Detailed interior elevations, exterior elevations, and sections including dimensions. Show roofing  
types and connections to structure. Show ceiling types and support and bracing details.  ......................  

2. Interior and exterior wall framing and details, including locations of drift joints in exterior wall  
framing as applicable.  ............................................................................................................................  

3. Fire-resistance-rated horizontal assemblies, ceilings and floors identified and detailed.  ........................  

4. Door openings and wall penetrations located and detailed.  ...................................................................  

5. Skylight locations and sizes shown and detailed.  ...................................................................................  

6. Door, hardware, windows and finish schedules cross referenced to details. Note panic hardware, 
fire doors, doors with security hardware, and any fire-resistance-rated and tempered  
glazing/window assemblies.  ...................................................................................................................  

7. Signage schedules, cross referenced to details of room identification and way-finding signage.  ............  

8. Casework and fixed furniture identified, including elevations, details, anchorage and required  
accessibility clearances and features.  ....................................................................................................  

9. Soffits and other architectural projections identified and detailed.  ..........................................................  
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10. All equipment identified and anchorage detailed.  ...................................................................................  

11. Walk-in refrigerators and freezers identified and detailed.  ......................................................................  

12. Roof classes identified on all new and existing roofs within the project scope.  .......................................  

G. STRUCTURAL DRAWINGS 
1. Description of design basis, indicating the materials and lateral system utilized. List design gravity  

and lateral loads, soil parameters, and wind and seismic coefficients. For voluntary seismic  
improvements, indicate the specific structural items to be upgraded and the load levels for which  
those items are designed.  ......................................................................................................................  

2. Dimensioned foundation, floor and roof framing plans, including locations of all structural elements  
(e.g., foundations, walls, columns, beams).  ...........................................................................................  

3. Complete truss detailing, including open web manufactured trusses (unless deferred.)  .........................  

4. Details for all elements of the lateral force resisting system  ...................................................................  

5. Details for all diaphragms, chords, and collectors ...................................................................................  

6. All windows, doors, skylights, ducts, pipes and other openings identified and detailed.  .........................  

7. Mechanical and electrical equipment located on plans, sections and elevations with unit weights  
noted on floor and roof framing plans.  ....................................................................................................  

8. Project details, schedules and notes, as applicable to scope of work.  ....................................................  

9. For relocatable buildings less than 2,160 square feet, identify and detail wood or concrete  
foundations.  ...........................................................................................................................................  

10. For relocatable buildings over 2,160 square feet, identify and detail concrete foundations  ....................  

H. MECHANICAL/PLUMBING DRAWINGS AND CALCULATIONS 
1. Location of all rated wall and ceiling assemblies identified.  ....................................................................  

2. Mechanical unit locations shown, anchorage details referenced.  ...........................................................  

3. Mechanical equipment schedule, including equipment CFMs (cubic feet per minute rating), unit  
operating weights and cross-reference to anchorage details.  .................................................................  

4. For MEP (Mechanical/Electrical/Plumbing) only projects, show partial structural framing plans at  
existing floors or roofs supporting mechanical equipment.  .....................................................................  

5. Anchorage details for ducts and piping.  .................................................................................................  

6. Plumbing fixture schedules with flow rates and flush volume indicated in accordance with CALGreen  
Code Section 5.303.3.  ...........................................................................................................................  

7. Mechanical and piping penetrations at fire-resistance-rated walls, shear walls, headers, lintels,  
floors and roofs identified and cross referenced to details.  .....................................................................  

8. Plumbing layout coordinated with architectural plans and accessible fixtures identified.  ........................  

9. Grade level gas shut-off valve location indicated at all buildings.  ...........................................................  

10. Locations of all fire/smoke dampers, supply/return registers and ducting indicated with details  
cross-referenced.  ...................................................................................................................................  

11. Fume hood system shown including weight and exhaust duct identified and detailed.  ...........................  
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12. Type I kitchen hood fire suppression system identified and detailed. (Show gravity support and  
lateral bracing for kitchen hoods.)  ..........................................................................................................  

13. Any special systems indicated, including smoke removal, special venting, dust collection and all  
interfacing equipment identified and detailed with weights shown or scheduled for required  
anchorage design.  .................................................................................................................................  

14. Domestic water and gas load calculations with pipe sizes identified.  .....................................................  

15. Water heating system and location of equipment identified.  ...................................................................  

16. Energy Code Certificate of Compliance forms included with plans.  ........................................................  

I. ELECTRICAL DRAWINGS 
1. Location of all rated wall and ceiling assemblies identified.  ....................................................................  

2. Panel locations with fire-resistance-rated enclosure assemblies identified.  ............................................  

3. New and existing exit signs located.  ......................................................................................................  

4. Interior and exterior emergency lighting and dedicated circuits identified.  ..............................................  

5. Power receptacles, ground-fault circuit interrupters (GFCI), and switches with accessible locations 
indicated and heights detailed.  ...............................................................................................................  

6. Assistive Listening Systems identified and detailed.  ..............................................................................  

7. Panel schedules and load calculations provided.  ...................................................................................  

8. Equipment/fixture schedule with weights and reference to anchorage details provided.  .........................  

9. Energy Code Certificate of Compliance forms included on plans.  ..........................................................  

J. FIRE ALARM SYSTEM DRAWINGS 
1. Guideline GL-2: Project Submittal Guideline: Fire Alarm and Detection Systems has been  

reviewed and all applicable items incorporated into submittal .................................................................  
2. Automatic fire alarm system if applicable (An automatic fire alarm system is required for all new  

buildings at a new or existing campus and for modernizations if project cost exceeds $200,000  
with any state funding.)  ..........................................................................................................................  

3. Fire alarm site plan indicating building names or designations  ...............................................................  

4. Fire alarm floor plans, including room uses, ceiling heights with circuits and device numbers  
identified, including locations of fire-resistance-rated walls and ceilings.  ................................................  

5. Locations of the fire alarm control panel, power booster, terminal cabinets, annunciator panels,  
and all other required fire alarm equipment shown.  ................................................................................  

6. Conduit runs, including wire type, size and number of conductors indicated.  .........................................  

7. Fire alarm system identified: addressable or non-addressable, system and circuit class.  ......................  

8. Voltage-drop and battery calculations shown.  ........................................................................................  

9. Emergency Voice/Alarm Communication System. (See IR F-1 for projects, where required). .................  
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K. AUTOMATIC FIRE SPRINKLER SYSTEMS (AFSS) DRAWINGS 
1. Guideline GL-1:Project Submittal Guideline: Automatic Fire Sprinkler Systems and policy  

PL 10-01: Plan Submittal Requirements: Automatic Fire Sprinkler Systems (AFSS) have been  
reviewed and all applicable items incorporated into the submittal ...........................................................  

2. Test Hydrant locations identified and water-flow test data signed by local fire authority or  
water purveyor.  ......................................................................................................................................  

3. Fire sprinkler plan and site plan layout with water-flow test hydrant nodes indicated. Show locations  
for all lateral bracing. Show locations of fire rated assemblies and full height walls.  ...............................  

4. Reflected ceiling plan with fire sprinklers located and coordinated with architectural, mechanical  
and lighting plans.  ..................................................................................................................................  

5. Cross sections of buildings.  ...................................................................................................................  

6. Details of all assemblies, fittings, bracing, hangers, thrust blocks, signage, flexible piping and any  
other required AFSS equipment or supports.  .........................................................................................  

PART 4 – SUPPORTING DOCUMENTATION ENTER X OR N/A  

A. GENERAL SUPPORTING DOCUMENTS 
1. Pre-application meeting minutes  ............................................................................................................  

2. District letter for exempt items. (Applicable only to school project submittals containing items listed  
in Appendix A of IR A-22: Construction Projects and Items Exempt from DSA Review which the  
district wishes DSA not to plan review or certify.) ....................................................................................  

3. Previously-approved DSA reference drawings (for alteration, reconstruction or additions to  
previously DSA-approved structures).  ....................................................................................................  

4. Previously-approved DSA comparison sets (for projects re-using previously  
DSA-approved designs)  .........................................................................................................................  

B. STRUCTURAL REVIEW SUPPORTING DOCUMENTS 
1. EXISTING BUILDING EVALUATION (For projects involving reconstruction, alterations, or  

additions.) ...............................................................................................................................................  

a. Copy of DSA approved (REH) Rehabilitation Evaluation and Design Criteria Report  
(applicable to rehabilitation projects for upgrades of non-conforming building or mandatory  
triggered upgrades per CAC 4-309 (c)). See form DSA 1-REH Pre-application for Approval of a 
Rehabilitation Project Evaluation & Design Criterial Report and procedure PR 08-03: School  
Facility Program/Seismic Mitigation Program.  ..................................................................................  

b. For projects involving reconstruction, alterations, or additions where no REH report has been 
submitted: Provide calculations demonstrating that the triggers of CAC Section 4-309(c) have  
not been exceeded.  .........................................................................................................................  

c. For projects involving reconstruction, alterations, or additions where no REH report has been 
submitted: Provide justification that the cost of the building reconstruction, alteration, or addition, 
determined in accordance with CAC 4-309(c), does not exceed 50 percent of the building  
replacement cost.  .............................................................................................................................  
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2. FLOOD MAP  
(Applicable to new construction, additions and relocations. See procedure PR 14-01:  
Flood Design and Project Submittal Requirements.)  ........................................................................  

3. PROJECT STRUCTURAL CALCULATIONS 

a. One set of stamped and signed structural calculations indicating codes used.  .................................  

b. Index of all calculations included.  .....................................................................................................  

c. Description of scope of work covered by the submitted calculations with complete design  
criteria indicated. Provide a clear narrative for each calculation section with main assumptions  
and design approach to be used. Address the impact to existing structural lateral systems of  
any proposed partial demolition(s). Reference CAC 4-309 for structural rehabilitation triggers.  .......  

d. Seismic, wind and importance load factors indicated. Wind loading provisions including  
wind speed, exposure and any specialized items such as topographic effects need to be  
clearly defined.  .................................................................................................................................  

e. Snow load utilized in the design identified; provide snow drift calculations, if appropriate.  ...............  

f. Utilized soil bearing pressure indicated. If greater than 1,500 psf, or where the exceptions in  
California Building Code (CBC) Section 1803A.2 are not met, provide substantiating  
geotechnical report.  .........................................................................................................................  

g. Utilized lateral soil passive pressure indicated. If greater than 100 psf, provide substantiating 
geotechnical report.  .........................................................................................................................  

h. Completed design checks of foundations including check of soil stresses and strength  
checks of footings.  ...........................................................................................................................  

i. Allowable lateral soil pressure for the design of poles, signs or antennae.  .......................................  

j. Calculations for miscellaneous site structures.  .................................................................................  

k. Key plans for foundations, floors and roofs, coordinated and cross referenced to the submitted 
structural calculations.  ......................................................................................................................  

l. Lateral drift calculations, as required by code, ..................................................................................  

m. Load calculations, including weight of mechanical and electrical units and fire sprinkler pipe,  ..........  

n. Calculations for mechanical equipment anchorage, including overturning,  .......................................  

o. Complete gravity system calculations, including checks of connections,  ..........................................  

p. Complete truss calculations and details for open-web trusses (unless deferred),  .............................  

q. Complete chord and collector calculations,  ......................................................................................  

r. Lateral system calculations, including checks of connections,  ..........................................................  

s. Calculations for lateral floor and roof diaphragms.  ...........................................................................  

t. Rigid diaphragms identified and calculations provided for accidental torsion consideration. ..............  

u. Dynamic analysis calculations required for buildings with structural irregularities, in  
accordance with American Society of Civil Engineers Standard ASCE 7, Table 12.6-1.  ...................  
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v. For designs by computer analysis, printouts of key input and output with a copy of the input
and output files must be included. Structural calculation should provide all model geometry,
loading information, boundary conditions, material properties, framing sizes, and strength
check modifiers. Calculations must also contain primary analysis results such as reactions,
all strength checks, and any connection design output to justify the design with the model
provided as backup.  ......................................................................................................................... 

4. GEOTECHNICAL INVESTIGATION / SOILS REPORT (See CBC 1803A for applicability)
a. New report applicable to the buildings in the scope of work with the appropriate professionals’

stamps and signatures.  .................................................................................................................... 

b. A previous report may be submitted if a reevaluation is made and found to be currently
appropriate. A letter updating the original report(s) by the same geotechnical engineer or
geotechnical engineering firm must be included.)  ............................................................................. 

5. GEO-HAZARDS REPORT (See procedure PR 14-01 for applicability) ................................................... 

a. A Geo-Hazards Report applicable to the buildings in the scope of work, with the appropriate
professionals’ stamps and signatures.  ............................................................................................. 

b. A previous report may be submitted provided that a reevaluation if made and found to be
currently appropriate and the additional criteria outlined in IR A-4.13 Geohazard Report
Requirements are satisfied. Provide a letter updating original report(s) by the same
geotechnical engineer or geotechnical engineering firm.)  ................................................................. 

c. One copy of a completed California Geological Society (CGS) application with CGS project
number, per IR A-4.13: Geohazard Report Requirements ................................................................. 

d. One copy of site data report submitted to CGS per CBC 1603A.2.  ................................................... 

e. CGS Final Acceptance letter will be required prior to DSA’s stamp-out. ............................................ 

C. ACCESS COMPLIANCE REVIEW SUPPORTING DOCUMENTATION
1. Manufacturers’ product data sheets for door hardware, plumbing fixtures, restroom accessories.  ......... 

D. FIRE AND LIFE SAFETY REVIEW SUPPORTING DOCUMENTATION
1. Current CAL FIRE Office of the State Fire Marshal listings and manufacturers’ product data

sheets for all AFSS materials and devices.  ............................................................................................ 

2. Hydraulic calculations for each building, system coordinated with the water-flow test hydrant ................ 

3. Structural calculations for support and bracing of sprinkler systems ....................................................... 

4. Current CAL FIRE Office of the State Fire Marshal listings and manufacturers’ product data sheets
for all fire alarm devices .......................................................................................................................... 

5. For projects exempt from the Green Oaks Family Academy Elementary School Fire Protection Act
(SB 575, Chapter 725, Statutes of 2001), a letter signed by the school district superintendent
stating the project is exempt ................................................................................................................... 
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E. ENERGY CODE COMPLIANCE DOCUMENTATION (Applicable to new construction, additions  
and alterations to an existing building envelope, HVAC or electrical system) 

1. Energy Compliance Documentation Submittal Checklist with signatures (Form DSA 403-A,  
DSA 403-B, or DSA 403-PC, as applicable).  ..........................................................................................  

2. California Energy Code required Certificate of Compliance forms with appropriate signatures  
on drawings  ...........................................................................................................................................  

3. Building Energy Analysis Report (8½-inch x 11-inch format) ...................................................................  

F. CALGREEN CODE COMPLIANCE DOCUMENTATION (Applicable to new construction and additions 
and landscape work.) 

1. DSA 1-L: Outdoor Water Use Self-Certification of Landscape Irrigation Design form and  
documentation with Site Landscape Area Location Plan See procedure PR 15-03: Compliance  
with CALGreen Outdoor Water Use Regulations.  ..................................................................................  

2. Completed Application Matrix (Attachment 1 within the guideline GL 4: CALGreen Code.)  ....................  

3. Identified underground and above-ground utilities and drainage systems; identified methods  
to manage surface water in compliance with CALGreen Code Section 5.106.10. ...................................  

4. Location of bicycle parking in compliance with CALGreen Code Section 5.106.4.2.  ..............................  

5. Identified areas that serve the entire building for recycling of non-hazardous materials per  
CALGreen Code Section 5.410.1. ...........................................................................................................  

6. Identified primary exterior entry protection in compliance with CALGreen Code Section 5.407.2.2.1.  ....  

7. Requirements for indoor moisture control identified in compliance with CALGreen Code  
Section 5.505.1.  .....................................................................................................................................  

8. Requirements for acoustical control identified in compliance with CALGreen Code Section 5.507.4. ......  

9. Requirements for ventilation identified in compliance with Energy Code and CALGreen Code  
Section 5.506.1. ......................................................................................................................................  
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