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Overview of QAA Annual 
Renewal Requirements

-2005 Building Administrative Code
-ASTM Standards (E 329, E 548, E 3740…)
-Technical Guidelines (TG 15, TG 16…)

Reference Documents
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Annual Renewal Requirements

Completed Renewal Application
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Annual Renewal Requirements

Completed Renewal Application

Annual Renewal Fees
Agency Renewal
Inspector Renewal
Other Fees

Jonathan A. Bahr, P.E. (2006)

Annual Renewal Requirements

Completed Renewal Application
Annual Renewal Fees

Annual Renewal Request Letter
QAA approval request (C+C-L, M, G…)
Personnel approval request (C, M, S…)
Personnel removal request
QM & EM Declarations

Acknowledge responsibilities listed in the 
Building Administrative Code
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Annual Renewal Requirements

Completed Renewal Application
Annual Renewal Fees
Annual Renewal Request Letter

Quality Systems Manual
Yearly update
New QSM
Currently required updates

Jonathan A. Bahr, P.E. (2006)

Annual Renewal Requirements

Agency’s QSM on file with CCDDS-BD 
must be updated annually.  Revisions are 
triggered by any of the following:

Adoption of new building code
Requirements triggered by the Building 
Administrative Code
Changes in the organizational structure
Designation of a different QM or EM
Request for additional special inspection 
categories
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Annual Renewal Requirements

Agency’s QSM on file with CCDDS-BD 
must be updated annually.  Revisions are 
triggered by any of the following:

Relocation of facility
Changes in the laboratory such as 
commissioning new equipment or 
decommissioning of existing equipment
Changes in policies & procedures
Any other revisions to the controlled 
documented on file with CCDDS-BD

Jonathan A. Bahr, P.E. (2006)

Annual Renewal Requirements

Currently Required Updates:
Technical Guideline 100 – Conflict of 
Interest Policy

November 1, 2006 – All Prime and 
Subcontractor
February 1, 2007 – All Fabricator Shop 
Inspection and Audit Agencies

2006 International Building Code
See Schedule on website
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Annual Renewal Requirements

Completed Renewal Application
Annual Renewal Fees
Annual Renewal Request Letter
Quality Systems Manual

Calibration Records
All required equipment to perform listed 
approval categories
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Annual Renewal Requirements

Completed Renewal Application
Annual Renewal Fees
Annual Renewal Request Letter
Quality Systems Manual
Calibration Records

Quality Systems Records
In-house training records
Internal “Office” audits records
Internal “Field” audits records
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Annual Renewal Requirements

A log of in-house training that 
includes:

Dates
Personnel attendance
Topics related to the special inspection 
process

Jonathan A. Bahr, P.E. (2006)

Annual Renewal Requirements

Topics related to the special inspection 
process:

Agency policies and procedures for each 
special inspection activity the person is 
expected to perform
CCDDS-BD procedures issued through the 
Technical Guidelines.
Review and understanding of the Building 
Administrative Code of Clark County provisions 
related to special inspection.
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Annual Renewal Requirements

QAA internal special inspection audit results and 
resolutions to findings: 

Subcontracted Inspection

Method of transmitting non-compliance reports to 
CCDDS-BD

Reporting

Employment of Special Inspectors

Quality Management

Engineering Management

Other requirements in ASTM Standards such as ASTM 
E 329-00, Section 9
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Annual Renewal Requirements

Completed Renewal Application
Annual Renewal Fees
Annual Renewal Request Letter
Quality Systems Manual
Calibration Records
Quality Systems Records

For Each Inspector
Copy of Current Certifications
Copy of Current, signed Resume
Completed Technical Guideline 
Acknowledgement Form
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EXAMPLE

Example of a QAA Annual Renewal is 
available @ 
http://dsnet.co.clark.nv.us/dsweb/indu
stryletters.htm.




