
 
 
 
 
 
 
 
 
 

July 18, 2008 
 
 
 
TO:  IAS-ACCREDITED BUILDING DEPARTMENTS, INSPECTION AGENCIES, 

THIRD-PARTY PLAN CHECK AND/OR INSPECTION SERVICE PROVIDERS 
AND OTHER INTERESTED PARTIES 

 
SUBJECT: Proposed Accreditation Criteria for Third-Party Plan Check and/or Inspection 

Service Providers, Subject AC402-0908-0908-R1 (KL/RA) 
 

Hearing Information: 
Thursday, September 18, 2008 
8:00 a.m. 
Minneapolis Convention Center 
1301 Second Avenue South 
Minneapolis, Minnesota 55403 

 
 
Dear Madam or Sir: 
 
The proposed accreditation criteria is being brought before the committee at the above-
referenced hearing for consideration. This new proposal outlines criteria for the accreditation of 
third-party, non-governmental providers of plan check and/or inspection services. A third-party 
service provider in this context is a competent, independent entity recognized to perform 
specified tasks subject to approval by the governmental authority having jurisdiction, usually a 
building department. 
 
You are cordially invited to submit written comments, or to attend the committee hearing and 
present verbal comments. Written comments will be forwarded to the committee, prior to the 
hearing, if received by August 28, 2008. As stated in Section 4.0 of the Rules of Procedure 
for Accreditation Committee Meetings (Rules) (copy enclosed), all written communications and 
submissions shall be delivered at least ten days before the scheduled Accreditation Committee 
meeting if they are to be forwarded to the committee. 
 
Any written material submitted for committee consideration will be available for public 
distribution as set forth in Section 4.0 of the Rules. 
 
Visual aids (including, but not limited to, charts, overhead transparencies, slides, videos, or 
presentation software) for viewing at meetings will be permitted only if the presenter provides 
to IAS, before the presentation, a copy of the visual aid(s) in a medium that can be retained by 
IAS with its record of the meeting, and that can also be provided to interested parties. 
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Your cooperation is requested in forwarding to the Whittier office all material directed to the 
committee. Parties interested in the deliberations of the committee should refrain from 
communicating, whether in writing or verbally, with committee members regarding agenda 
items. The committee reserves the right to refuse communications that do not comply with this 
request. 
 
If you have any questions, please contact Kellee Lostaunau, project coordinator, accreditation 
officer, at 562-699-0541, extension 3448, or the undersigned at extension 3309. You may also 
reach us by e-mail at info@iasonline.org. 
 
 Yours very truly, 

   
 Patrick V. McCullen 
  Vice President 
 
PVM/cjm 
 
Enclosures 
 
cc: Accreditation Committee 
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RULES OF PROCEDURE FOR ACCREDITATION COMMITTEE MEETINGS 

 
1.0 PURPOSE 

 The purpose of the Accreditation Committee and its 
meetings is to monitor the work of and to develop 
accreditation criteria for International Accreditation 
Service, Inc. (IAS). 

2.0 MEETINGS 

2.1 The Accreditation Committee shall schedule 
meetings that are open to the public in discharging its 
duties under Section 1, subject to Section 5. 

2.2 All scheduled meetings shall be publicly 
announced. 

2.3 Two-thirds (2/3) of the voting Accreditation 
Committee members shall constitute a quorum. A majority 
vote of members present is required on any action. 

2.4 In the absence of the nonvoting Chair-Moderator, 
Accreditation Committee members present shall elect an 
alternate Chairman from the committee for that meeting. 
The alternate Chairman shall be counted as a voting 
committee member for purposes of maintaining a 
committee quorum and to cast a tie-breaking vote of the 
committee. 

2.5 Minutes of the meetings shall be kept. 

3.0 MEETING RECORDS 

 An electronic audio record of meetings shall be made by 
IAS; no other audio, video, electronic or stenographic 
recordings of the meetings will be permitted. Visual aids 
(including, but not limited to, charts, overhead 
transparencies, slides, videos, or presentation software) 
viewed at meetings shall be permitted only if the presenter 
provides IAS before presentation with a copy of the visual 
aid in a medium which can be retained by IAS with its 
record of the meeting and which can also be provided to 
interested parties requesting a copy. A copy of the IAS 
recording of the meeting and such visual aids, if any, will 
be available to interested parties upon written request 
made to IAS together with a payment as required by IAS 
to cover costs of preparation and duplication of the copy. 
These materials will be available beginning five days after 
the conclusion of the meeting but will no longer be 
available after 30 days have elapsed from the conclusion 
of the meeting. 

4.0 WRITTEN COMMUNICATIONS AND 
SUBMISSIONS 

 Parties interested in the deliberations of the committee 
should refrain from communicating, whether in writing or 
verbally, with committee members regarding agenda 

items. All written communications and submissions 
regarding agenda items should be delivered to IAS. All 
such written communications and submissions shall be 
considered nonconfidential and available for discussion in 
open session of an Accreditation Committee meeting, and 
shall be delivered at least ten days before the scheduled 
Accreditation Committee meeting if they are to be 
forwarded to the Committee.  Correspondence received by 
IAS will not be released to any party, except to the 
Accreditation Committee, prior to the meeting without 
permission of the author. The committee reserves the right 
to refuse recognition of communications which do not 
comply with the provisions of this section. All such 
communications and submissions will be available from 
IAS upon written request and payment of costs associated 
with duplication. The materials will be available beginning 
five days after the conclusion of the meeting but will no 
longer be available after 30 days have elapsed from the 
conclusion of the meeting. 

5.0 CLOSED SESSIONS 

 Meetings shall be open except that the chairman may 
call for a closed session to seek advice of counsel.  

6.0 ACCREDITATION CRITERIA 

 Accreditation criteria are established by the committee 
to provide a basis for International Accreditation Service, 
Inc., accreditations. Consideration of accreditation criteria 
must be in conjunction with a current and valid application 
for an IAS accreditation listing or as otherwise determined 
by the Accreditation Committee. 

6.1 Procedure  

6.1.1 New Criteria 

6.1.1.1 Proposed accreditation criteria may be 
submitted by interested parties to IAS, and shall be 
developed by the IAS staff and discussed in open session 
with the Accreditation Committee during a scheduled 
meeting. 

6.1.1.2 Proposed accreditation criteria shall be 
available to interested parties at least 45 days before 
discussion at the committee meeting. 

6.1.1.3 The committee shall be informed of all 
pertinent written communications received by IAS. 

6.1.1.4 Attendees at Accreditation Committee 
meetings shall have the opportunity to speak on 
accreditation criteria listed on the meeting agenda, to 
provide information to committee members. 

http://www.iasonline.org/
mailto:info@iasonline.org


6.1.2 Existing Criteria 

6.1.2.1 Changes to existing accreditation criteria 
may be submitted by interested parties to IAS, and shall 
be developed by the IAS staff. Existing accreditation 
criteria may be revised by the committee either (i) at a 
public meeting pursuant to the procedures set forth herein, 
or (ii) by postal ballot, provided public notice is provided as 
stipulated in Section 6.1.1.2. 

6.1.2.2 The committee shall be informed of all 
pertinent written communications received by IAS. Parties 
interested in the proposed revisions to accreditation 
criteria may deliver communications and submissions 
regarding such proposed revisions to IAS within 35 days 
of the posting of the public notice regarding such proposed 
revisions to accreditation criteria. Such communications 
and submissions will otherwise be subject to the 
provisions of Section 4.0. 

6.1.2.3 Upon an amendment to existing 
accreditation criteria, the effective date of the criteria shall 
be no earlier than 30 days after publication of the 
approved criteria. 

6.2 Approval 

 Approval of accreditation criteria shall be as specified in 
Section 2.3 of these rules. 

 

Approved by the Board of Directors 

October 4, 2007 
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3.2.7 Accessibility of information and records, 
minimum retention times for records, and details on 
safe storage of records. 

3.2.8 Control of access to records: safeguards 
in place to prevent unauthorized access or 
modifications to records. 

3.2.9 Evidence of a comprehensive quality 
assurance plan (as defined in Section 2.20); 
description of annual internal quality audits and 
management reviews (as defined in Sections 2.15 
and 2.18). 

3.2.10 Copies of reports of management or 
operational audits (as defined in Section 2.17) if 
conducted within the past six years. 

3.2.11 Facilities and equipment available to 
employees and contract personnel (i.e., books; 
manuals; and tools, gauges, meters and equipment 
used for plan review and inspection functions). 

3.2.12 Method of identification and calibration of 
available tools and equipment used, as applicable. 

3.2.13 Availability of transportation equipment; 
policies on use and maintenance.  

3.2.14 Details on computer software and 
programs in use. 

3.2.15 Availability of information technology (IT) 
support. 

3.2.16 Validation procedure for computer 
programs used for plan checking. 

3.2.17 Availability of, and policies guiding 
appropriate employee and contract personnel use of, 
wireless voice and data communication, such as cell 
phones, wireless networks, etc. 

3.2.18 Third party service provider’s access to 
legal counsel. 

3.2.19 Description of the third party’s participation 
in awareness programs and community outreach 
activities, as applicable. 

3.2.20 Description of all documents available to 
the public. 

3.3 Staff Information 

Third party plan check and/or inspection service 
providers shall have a sufficient number of staff with 
the range of expertise to carry out its normal 
functions. 

3.3.1 Organizational chart providing employee 
names and titles for all full- and part-time staff 
positions within the organization. 

3.3.2 Policies and procedures on ethical 
behavior involving conflicts of interest and job 
performance. 

3.3.3 Training requirements for third party 
service provider’s personnel in post-disaster 
assessment and posting of structures. 

3.3.4 Job descriptions of each full-time and part-
time staff position, including information on minimum 

qualifications, education and certification/licensing 
requirements. Provide detailed criteria on 
qualification/certification and/or licensing 
requirements, if applicable. 

3.3.4.1. Number of plan reviewers currently 
employed, by category; i.e., single-trade, such as 
structural, mechanical, plumbing, electrical, etc., or 
multi-trade. 

3.3.4.2. Number of inspectors currently 
employed, by category; i.e., single-trade, such as 
structural, mechanical, electrical, etc., or multi-trade. 

3.3.5 List additional qualification requirements 
over and above the state or local requirements for 
staff, if any, such as P.E. license, contractor license, 
etc. 

3.3.6 Information on registered design 
professionals (i.e., number employed, full or part time, 
by profession). 

3.3.7 Methods of hiring, training and 
supervising. 

3.3.8 Process for verification of individuals' 
qualifications, education, etc. 

3.3.9 A matrix providing current standings, and 
expiration dates, of required certification(s) issued by 
a national construction code promulgation 
organization, such as the International Code Council, 
or other acceptable certification organization, as 
determined by local ordinance or state laws; for 
certified staff. 

3.3.10 Evidence of a process in place to conduct 
employee performance evaluations on, at minimum, 
an annual basis.  (Performance evaluations should 
encourage professional development by providing for 
the establishment of clearly defined performance 
goals, and include a mechanism to follow up on 
progress made toward stated goals.) 

3.3.11 State-mandated and locally mandated 
minimum continuing education requirements; and 
information on jurisdictional continuing education 
requirements, over and above state and local 
minimum requirements.  Please note: third party plan 
check and/or inspection service providers contracted 
to provide services in jurisdictions located in coastal 
areas and flood plains must provide information on 
the number of inspectors holding ICC Coastal and 
Flood Plain Construction Inspector certifications or 
equivalent certifications. 

3.3.12 Participation of individuals in code 
development activities, with a description of the levels 
of participation. 

3.4 Budget 

3.4.1 Budget for the past fiscal year — Revenue 
versus Expenditure. 

3.4.2 Financial audit method, e.g., internal or 
third-party. 

3.4.3 Liability protection, e.g., errors and 
omissions insurance policy, bonding, etc. 



 5 

3.4.4 Legal structure, e.g., sole proprietor, 
partnership, limited liability partnership, corporation, 
S-corporation, not-for-profit corporation, etc.  

4.0 CONSTRUCTION CODES 

The following details are necessary: 

4.1 List of duly adopted construction codes used 
as a basis for the services provided by the third party. 

4.2 Procedures followed for maintaining 
awareness of local amendments to any administrative 
provisions of the building code, fire code and related 
construction codes.  

4.3 Procedures followed for maintaining 
awareness of local amendments to any technical 
provisions of the building code, fire code and related 
construction codes.   

4.4 Method for implementation of applicable 
Federal Emergency Management Agency (FEMA) 
requirements. 

5.0 PLAN REVIEWS 

The following information is necessary (if plan review 
services are provided by the third party): 

5.1 Policies, procedures and checklists for plan 
reviews. 

5.2 Number of reviews done annually, by 
category, such as residential buildings, commercial 
buildings, site development plan reviews, and others, 
such as fire sprinklers, alarms, etc.   

5.3 Description of system used for tracking and 
coordinating plan review activities. 

5.4 Procedural requirements for review of 
building plans for structural parameters. 

5.5 Details of partial plan approvals, if offered. 

5.6 Number of plan reviews completed in the last 
12 months that resulted in rejection or correction of 
designs. 

5.7 Typical reasons for rejections or correction of 
designs. 

5.8 Service goals for plan review, established 
with stakeholder input (as defined in Section 2.23). 

6.0 VERIFICATION OF PROFESSIONAL 
CREDENTIALS/LICENSES 

Details on the following are required: 

6.1 Method of verifying builder and contractor 
licenses and insurance. 

6.2 Verification of licenses of registered design 
professionals. 

6.3 Verification of special inspector/special 
inspection agency credentials. 

7.0 INSPECTIONS 

The following details are necessary: 

7.1 Policies, procedures and checklists for 
inspections. 

7.2 Number and types of inspections done in the 
last 12 months, by category, such as structural, 
mechanical, plumbing, electrical, fuel gas, fire and 
others. Percentage of work rejected and corrected: 
structural, mechanical, plumbing, electrical, fuel gas, 
fire and others. 

7.3 Method of tracking rejections and corrections 
on individual inspector basis, if any. 

7.4 Typical reasons for rejections and 
corrections. 

7.5 Use of and compliance with IBC Chapter 17, 
Special Inspections. 

7.5.1 Use of and requirements for special 
inspectors, structural observers, approved 
fabricators/welders. 

7.5.2 Accreditation requirements or field 
monitoring of special inspection agency work. 

7.5.3 Procedures for acceptance of approved 
fabricators. 

7.5.4 Procedures for recognition of third-party 
inspection and testing agencies. 

7.5.5 Special inspector reporting requirements. 

7.6 Procedures for final inspections conducted 
by the third party service provider. 

7.7 Procedures for clear, concise and accurate 
reporting of inspection results. Procedures in place to 
guard against the alteration of inspection report 
records. 

7.8 Service goals for inspection, established with 
stakeholder input (as defined in Section 2.23). 

8.0 COMPLAINTS 

Details are required, as applicable, on the 
documented procedure in place to record, investigate 
and resolve complaints against contractors, work 
without permits and other similar violations. 

9.0 CERTIFICATE OF OCCUPANCY 

The method of issuance of Certificates of Occupancy 
(CO) or Certificates of Completion (CC) or temporary 
certificates of occupancy must be described, as 
applicable. 

10.0 ON-SITE EVALUATIONS AND 
ACCREDITATION 

On-site evaluations are required to determine the 
degree of compliance with the accreditation criteria. A 
team of trained evaluators and subject matter experts, 
led by a certified evaluation team leader, shall visit the 
third party plan check and/or inspection service 
provider to conduct a thorough review of the 
organization and the services it provides. The 
evaluation team will interview leadership (such as 
mayor, city manager, city attorney, or county 
administrator), other department heads, staff and 
stakeholders, as applicable. 

Evaluators and subject matter experts assigned to 
evaluation teams are screened by IAS to preclude 
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potential conflicts of interest such as: former 
employees, individuals that may have provided 
consultant services to the provider or the provider’s 
competitors, etc. 

10.1 Pre-evaluation: Prior to scheduling the full 
on-site evaluation, IAS will schedule a two-day visit to 
the applicant by the lead evaluator and a subject 
matter expert, to review and comment on its degree of 
compliance with the AC402 criteria.  

10.2 Full Evaluation: In consultation with the 
applicant, the team leader schedules the full on-site 
evaluation by a team of trained peer evaluators to 
verify compliance with the accreditation criteria. 

Upon conclusion of the on-site visit, the evaluation 
team leader provides the applicant with verbal 
feedback and specific information on major 
nonconformances, if any. Within 30 days of the 
resolution of major nonconformances, a formal report 
will be submitted to IAS by the team leader for 
transmission to the applicant. 

10.3 Follow-up Evaluation: In some cases, the 
team leader may recommend to IAS that a follow-up 
evaluation take place to verify implementation of 
corrective measures taken by the applicant in 
response to the full evaluation. Typically, follow-up 
evaluations include the team leader and another 
member for one or two days on-site. 

10.4 Full Accreditation: If the final report 
submitted by the IAS evaluation team leader indicates 
full compliance with requirements, the applicant is 
placed on a list for final review by the IAS Board 
Committee on Accreditation (BCA) for issuance of the 
formal accreditation certificate. Accredited service 
providers will be subject to an on-site surveillance 

evaluation at the conclusion of the initial year of 
accreditation. 

10.5 Conditional Accreditation: At the discretion 
of the Board Committee on Accreditation, conditional 
accreditation may be granted to an applicant who is 
substantially in compliance with the accreditation 
criteria and who has shown evidence of a clear action 
plan to address unresolved evaluation 
comments/concerns. The terms of conditional 
accreditation shall be determined by the Board 
Committee on Accreditation.  Conditional 
accreditation shall not exceed one year. 

10.6 Accredited service providers will be subject 
to an on-site compliance evaluation, at the conclusion 
of the period of conditional accreditation, at which 
time the Board Committee on Accreditation will re-
evaluate the agency’s accreditation status. 

11.0 ANNUAL REPORTS AND RE-EVALUATION 

To maintain accredited status, the accredited service 
provider must, at all times, be in compliance with the 
rules of procedure and the accreditation criteria. 
Annual reports, addressing key elements of the 
criteria, must be prepared by the accredited service 
provider and submitted to IAS. Submitted information 
must also include changes in key staff, changes in 
facilities or operating procedures, or any problems 
that could potentially impact the entity’s accredited 
status. 

At the end of every two-year term commencing 
from the initial date of accreditation, the accredited 
third party, plan check and/or inspection service 
provider will be subject to on-site full re-evaluation by 
IAS.▀

 


