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Appendix A PTI ORGANIZATIONAL CHARTS
Please visit https://www.post-tensioning.org/committees/committeedirectory.aspx for the

official rosters of committees named in Appendix A.

Please visit https://www.post-tensioning.org/QualityManagementProgram for staff
assignments and other details relating to PTI Certification Programs

PTI Board Level Committees

BD-100 Board of Directors

EX-105 Executive Committee

MKT-150 Marketing

EDC-130 Education

Fig. A.1—Committee organizational chart.
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PTI Technical Committees

Technical Advisory Board

DC-10 Shab-on-Ground M-10 Unbonded Tendon

PTUASBI M-50 Giouled Post-
Tensioning

DC-20 Bullding Design

DC-20A BIM Subcommittee

Materials Committees

DC-25 Parking Structures

DC-35 Rock and Soil Anchors

PTVASEI DC40 Bridge Design

DC-43 Cable-Stayed Bndge

CL LI Dosign and Construction

DC-20 Repair, Rehab, £ Strengthening

Fig. A.2—PTI Technical Committees.
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PTI Certification Committees

Certification Advisory Board

CRT-20 Unbonded Tendon Plant
Certification

CRT-30 Unbonded PT

CRT-40 Multistrand & Grouted PT

CRT-70 PT System Qualification
Testing & Certification

CRT-60 Repair, Rehabilitation &
Strengthening

CRT-80 PT Unbonded Tendon System
Qualification

Plant / PT System
Certification Committees

< L Field Personnel Certification
Committees

Fig. A.3—PTI Certification Committees
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CRT-20 Unbonded Tendon Plant Certification Committee

Chair
Todd Stevens
PTS West

Large PT Company Representative General Interest Representative
Consolidated Reinforcement. Inc. Collier Engineering

Medium PT Company Representative
Michael Williams General Interest Representative
Builders Post Tension Gillian Love
Simpson Gumpertz & Heger

Small PT Company Replesenmtwe

Chad Smith

Tech-Con Systems, Inc. General Interest Representative
John Pearson
Non-member PT Company
Representative
Position Open

General Interest Representative
Position Open

Associate PT Company Representative
Sam Camell

General Technologies. Inc.
General Interest Representative
Position Open

Blue = User and General Interest
Representatives
Green = -
Industry Representatives

Fig. A.4—CRT-20 Unbonded Tendon Plant Certification Committee.
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PTI Board of Directors

PTI Executive Committee

Red =

Blue =

Green =

camn}

P et |

Board-Level Committees

Fig. A.5—Lines of Authority and Certification Committees
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PTI Board of Directors

PTI Executive Committee

Certification Technical Advisory
Advisory Board Board

DC-10 Slab-on-Ground

Education Marketing
Committee Committee

PTUASBI M-50 Grouted Post-
Tensioning
e M-55 Grouting

DC-25 Parking Structures

Red = Board-Level Committees

DC-35 Rock and Soil Anchors
Indirect Reporting = ---———--—=-~ 2 Blon s

Materials Committees

g3-:
|

PTUASBI DC-40 Bridge Design

(el E M Design and Construction
Committees
DC-45 Cable-Stayed Bridge

DC-80 Repair, Rehab, & Strengthening

Fig. A.6—Lines of Authority Board-Level and Technical Committees
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PTI Board of Directors

PTI Executive Committee

Director of Certification Programs

Director of Technical, Educational, and
Promotional Programs

Certification Program Coordinator
Membership Coordinator SRR T EtErs Manager, Customer Service

Direct Reporting = 1

Green =

Indirect Reporting = '============3

AOE Staff

Fig. A.7—Lines of Authority, PTI and AOE Staff
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PTI Unbonded Tendon Plant Certification Program
Management Organization

PTI Board of Directors

Certification Advisory Board (CAB) (12)
= Chair{nominated & appointed from the CAB membership by the Board)
®  Chairs of (6):
CRT-20 Unbonded Tendon Plant Certification
CRT-30 Unbonded PT Personnel Certification
CRT-40 Muitistrand & Grouted PT Personnel Certification
CRT-60 Unbonded PT Repair, Rehabilitation, & Strengthening
CRT-70 PT System Qualification Testing and Certification

|
E
|

Unbonded Tendon Plant Certification Committee (11)
* Chair (Nominated & appointed by the CAB)
* 4 -PT Companies (Producers), with a minimum of:
> 1large (>7K tons) PT company representative
> 1medium (2K — 7K tons) PT company representative
» 1small (<2K tons) PT company representative
» 1non-member PT company representative
* 1-Associate representative
e 5-Users & General Interest

PTi Legal Counsel

Director of Technical,
Educational, and Promotional
Programs

Director of Certification Programs

- Staff
Independent Inspection Agency Note: Refer to 4 https://www.post-
Charles R. Adams & Associates tensioning.org/QualityManagementSystem for

Fig. A.8—Certification Management Organization.
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Appendix B Managing PTI Staff Competencies

September/October
Yes
Yes
=

3
Yes

¥

’ R

Yes

| No
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Appendix C
Section 5.2.5

PTI Certification Staff Assignments and Key Responsibilities

Tony Johnson is the current PTI Executive Director, and has held this position since 2019. He
is a licensed professional engineer previously worked for the Concrete Reinforcing Steel
Institute where he was responsible for providing technical assistance, outreach, and education
to engineers, architects, owners, contractors, as well as student groups.

Additional information regarding Mr. Johnson’s experience and training are on file in PTI’s
Human Resource department.

Executive Director — Position currently filled by interim ED not directly involved in this
program. Program updates will be realigned upon start of permanent ED.

Amy Dowell is the current Director, Certification, and has been at PTl since 2013. She is a
licensed professional engineer, and has Bachelors and Masters of Science in Civil Engineering.
Ms. Dowell has experience in field investigation of structures and condition assessment. In her
prior work, she was a project manager responsible for construction observation and quality
control. As a student, she did cooperative work with concrete technicians to conduct
standardized concrete and masonry testing protocols and conducted concrete material testing
research.

Additional information regarding Ms. Dowell’s experience and training are on file in PTI’s
Human Resource department.

Tim Christle is the current Director of Technical, Education & Promotion Programs, and has
been at PTl since 2018. He is a licensed professional engineer, and has a Bachelors in Civil
Engineering. Mr. Christle has experience in PT construction administration and
sales/marketing.

Additional information regarding Mr. Christle’s experience and training are on file in PTI’s
Human Resource department.

Miguel Zuniga is the current Certification Engineer and has been at PTl since 2021. He has a
Bachelors in Civil engineering and experience in PT detailing. Additional information regarding
Mr. Zuniga’s experience and training are on file in PTI’s Human Resource department.

Certification Engineer — Position currently vacant

Kim Curtis is the current PTI Certification Programs Coordinator, and has held this position
since 2018.

She has experience in administrative support and her training includes numerous courses in
the use of computers and administrative software.

Additional information regarding Ms. Curtis’ experience and training are on file in PTI’s
Human Resource department.
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Michelle Stern is the current PTI Member Services Coordinator and has held this position
since 2009.

Her training includes numerous courses in the use of computers and administrative software,
and in membership administration.

Additional information regarding Ms. Stern’s experience and training are on file in PTI’s
Human Resource department.

View Individual Task Assignments and Key Responsibilities

Appendix D Minimum Qualifications for PTI Unbonded Tendon Plant Inspectors

Section 5.2.6
Independent l.
Inspection
Agency

Experience

Unless otherwise approved by the PTI Unbonded Tendon Plant Certification Committee,
an inspector shall possess the following minimum experience:

a. One year of working in or managing an unbonded post-tensioning fabrication
facility, or

b. Three years working as a quality assurance inspector of manufacturing processes,
preferably in a related field.

Conflict of Interest

The inspector shall not be affiliated in any manner with any company or individual who
has an ownership stake in a facility that participates in, or is eligible to participate in, the
Plant Certification Program. The inspector shall not be employed by any company or
individual who has an ownership stake in a facility that is eligible to participate in the
Certification Program.

An inspector must disclose all past affiliations and relationships with any company or
individual who has an ownership stake in a facility that participates in, or is eligible to
participate in, the Plant Certification Program. For example, if an inspector was
previously employed by a company participating in the program, this information must
be disclosed to PTI.

Licensing/Certifications

Unless otherwise approved by the Unbonded Tendon Plant Certification Committee, a
PTI Plant inspector shall possess one or more of the following professional licenses or
certifications

J Licensed Professional Engineer, or

J Quality Inspector Certification - CQl or equivalent
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In addition the inspector shall have field experience and/ or knowledge of unbonded
post-tensioning construction. Either of the following would satisfy this requirement:

J PTI Certification as a Level 2 Unbonded PT Inspector, or
J PTI Certification as a Level 2 Unbonded Tendon Field Specialist, or
J 500 hours documented experience working on post-tensioned construction. For

this option, submission of an Affidavit of Work Experience is required.

IV. Examination

All proposed inspectors shall take and pass the PTI Unbonded Tendon Plant Certification
Inspector Qualification examination as established by the PTI Unbonded Tendon Plant
Certification Committee. This examination will be closed-book test with 50 questions
designed to test the inspector’s knowledge of the unbonded tendon fabrication process
of applicable industry standards, and of the PTI Unbonded Tendon Plant Certification
Program. A grade score of 80% or greater is required to pass the examination.

V. Trial Inspections

If the proposed inspector has had no previous experience as an inspector in PTI’s
Unbonded Tendon Plant Certification Program, he/she shall fulfill one of the following
prior to conducting an actual plant inspection:

a. Accompany a currently approved inspector on a minimum of 2 plant inspections, or
b. If no currentinspector is available, accompany PTI staff on two “mock” inspections.
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Appendix E Current UTPC Independent Inspection Agency/Personnel
Section CHARLES R. ADAMS, P.E. Key Qualifications:
5.2.6.5 e - Consulting Structural Engineer specializing in post-tensioned construction -
Current - licensed in the states of California, Florida, New Jersey, Maryland and
Independent
Agency/Personnel Massachusetts

- Over 40 years experience in post-tensioning industry

- Worked as southeast regional manager for Atlas Prestressing from 1969 —

1977

- Past owner of a post-tensioning fabrication company (PTSI) 1977 — 1993
e - Has provided engineering oversight of PTI Unbonded Tendon Program
inspections since 2005.

CHARLES SKARBREVIK Key Qualifications:
e - Over 30 years experience in the post-tensioning industry

e - Previously worked for Post Tensioning Systems, Inc. --a post-tensioning
fabrication company. In this capacity, he trained and managed personnel for
unbonded tendon fabrication at four fabrication facilities.

e - Hasserved as a PTI Unbonded Tendon Program inspector since 2001.

RICK D. COOLER Key Qualifications:
e - Over 20 years experience in the construction industry

e - In his previous positions, worked as a quality control manager, and as a
consultant responsible for ensuring ISO 9000 and ITIL certification
compliance.

e - Hasserved as a PTI Unbonded Tendon Program inspector since 2006.

JOE C. HARRISON Key Qualifications
e - Consulting engineer specializing in Post-tensioning projects and

Construction Management. Licensed in the state of Washington.
e - Over 40 years experience in the post-tensioning industry
o - Worked at J.C. Harrison & Associates, Ltd, General Technologies, Inc. and

Tamm Tacy & Associates, Ltd.
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Appendix F Step by Step Administrative Procedures for the PTI Unbonded Tendon Plant Certification

Program

Appendix F includes flowcharts that outline the step-by-step procedures for
the following key administrative processes of the program:

Applications

Initial Evaluation of Plants

Unannounced Inspections

Certification of Plants

De-Certification

Appeals, Disputes, and Complaints

Evaluation of Non-conformity Corrective Action

Notice of Program Changes
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Applicant submits Application Form & Certification

Contract along wth fee paymant, and required data
and records

v

Meambership Coordinator processas payment and
checks tosee if company is in good financial
standing within 1 week

v

" Ingeed financial Request payment of

standing? cutstanding obligations
"
Yes
¥
Certication Assstant reviews
application for completenass &
signature within 10 business days
of receipt

- lote? No- > Requast mesing
o information

'.
" Contrect signed by ; Return to applicant for
T aulhwriediep. o7 | vgrature
e .'.-
Yoz

Centification Assistant copies | Certification Assistant files
epplication and deta submitted original copies

}

Certification Assistant give Application |
application package to | B package meet Return to applicant for
Cerntification Director for review program revision |
of completeness tequirements? L
v
Yes

L4 .
Send copy of application package to Independant Inspaction Agency
with an authorization 1o procead with inkial inspaction within 2 =3 Evaluation
weeks receipt of all required information S—

Fig. F-1—PTI Administrative procedure for processing certification applications.
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“Initial Evaluation |
- | -
Inspection Agency reviews data and records submitted

v

Inspection Agency contacts applicant to schedule intal
inspection

B

Inspector travels to facility

v

Inspector inspects facilty in accordance with approved
program proceduras

v

Inspection Agency grades each evaluation parameter in

4

ac with established technical criteria

Plant submits request for

Inspection Agency recards evaluation score along with reinsp along with

pertinent findings and observation in a final inspection &

reinspection fee to PTI within
L 30 days of receipt of inspection
report
Final report shall be signed by the inspector and an -
authorized rep tative of the Inspection Agency who is T
also a licensed engineer. -
—1_‘“— Plant corrects cited
deficiencies
Two copies of the report shall be submitted to PTI; the A
Inspection Agency shall retain and file the original. Y:’

‘ N MM_N
PTI Manager: Cartéication chacks Final Inspection Report “Relnspaction?.” ' .
. o -

for compliance with program standards P

e Return to Inspection Agency

~ MeetProgam -

" Stsndards? - No®»  forReviionand/or 2
N corrective action C

Yes

i G Send apphcant copy of report and
o ‘-\ notify that they failed the evaluation; Applicant roviews
< Score? —Nod»
‘~.f°u"' advise re. the option to request I report
> | reinspection

N

v
Yes

i

Fig. F-2—PTI Administrative procedure for initial plant inspections.
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" Unannounced
Evaluation
Y

Inspaction Agency schedules unannounced Inspection

, v
Inspection Agency reviews previous inspection
plant actions taken to correct/p

¥
Inspector travels to facility
A 4

Inspactor inspacts facilty in accordance with approved
program precedures

¥

Inspection Agency grades each evaluaticn parameter in
sccordance with established technical criteria

B

reports and

[ Inspecticn Agency verifies that preventative/corrective
actions have been Implemented as reported

Inspection Agency records evalustion score along with

Plant submits requast for
reinspaction along with
rainspaction fea to PTI within
30 days of receipt of inspection
report |

-~

Plant corrects cited
deficiencies

T

partinent findings and observation in a final inspection
report

Final report shall be signed by the inspector and an
authorized representative of the Inspection Agency who s

als0 a lcensed enginaer,

A copy of the report shall be submitted to PTI: the
Inspection Agency shall retain and file the original.

¥
PTI Manager - Cartification chacks Final Inspection Report
for liance with program standards with 1 week of

. Meet Progurﬁ"
“\._Standards?

Return to Inspection Agency for
Revision and/or corrective action |

_=—Nod»

Yes
I

-"'llequcn"" :
“Reinspecticn?”
S
A
No
1

—N

_~IsthisaRe-~_
~ .\:mpoctiuna F
. o

=

Yes

No

\_\\ p

Yes l

\;_" Passing Score? ~MNo»
o

b

Send applicant copy of report and
notify that they falled the evaluation;
dvise re. the op to req
|reinspection within 2 weeks of receipt

o
i

Applicant

reviews report

Send applicant copy of report and ]

Yes nctify that they have 30 days to

formally respond to cited deficiencies
and areas of nonconformance within
2 weeks of receipt

Applicant reviews report |

Fig. F-3—PTI Administrative procedure for unannounced plant inspections.
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PTI Manager: Certification verifies the following:
'@ Applicant has paid appropriste fee and is in good financial standing

'@ Signed certfication contract s on file

e Other required documentation has been received and 8 on file

'« Completed inspection report signed and approved by a professional
engineer has been received from the Inspection Agency

' Inspection grades meet or exceed minimum program requirements

X

) Requted_ . . o | Return to Applicant or Inspection
>

<_docun No - e
. okay? / Agency for revision

o
N
-

L
Yes
I

Manager notifies Managing Director that Applicant’s plant has received a
passing grade on its inspection, and that all required paperwork has been
|received and is on file,

Managing Director reviews Inspection Agency’s evaluation of plant and
lated doc lon; 1 ts add al information if needed

3

<

\Mce info. needed? 3 Yes > Staff provides requested info.
\_\\ 4‘//

- -

\\]/_,
No

Managing Director approves/di
certification of plant

PTI Managing Director notifies Unbonded Tendon Plant Cartifi
Committee of the certfication decision

v

Unbonded Tandon Plant Cartification Committee notifies Applicant in
\writing of the certification decision

) ¥
For newly certified plants, PTI Staff sends Applicant:
. Certification Plaque

[PTi staff adds plant to:
e Certified plant listing (web and printed)

& Lst of Certification Actions ubllihﬂd monthly

| Advise Inspection Agency that Applicant has been certified and that future |
unanncunced inspections may be performed as required

= .
——>{ Unannounced Evaluation )

Fig. F-4—PTI Administrative procedure for certifying plants.
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PTI Manager: Certification verifies the following:

e Applicant haz not filed an appeal plaint, ordisput

+  Applcant has not requested a re-inspaction within 30 day deadline

« Comgleted inspection report signed and apgroved by a professional engineer
has been received from the Inspection Agency

*  Inspection grades do not meet or exceed minimum program requiremants

v

_~Appeal, ™.
< complaint or - »" Rppeal/Dispute Process

“dispute?”
..\\. ‘../
¥
No
X
_ Re-inspection ™. G o \)
L roquested? ves " Unannounced Evaluation y
L S
S
L
No
v
Manager: Certification notifies Managing Di that Applicant’s plant has
received 8 falling grade on its inspection, and that all required paperwork has been
raceived and is on file.

v

Managing Director reviews Inspection Agency's avaluation of plant and related
documentation; requests additional information if needed

.'* .

"I.'Moruh!a.\"'- - -
< neoded? Y Y [ Staff provides requested info. |
NS J
v
No

A4
Managing Director approves/disapproves
cartification of plant
Y
PTI Managing Director notifies Unbonded Tendon Plant Cert fication Committee of
the certification decision
\ J
Unbonded Tendon Plant Certification Committee notifies Apphcant in writing of the
certification decision
L 4

PTI staff:
« Removes plant from Certified plant listing (web and printed)
* _ Add plant to List of Certification A:jlv:_pygl'_ished monthly

Advise Inspection Agency that Applicant has been de-certified and that future
unannounced inspections should nct be performed until otherwise advised

Fig. F-5—PTI de-certification process.
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Fig. F-6—PTI administrative procedure for the appeal, dispute, and complaint process.
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Upon receipt of the inspection report from PTI, the Plant must formally
respond to all cited deficiencies and areas of nonconformance. This
response must document what preventive and/or corrective action has

been taken, and what additional steps will be taken in the future to ensure |
: |
conformance with Certification Program reguirements.

The formal written respense must be submitted to PTl within 30 days of
receipt of the inspection report

Managing Director reviews response to verify that all cited
defidencies and areas of nonconformance are addressed

" All deficiencies _
<_ addressed insome _———No—»

manmard
manner:

PTl advises plant that
response is incomplete

Yes

PTl advises Inspection Agency that response
was not received on time and that a 10-point

“" Response recelved

. _ within30days? -~ e overall grade score deduction will be
~ applicable on next Inspection
Yes
Y

Staff forwards plant’s response to
Inspection Agency and files copy in
Certification Records

!

Inspection Agency notes the plant’s

p
response and reviews reported actions Unannounced Evaluatiorh
taken prior to next inspection

A 4

Fig. F-7—PTI procedure for evaluating actions taken to prevent/correct non-conformities.

Page 23 of 44



PTI Quality Management System Manual for Certification Programs

PTI-CRT140 G2-0823

Online appendices at www.post-tensioning.org/QualityManagementProgram

Change Approved

e = -

—

" Notifications =

Participating Plants

| Send e-mail to principal compary and
plant contacts summarizing changes
and stating effective date

¥

Conduct webinar to explain changes if
scope warrants

Inspection Agency

X

Advise agency of changes and of the
effective date

Public

.

Place o nutice of the changes and [

effective date on the Plant Certification
page of the PTI website

¥

Publish a notice of the changes and
effective date in the PTI E-Newsletter

Staff/Committees

Send e-mail to all Ple certification staff |
and the CRT20 and CAB committees
advising of the changes and stating
effective date
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»_ Documents

— I

T

Update files in UTPC directory on
network

v

Put updated documents in appropriate
directory

|

Put obsolete documents in archive
directory

'

Update Document Control Log

Add updated document(s)to PTI
website for public download (if
applicable
1

v

Give copy (pdf or hard) of updated
document(s) to PTI certification staff

v

Give copy of updated document(s) to ||

Inspection Agency
1

v

Update Summary of Latest
Documents on PT| website

Fig. F-8—Procedure for notifying stakeholders of approved program changes.
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v

’mmmmmmt representative to serve on
the audit team

!

[ UTPC Committee rep. and PTI Certification Director plan
audit

Audit Team compiles findings & recommendations and prepares final
report for submittal to the UTPC Certification Committee

|

UTPC Committee reviews audit report and - Copiudﬁfp?n::‘mf:runmi 4

[ malkes cec Hetlons oo Agency, CAB and the PTI Board

Fig. F-9—Internal audit procedures.
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Appendix G PTI Unbonded Tendon Plant Certification Program Recordkeeping Organization & Structure
The following is the general organization of files for the UTPC program. As noted below,
various portions of the records and files are maintained by different departments within PTI.

With the exception of personnel and financial records maintained by the Human Resources and
Finance departments respectively, all certification records are to be maintained in digital
format on PTI’s network. Only current versions of certification documents are to be stored in
the active certification directory; obsolete historical documents will be stored in a separate
archive directory and retained in accordance with Appendix H, PTI Certification Document
Retention and Destruction Policy.
1. General
1.1. Program Requirements
1.1.1. Plant Certification Manual
1.1.2. Related References
1.2. Certified Plant Listing
1.3. Monthly Summary of Certification Action
1.4. ANSI Accreditation
1.4.1. Application
1.4.2. Supporting Documentation
1.4.3. ANSI Reviews & Audits
1.4.4. ANSI Communication & Correspondence
1.5. Committees
1.5.1. Certification Advisory Board
1.5.1.1. Roster
1.5.1.2. Committee member bios
1.5.1.3. Meetings
1.5.1.3.1. Agendas

1.5.1.3.2. Minutes

1.5.1.4. Ballots
1.5.1.4.1. Item Description
1.5.1.4.2. Vote Summary
1.5.1.4.3. Resolution of Negatives

1.5.1.5. Reports
1.5.2. Unbonded Tendon Plant Certification Committee
1.5.2.1. Roster
1.5.2.2. Committee member bios
1.5.2.3. Meetings
1.5.2.3.1. Agendas

1.5.2.3.2. Minutes

1.5.2.4. Ballots
1.5.2.4.1. Iltem description
1.5.2.4.2. Vote summary
1.5.2.4.3. Resolution of negatives
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1.5.2.5. Reports
1.5.3. Plant

1.5.3.1. Companies
1.5.3.1.1. Year
1.5.3.1.2. Application — Renewal Forms
1.5.3.1.3. Supporting documentation
1.5.3.1.4. Contract
1.5.3.1.5. Correspondence

1.5.3.1.6. Evaluations & Inspections
1.5.3.1.7. Certificates
1.5.3.1.8. Misc. (e.g. company literature, etc.)

1.5.4. Inspection Agency
1.5.4.1. Contracts/ FRPs
1.5.4.2. Inspectors
1.5.4.2.1. Qualifications / bios
1.54.2.2. Exams
1.5.5. PTI Staff*
1.5.5.1. Job Descriptions*
1.5.5.2.  Work History & Qualifications*
1.5.5.3.  Performance Reviews*
1.5.6. Public Comments
1.5.6.1. Notices
1.5.6.2. Comments Received
1.5.6.3.  Resolution & Follow-up action
1.5.7. Appeals, Complaints & Disputes
1.5.8. Quality Management System
1.5.8.1.  Quality Management Manual
1.5.8.2.  Internal Audits

1.5.8.2.1. Committee
1.5.8.2.2. Staff
1.5.8.2.3. Inspection Agency

1.5.9. Annual Budget
1.5.9.1.  Analysis of PTI Fee Contribution
1.5.9.2.  Plant Invoices”
1.5.9.3.  Payment Records”

Responsible Department Code
Certification Department
Human Resources Department*

Finance Department”?
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Appendix H

PTI Certification Document Retention and Destruction Policy
This Certification Document Retention and Destruction Policy of the Post-Tensioning Institute
identifies the record retention responsibilities of staff, volunteers, members of the Board of

Directors, and outsiders for maintaining and documenting the storage and destruction of the

PTI’s certification documents and records.

1) Rules. The Executive Director’s staff, volunteers, members of the Board of Directors and
outsiders (i.e., independent contractors via agreements with them) are required to honor
these rules: (a) paper or electronic documents indicated under the terms for retention
below will be transferred and maintained by the Human Resources, Legal or Administrative
staffs/departments or their equivalents; (b) all other paper documents will be destroyed
after three years; (c) all other electronic documents will be deleted from all individual
computers, data bases, networks, and back-up storage after three years; and (d) no paper
or electronic documents will be destroyed or deleted if pertinent to any ongoing or
anticipated government investigation or proceeding or private litigation.

2) Terms for retention.

a. Retain permanently:

Governance records — Charter and amendments, Bylaws, other organizational
documents, governing board and board committee minutes.

Tax records — Filed state and federal tax returns/reports and supporting records,
tax exemption determination letter and related correspondence, files related to
tax audits.

Intellectual property records — Copyright and trademark registrations and
samples of protected works.

Financial records — Audited financial statements, attorney contingent liability
letters.

b. Retain for ten years:

Pension and benefit records -- Pension (ERISA) plan participant/beneficiary
records, actuarial reports, related correspondence with government agencies,
and supporting records.

Government relations records — State and federal lobbying and political
contribution reports and supporting records.

Certification applications and agreements—contracts and other formal
agreements with certification applicants, inspection agencies, internal auditors,
etc.

Quality management audits — final internal audit reports

Certification actions — documentation related to a certification, re-certification
or de-certification decision

Certification Committee records — minutes, rosters and other records of official
committee actions

Accreditation records — supporting documentation related to accreditation by
ANSI or other accreditation organization
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e C(Certification inspection reports —final evaluation reports prepared by the
Independent Inspection Agency

o Appeals, complaints and disputes — records pertaining to appeals, complaints
and/or disputes filed with PTI with respect to certification.

c. Retain for five years:

e Employee/employment records — Employee names, addresses, social security
numbers, dates of birth, INS Form I-9, resume/application materials, job
descriptions, dates of hire and termination/separation, evaluations,
compensation information, promotions, transfers, disciplinary matters,
time/payroll records, leave/comp time/FMLA, engagement and discharge
correspondence, documentation of basis for independent contractor status
(retain for all current employees and independent contractors and for three
years after departure of each individual).

e C(Certification inspection reports —final evaluation reports prepared by the
Independent Inspection Agency

e (Certification Examinations — results of certification and inspector examinations

o Appeals, complaints and disputes — records pertaining to appeals, complaints
and/or disputes filed with PTI with respect to certification.

d. Retain for three years:

e All other electronic records, documents and files — Correspondence files, past
budgets, bank statements, publications, employee manuals/policies and
procedures, survey information.

3) Exceptions. Exceptions to these rules and terms for retention may be granted only by the
Executive Director or the President of the Board
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Appendix | Quality Review Process and Procedure

i

>

Fig. 1.1—Quality Management Review Process
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L AL

" Y

Annual Schedule

CAB selects UTPC Committee selects
representatives to representatives to May
conduct Staff and UTPC conduct Staff and
Committee audits Inspection Agency audits

CAB Chair, UTPC Committee Chair and
Executive Director prepare/ update
training presentation based on ISO 19001 May - June
and ISO/IEC 17065
r
Training webinar conducted for internal 3
oo July - August
Y
Audit of UTPC Committee initiated September - October
A4
Audit of PTI Headquart Staff
iniﬁatzza = November - December
y
Audit of Inspection Agency initiated November - December

Fig. I.2—Auditor Selection and Training Process

Page 31 of 44



PTI Quality Management System Manual for Certification Programs PTI-CRT140 G2-0823

Online appendices at www.post-tensioning.org/QualityManagementProgram

CAB dedgnates arepresentative 1o serve on the
auditteam at spring meeting

!

CAB rep. and PTI Executive Director plan audit

Aud it Team compiles indings & recommendations and submits to
staff. Staff prep ares final report for submittal to CAB by Feb. 28

|

CAB reviews audnt and makes Copies of Report and CAB's
Vo (e '::ﬂ ki T d are gven o UTPC
byMarchal Committee, CAB and the PTl Board

Fig. .3—Committee Audit Procedure
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—

CAB and UTPC Committee each desgnate a
representative to serve on the audit team

]

!
| Transaction Observation | |

| CAB and UTPC Committee reps. plan audit |

| '
— -

Audit team vists PT1 office |

Audit Team compiles findings & recommendations and prepares final
report for submittal to CAB

I

Copies of Report and CAB's

CAB reviews audit report and makes dation are given to UTPC

[ dations for imp "| Committee, CAB, Executive Director and
the PTI Board

Fig. 1.4—Staff Audit Procedure.
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4

f
| UTPC Committee desig) arep 1o serve on
| the audit team

v

f
| UTPC Committee rep. and PTI Certification Director plan 1

audit

[
Staff compiles findings & recommendations and prepares final
& report for submittal to CAB and the UTPC Certification Committee by

February 28

|

I
CAB reviews audit report and makes { Copies of Report and UTPC Committee’s

e Jalions for knpre tand recommendation are given to Inspection
submits to CRT-20 by March 31 Agency; CAB and the PTI Board

Fig. .5—Independent Inspection Agency Audit Procedure

Page 34 of 44



PTI Quality Management System Manual for Certification Programs PTI-CRT140 G2-0823

Online appendices at www.post-tensioning.org/QualityManagementProgram

Fig. .6—Audit Process.
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r

Review Appeals, Complaints &
Disputes

Review Public Comments

Staff compiles records of all appeals, complaints
and disputes {AC&D), along with documentation
of follow-up corrective and/or preventative

actions taken |

Staff compiles records of all public comments
recelved along with documentation of UTPC
Committee’s resolution of comments

CAB designates a review team, who along with the
Executive Director review the extent, nature and

CAB designates a review team, who along with the
Executive Director review the comments and the

validity of AC&Ds and the sufficiency of follow-up l sufficiency of follow-up
Y F
Review team formulates findings and Review team formulates findings and
recommendations; submits to CAB and UTPC recommendations; submits to CAB and UTPC
Committee : Committee

Fig. 1.7—Process for Review of Appeals, Disputes, Complaints, and Public Comments.
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ATy Wargemer e

Y

‘ Review of Staff Performance

}

Férfo oe-a; praisals Staff supervisors conduct performance appraisals
kept on file in Human <= TR
| for each certification staff member.
Resources Department

Supervisor reviews whether employee has
required competencies as approved by UTPC
Committee

Supervisor identifies
recommended training to
achieve competency

Supervisor attests to employee competency (if |
applicable) and lists recommended training

Y

Supervisor Competency Certifications to
Executive Director no later than December 31

Y

Executive Director compiles findings/ recommendations and
incorporates into Annual Management Review Report by February 28

Fig. 1.8—Staff Review Process.
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v v

Review of NCRs and Preventive/

Corrective Actions and other follow-up Review of Risks to Impartiality
actions from Previous Management
Reviews * - —
—3 . . o l

Staff reviews risks to impartiality that
have been identified by the UTPC
Committee to confirm that all cited risks

Staff reviews past management review
reports to confirm that all cited NCRs and

related preventive/ corrective actions are and related preventive/ corrective actions
documented in the PTI CRT 20 F32 UTPC P

b are documented in the PTI CRT 20 F32
Sormactine schion Low | _ UTPC Corrective Action Log .
o | e i

At each meeting, CAB reviews and evaluates the
effectiveness of all corrective/preventive actions
completed in the previous 6 months

Staff enters CAB’s effectiveness ratings into the PTI CRT 20 |

F32 UTPC Corrective Action Log
No
({g up to date? Update log

e !
Executive Director attaches PTI CRT 20 F32 UTPC Corrective
Action Log to Annual Management Review Report

i * ",
Fig. .9—Process for Review of Nonconformities, Risks for Impartiality, and Related Preventive
and Corrective Actions.
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""Quality Management Review )

}

management system

Review of changes that could affect the ‘

l Y . Y : 3
‘ Technical Government | |
|
SEAIG { Standards l Regulations/ Law IR, l SIS
4
Staff surveys UTPC Committee re.

changes in the above areas

L 4
Staff identifies other observed

changes not identified by the
UTPC Committee

Y

Executive Director compiles findings/
recommendations and incorporates into
Annual Management Review Report by Feb. 28

Fig. .10—Process for Review of Changes that could Affect the Management System.
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Assessment of the fulfillment of
program objectives

v v

Survey the UTPC Committee re. the Survey CAB re. the effectiveness of
effectiveness of the program and the program and fulfillment of its
fulfillment of its objectives objectives '

\ 4

Executive Director compiles survey results and
incorporates into Annual Management
Review Report by February 28

— e—— P ——— e —

Fig. 1.11—Process for Assessment of the Fulfillment of Program Objectives.

Page 40 of 44



PTI Quality Management System Manual for Certification Programs PTI-CRT140 G2-0823

Online appendices at www.post-tensioning.org/QualityManagementProgram

(T WManagement Review Report )

PT Staff/Headquarters Audit b=
Inspection Agency Audit —
A J
External (ANSI) Audits m Executive Director compiles
e » inputs from various reviews
Review of Appeals, Disputes and Complaints — and includes as attachments
Review of Public Comments — l
Executive Director drafts
orerm— PR
" Review of NCRs and Related Preventive/Corrective | | 1!
Actions Executive Director sends
draft to CAB and UTPC
T Iml Committee for review by
Review & evaluation of folow-up actions | February 28
from previous management reviews l
Review of changes that could affect the management || CAB completes review and
Sysem recommends follow-up
Assessment of the fulfilment of program objectives ‘-—— BRI

N
CAB sends approved final report and recommendations to UTPC
Committee and PTI Board of Directors by March 31

e

UTPC Committee reviews CAB recommendations and votes on
follow-up actions by April 30

.

UTPC Committee notifies CAB of its intended follow-up actions

Fig. 1.12—Management Review Report.
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4 e =

~ -

Prior to the Fall Board meeting, PTI Finance Advisory
Committee develops annual cost estimate for the program |

Based on FAC's cost estimates, PTI Board of Directors
determines PTI’s membership’s annual contribution to the |
Certification Program for the following year l

}

Based on the PTI contribution the FAC cost estimate and
anticipated plant participation, the UTPC Committee sets the i-'--—-—
certification fees and annual budget |

l

UTPC Committee sets Member Dues Credit based on PTI |
Contribution and member participation in the program |

\/ Budget break-even?/\buo-h Adjust Fees =

- Yl

\\ //
>
\Y:rs

Notify Plants of Annual
Fee by November 1

l

Invoice plants no later
than November 15

Fig. 1.13—Certification Program Budgeting. Process

Page 42 of 44



PTI Quality Management System Manual for Certification Programs PTI-CRT140 G2-0823

Online appendices at www.post-tensioning.org/QualityManagementProgram

Proposed 2023 PTI Unbonded Tendon Plant Certification Program Fee Analysis

Projected 2022
Proposed 2023 Fee 2023 vs. 2022
Year-end

Revenue
Piant Fees
Fabricstion Faciities (62959.100) 564,200 $332,000 $6.200
Extnuzion Faciities [3958,100) 524,300 $32,000 [57.700)

2 $7.000 53,300 53,300
Total Revenue $595.500 5593.500 $2.000
Expenses

1 1

Inzpection Agency
Tabricaticn T aclity rapecsans 5260,000 $217,000 543,000
atrasion Patity rapectors $11.400 $9.900 54,300
P asectiora 4,000 54,000 0
Iragmcton Mewt g sTertenom, Treee 57,000 53,800 53,600

Acministrative Expenze

|5ty sakcries & Overnece $146,000 $140,000 56,000
Office & worenows spoce 57.430 56,630 5800
ool Sernce: 523,000 $30,000 ($3.000)
Irsurones 51,230 $1,100 5130
Office Experze 51,000 $1.000 50
wesits $3,700 54,000 $1.700
Postoge & Shigping 51,300 $1.300 s0
Mestings 510,300 54,000 56,300
|seary Trover 59,000 $3.300 53,300
Merigtrg 51,000 50 51,000
ANSI Accrecitotion Expenze $21.000 $10.000 512000
reemal Quolity Audis $3.000 $3.000 50
Prior Yesr Development Recovery Charge [to PTI) $30,000 $73.000 (523.000)
Recearch and Development Charge (to FTI| $35,000 $39,000 S0
Total Expenze $605,600 $555,050 $50.550
Carryover Surplus (Lozs) from Previous Year 5$38.450 N/A N/A
Net Surplus (Loss) $28,350 538,450 (510,100)

Fig. 1.14—2023 PTI Contribution to the Unbonded Tendon Plant Certification Program.
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2023 UTPC Certification Fee Analysis

Administrative Expense
Staff Salaries & Overheod S 146,000
Office & warehouse space 5 7,450
Legal oversight S 25,000
Insurance $ 1,250
Office supplies S 1,000
Website S 5,700
Postage & Shipping S 1,500
Meeting space S 10,300
Staff Travel S 9,000
Marketing 5 1,000
Inspector Meeting attendance S 7,000
Internal Quality Audits S 5,000
Administrative Expense S 220,200
ANSI Accreditation Expense S 21,000
Annual Fee $4,000
Auditor Travel: 3 trips @51500 $4,500
Auditor Labor: 7days @51250/day $12,500
Inspection Costs $4000 per fabrication plant, $3800 per extrusion plant plus 6
additional random inspections (10% of plants) s 291,400
Standard Fabricotion Fadiiity inspections (2 per plant for 62 plonts) $248,000
Standard Extrusion Focility Inspections (2 per plant for 3 plants) $11,400
Additional random inspections (10% of plants - 6 inspections) $12,000
Additional costs for internotional Inspections (4 plants) - paid by plant $16,000
Reinspections (2) $4,000
Less Prior Year Budget Surplus (Loss) S 38,450
Total Estimated Program Expense S 494,150
Estimated Cost per Plant (65 Participating Plants) S 7,600
Prior Year Development Recovery Charge per plant S 900
2023 Research & Development Charge per plant S 600
Proposed Fee per PT Fabrication plant S 9,100
Proposed Fee per Extrusion plant S 8,100
Member Credit (pro-rated PTI Member Contribution + Annual
Development Recovery Charge) S (4,500)
Net Member Fee per fabrication plant S 4,600
Net Member Fee per extrusion plant S 3,600

Fig. 1.15—2023 Certification Fee Analysis (effective January 1, 2022) for the latest fees contact
PTI or visit www.post-tensioning.org.
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