
Submitting Quality System Documentation and Personnel Certifications 

 

AASHTO re:source has implemented new tools to allow laboratories to electronically submit their quality 

system documentation and personnel certifications.  The goal is to provide a more thorough assessment 

that also saves the laboratory time during the on-site assessment!  Laboratories that wish to be 

accredited for ASTM quality standards (C1077, D3666, D3740, & E329) are required to submit 

certifications for all personnel that are involved with testing of applicable materials.  Any laboratory 

requesting AASHTO R18 may also elect to submit their quality system documentation in advance. 

 

Your laboratory’s accreditation page has changed…Slightly! 

After you have successfully requested an AASHTO re:source on-site assessment for your laboratory, and 

you go back to you laboratory’s accreditation page, you will notice there is a new button available in the 

assessment History area.   

 

 

 

 



What Do I Do Here?! 

When you click the “Pre-Assessment” button on your 

laboratory’s accreditation page, you will be redirected to 

the Pre-Assessment Quality Documentation Form.  It is on 

this one page where you can now submit all of the 

documentation for your laboratory’s quality system and all 

of the certifications for your personnel. 

 

 

The Laboratory Manager 

The first bit of required information is the name of your 

Laboratory Manager.  Once you insert his or her name, you 

will then need to select whether he or she is a Professional 

Engineer (P.E.), or your Laboratory Manager has already 

been approved by the ATG to receive accreditation without 

maintaining an active P.E. license. 

Your selection in this area will determine what information 

needs to be submitted next.  If you have a P.E., we will need 

you to fill out their P.E. license number, the state of the 

license, the expiration date, and the years of experience the 

P.E. has accrued.



 

If you do not have a Laboratory Manager who is a P.E., but he or she has been previously approved for 

your laboratory through the ATG, please select that option. If you do not have a Laboratory Manager 

who is a P.E. and you either are not sure if you have ATG approval, or you have not yet received 

approval, please select “Neither” or “I Don’t Know” and AASHTO re:source will work with you to resolve 

any potential conflicts that this could cause. 

 

Supervisors & Technicians 

Once you’ve filled out all of the material required for your Laboratory Manager, you can move on to 

your Laboratory & Field Supervisors and Technicians.  The information for these positions will be 

collected through an 

interactive PDF form that 

you will download from 

this page.  Simply click 

either hyperlink to 

download the file. 

 

 

 

Supervisory Staff 

For this section, you will 

fill out the name of your 

supervisor, then select 

the radio button to 

indicate whether they are a field or laboratory supervisor.  Next you need to indicate if they perform 

testing as part of their job duties.  Finally select all applicable materials for which they have supervisory 

responsibility over.  You will need to repeat this process for each supervisory staff member at your 

facility. 



 

Laboratory Technicians 

Once the supervisory staff has been listed on the PDF form, you will need to move to the technicians 

that do work in your laboratory.  This section has less required information, but AASHTO re:source still 

requires that every technician involved with materials testing is listed on this form.  If you run out of 

spaces, you can always copy the Laboratory Technicians section and add it to the document manually.  

For this section, you will only need to indicate the full name of the employee, and what materials he or 

she is responsible for testing on a regular basis. 

 

 



Time to Upload! 

So now that you’ve filled out the personnel information, we can start uploading everything so that 

AASHTO re:source staff can review it prior to your assessment.  First you will need to upload the 

completed PDF form.  This can be accomplished by selecting it in the area that has been especially 

reserved for this task.  

The picture to the right 

has that area highlighted 

in green. 

Clicking on “Select” will 

open a window on your 

computer where you will 

need to browse through 

your files and select the 

appropriate PDF file, and 

then click on “Open” to 

actually select it for 

uploading. 

 

 

 

After that is complete, it is time to focus on the quality system documentation and the certifications for 

your personnel.  We have provided the ability to upload up to FIVE documents to our website.  You will 

need to provide (1) an organizational chart with all of your supervisory staff and technicians available 

on it, (2) biographical sketches for each of those people on the organizational chart, and (3) any 

certifications that pertain to 

construction materials 

testing for your personnel.   

You will need to combine 

items together in order to 

successfully upload the 

correct documentation.  

For instance, we realize 

that you might have 10 

technicians that each have 

10 or more certifications.  

You should combine those 

100 certifications into a 

single document and 

upload the large single 

document. 



You can also choose to allow AASHTO re:source staff to evaluate your Quality Manual prior to our arrival 

at your site.  This will not only save some time during the actual assessment, but it will also allow the 

assessor to have a better understand the policies and procedures that you have in place at your 

facilities, which will lead to a more detailed assessment of the unique factors found at your laboratory.  

To upload your Quality Manual, simply click “Select” at the bottom of the page in the Optional area.   

 

We currently allow 25 MB 

of space for the upload of 

your Quality Manual.  If 

your manual exceeds this 

limit, please consider 

using a program to 

compress the file further 

(create a .zip or .rar file).  

 

 

 

If you already keep a 

Quality Manual and/or quality system documentation on a cloud service, and you would like AASHTO 

re:source to access it remotely, we have placed a text box where you can choose to provide the link to 

your cloud storage as well as any instructions for logging in.   

 

PLEASE NOTE:  This 

information can be 

viewed by any AASHTO 

re:source staff member, 

so if you have security 

sensitive information it 

may be beneficial to 

contact your assessor to 

provide them with login 

credentials privately.  

 

 

 

Once you uploaded everything, THAT’S IT!  The Assessor will review the material, and any issues they 

find will be discussed during the on-site assessment.  If you have any questions or concerns about this 

process, please contact AASHTO re:source at (240)-436-4900 for further assistance. 


