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Programs and Services Manual

This manual is intended to serve as the master of all policies and
procedures relative to WI’'s PROGRAMS and SERVICES.

All other collateral materials shall be produced in concert with this
manual.

For other WI policies and procedures see the Institute’s:

Volunteer Service Manual

Foreword

This publication describes current policies and procedures that govern the
Institutes’ Programs and Services. This document has been developed
through the ongoing efforts of the WI Board of Directors. Revisions will
be published periodically and provided to all current program participants
on the Institute’s website for general access.
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CODE OF ETHICS

1| 1S A REQUIREMENT of WI Affiliation.

Woodwork Institute Affiliates and their staff are expected to
conduct themselves in an ethical and professional manner, and:

=

The following Code is intended to serve as a basis for their
ethical conduct, as such it will also serve as the basis for
judging the merit of a formal complaint, and it is understood
that:

Some words and phrases are subject to varying
interpretations, and that an ethical principle may conflict
with another

Questions related to ethical conflicts can best be answered
by thoughtful consideration of the fundamental principles,
rather than reliance on detailed or specific regulations.

AS A WOODWORK INSTITUTE AFFILIATE, WE AND OUR
STAFF WILL. ..

Be fair and take care not to discriminate or cause harm to
others while respecting the values of equality, tolerance,
and justice

Not do anything which compromises or which is likely to
compromise the impartiality of those who work for, or on
behalf of, the Institute

Be honest and trustworthy, not make deliberate false or
deceptive claims, be honest about my qualifications, and
about circumstances that might lead to conflicts of interest

Exercise care not to misrepresent the Institute, its
positions and/or policies, nor conduct myself in a manner
to bring my position as an affiliate into disrepute

Know, respect and follow the policies and/or procedures of
the Institute while acknowledging and supporting proper
authorized use of the Institute’s resources

Not use my position improperly to confer on or secure for
myself an advantage or a disadvantage on another

Not disclose information given to me in confidence, or
information acquired which is of a confidential nature,
without proper consent, unless required to do so by law

Honor contracts, agreements, and specifications,
especially those requiring compliance to our published
Standards and/or W/’s Certified, Seismic or Monitored
Compliance programs

Strive to achieve the highest quality, effectiveness,
dignity and professional competence while managing my
personnel and resources to enhance the quality of our
professionalism

10

Uphold principles of this Code and promote the same of
other Affiliates and their staff

11

Treat violations of this code as inconsistent with proper WI
Affiliate behavior and understand that by engaging in gross
misconduct, my WI Affiliate status may be terminated.
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n QUALITY CONTROL OPTIONS 72| QUALITY CONTROL OPTIONS

AVAILABLE TO ALL regardless of affiliation with the Institute, Continued from previous column A

however: 4 INSPECTIONS (continued)
WI does not guarantee or assure the safety or performance 45
of any manufactured products, components, or installation
thereof, found to be in compliance with the NAAWS and/

1

It is the responsibility  (continued)

415]1| Request inspection and/or re-inspection  (continued)

111 orthe contract documents under its certification programs. alsl2l2 Additional inspection charges shall be paid in full before
Additionally, WI does not guarantee or assure the contract release of a projects certified compliance certificate.
performance of any entity being inspected under their 453 | Address and/or enforce any non-compliant findings

certification programs. . . .
prog 41514 Arrange for re-inspection, subject to:

WI serves only as an independent inspection service and has

1 2lsla r ; - - -
no enforcement authority. 1 ‘ R.e |nspec.t|ons l.)emg ch.arged as a new |nspe.cjnon
T Whesres et o snd s praa e e e e e o
California Civil Code Sections 3110-112. Y [ oWners rep ) gn professt
4505 of any modifications to the project plans, specifications,
2 DOCUMENT RETENTION shop drawings, and/or the NAAWS of the millwork product
5 Certification and/or Inspection reports and collateral records and/or installation before an inspection or re-inspection is
are retained as follows: performed; otherwise, they will be ignored, and:
21|11 Paper records — 4 years after close of file Changes incorporated within reviewed shop drawings
212/ Digital records — Indefinitely 45 lg|q are rTc?t evidence of approval; changgs must be .
- specifically addressed and approved in separate written
21113 Adopted standards (Manual of Millwork anfi(or documentation
Architectural Woodwork Standards) - Indefinitely

Approval of modifications after an inspection has been

CONSULTING REVIEWS are non-inspections and are unofficial 41515120 onducted will be ignored, and:

3| in nature, conducted at the discretion and convenience of WI’s
Director’s of Architectural Services (DAS), and:

415|5

Shop Drawings are performed based on the architectural
416 | specifications and the NAAWS without benefit of reviewing
the architectural plans, and:

N

1| The project will not be eligible for Certification.

3|1/ Are not part of any WI certification and/or inspection service.

Verbal remarks made during such review are consultive only
32| and not an official opinion of the Institute unless confirmed
in writing. 4l6|1

Inspection fees are predicated on the inspection being
conducted in the DAS’s field office, and:

INSPECTIONS are scheduled and processed as timely as

possible; however, may take up to 14 days, and: alel1l1 Inspections conducted elsewhere are subject to

additional charges

Require an executed “Request and Authorization to Inspect”

form, full payment of the appropriate inspection fees, and: 4l6(1]2 Additional inspection time will be charged at the

applicable rate as published on WI’s website

Are based on compliance with the requirements of contract
4| 2| documents and our adopted standards unless specifically
agreed otherwise in writing, and:

It is the responsibility of the architectural millwork
fabricator and/or installation firm submitting shop

4161 1|3]| drawings to notify and give evidence as to the validity
of any modifications the shop drawings may have to the
Are sent to the Administrative Office for processing within specifications and/or the NAAWS, and:

4121 ‘ All inspected items and findings will be itemized

4 . . .
> three (3) working days of their completion Changes incorporated within reviewed shop drawings
Are published to applicable parties (architect/designer, 46l are not evidence of approval; changes must be
4l contractor, fabricator/installer, requesting party, and IOR) specifically addressed and approved in separate
within five (5) working days of their receipt by first class mail, written documentation

and:

Continued on next page V¥

414 1‘ By fax or email if so requested

It is the responsibility of the requesting and/or contractual

415 .
parties to:
Request inspection and/or re-inspection in writing on W/’s
als1 “Request and Authorization to Inspect” form and submit

such to an appropriate DAS and/or the Administrative
office

Continued on next column V
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72| QUALITY CONTROL OPTIONS 72| QUALITY CONTROL OPTIONS

Continued from previous page A Continued from previous column A
4| INSPECTIONS (continued) 4| INSPECTIONS (continued)
4| 6| For Shop Drawings (continued) 4|7 | For Products, Finishing and/or Installation (continued)
4162/ Require submittal of: 4703 Certification fees are based on one inspection per project
4162/1| Two (2) sets if printed per location, and:
4162 2 One (1) setif digital Inspections for projects that are phased or inspected
Aoplicabl oot ficati including the G | 41703 in more than one visit, but whose scope is under one
416|213 Cpp(;.c; € project specifications Including the Genera contract, will be charged one basic inspection fee,
onditions subject to:
4|6(2(4 An:j//wntten .r;?oil.ﬁcatlon approvals to the project plans al713l1 A two hour minimum charge per additional on-site
ana/or specincations inspection required

Drawings required to be certified for compliance within
4163 the scope of the NAAWS shall, at a minimum, meet the 4(7(3|2
formatting requirements of the NAAWS

Inspections for contracts that cover multiple sites will
be charged one inspection fee for each site

Individually serial numbered labels will be applied as
applicable during each inspection; however, issuance of a
certificate will be deferred until the project inspection is
complete

Drawings for projects that are phased or that are
submitted in more than one installment, but are for one 4174
project and under one contract, will be charged one
inspection fee, plus:

If failed, the findings shall be corrected and re-submitted

All additional inspection time required to complete the 4175 ) . .
for inspection and:

inspection, subject to:

417|5 2‘ Will be charged as a new inspection

NORTH AMMERICAN ARCHITECTURAL WOODWORK
STANDARDS (NAAWS):

Adopted and published jointly as our industry standard for
architectural millwork in which the materials, fabrication,
511 workmanship, installation, and aesthetics are established
dependent on the Grade or Grades specified, use of which
clearly and completely:

41641111 One hour minimum charge per additional review

If passed, an individually serial numbered shop drawing 5
label or digitally signed image will be applied to the first
page of the certified submittal indicating those pages
covered and bear the W1l inspector’s signature

If failed, the shop drawings shall be corrected and

4
66 submitted for re- inspection and:

4|66 1‘ Will be charged as a new inspection 5]1 1] Defines all materials and joinery
Products,.leshmg and/or Inst.allatlon are judged wﬁhm Fosters fair competition with all bidders using one
the combined scope of the project plans, shop drawings, 5(1|2 .
417 . L standard of quality
specifications, the latest edition of the NAAWS, and any
approved modifications in writing, and: 513 Prohibits the substitution of unknown or inferior materials
- - - . - and/or joinery
Inspection fees are predicated on the inspection being - - -
4171/ conducted at the project site and/or the manufacturers 5 1la Takes the guess work out of ‘or equal’ clauses; and is non-
shop, and: discriminatory
45 1|, Requests for mock-up or partial product/installation A des.ign professional .n.1ay,.but only k?y means of the
inspections are subject to additional charges 5(114(1 dra(\;vmgs ac?d/or specifications, modify any and all
rades, and:
The applicable project specifications including General &
41711|2 Conditions Such r:odiﬁcdatior:s shalldgovern and take prg;:edence
— - - over the grade rules, and any inspection an
5/1(4|1|1 . .
An addl_hor?al trip fee will be charged wh‘-’:n an or re-inspection shall be made based on these
inspection is scheduled but upon DAS arrival at the e
4171113 i o - i modifications
project site is determined that fabrication and/or - - -
installation is not ready for inspection 5)a Is provided free of cost to Design Professionals and General
- - - - - - Contractors in our service area, and
al7|2 Service Outside our service area of Arizona, California,
Hawaii Nevada, Oregon, and Utah requires: 5121 ‘ Is sold to all others.
Payment of estimated cost in advance of service, Continued on next page ¥
41712]1| payment of any additional per hour charges (as posted
on WI’s website) before release of report

Continued on next column V¥
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72| QUALITY CONTROL OPTIONS 72| QUALITY CONTROL OPTIONS

Continued from previous page A Continued from previous column A

CERTIFIED COMPLIANCE PROGRAM (CCP): 6| CERTIFIED COMPLIANCE PROGRAM (CCP) (continued)

When specified, the Institute will inspect shop drawings,

6 W My & 53 fabricated product, factory finishing, and/or installation to

assure that it complies with the NAAWS, plans, specifications,

QUALITY ASSURANCE and other contract documents
If certification by an AMC is questioned and W1 is asked to
Is an established discipline of quality control for shop 614 | inspect any aspect of the project, it is considered a validated
drawings, millwork and/or installation, as specified by the inspection, and:

611 desigp professipnal, for use in conjunction with the North The Institute, within a reasonable length of time of
Am'encan Architectural Woodwork Standards (NAAWS), 6 4|1 request, will send a qualified WI inspector to inspect work
which: in question, who will:

61111 Provide.f, a non-biased mean§ pf c'onﬁrming c.onformance 64 1 1 Issue a written report:

to a project’s plans and specifications wherein: — - .
- - —— - 6lal1l1 Confirming that all materials, fabrication, and/or

For Shop Drawm.gs,' eyndence of certification is provided 4 installation are as specified, or:
6l1l1l1 by means of an individually serial numbered CCP shop — - —

drawing label or digitally signed image, attached to the 6lal1(1(1]1 De.talllng any non-compliant conditions found to

first page of the original shop drawing set exist

For Millwork and Installation, evidence of certification May be. reguested by cor:mpletlng the Wi Be-quest and

is provided by issuance of a CCP certificate, listing the 6/5 Authorlz.a‘non To I.nspect form, .and submlthr.wg such to the
6(1|1|2 appropriate WI Director of Architectural Services (DAS) along

items certified, the applicable grade(s), and whether

installation is included, and: with access to or a copy of:

Each elevation of casework and/or countertops shall ©/5]1 Project plans

611/1]2/1| bear an individually serial numbered CCP label (if so

Applicable project specifications (including General

6|5(2 "
specified). Conditions)
Is a flat rate fee program, as published on WI’s website, 6ls Any written modification approvals to the project plans
honored on any projects located within the Institute’s service and/or specifications
P area of Arizona, California, Hawaii, Nevada, Oregon and Utah 6154 Any other necessary documentation
or throughout the continental United States on projects -
. o . . 616 | See Appendix for examples of:
when such is specified by design professionals from our
service area, and: Certified Compliance labels for Shop Drawing, Cabinet,
On all project specifications only requiring certification of 6(6[1 HPPL Countertops = Flat, HPDL Countertops —Formed,
. . . e Solid Surface Countertops, Laboratory Countertops, and
6211 shop drawings, without the requirement for certification Digital Shop Drawin
of product, and/or installation — stand alone shop drawing g P &
certification is applicable 6l6l2 Certified Compliance Certificate (issued by WI Staff or Wi
AMC)

On project specifications only requiring certification of
500 product and/or installation, without requirement for
certification of shop drawings - full certification, including
shop drawings is applicable and required

An additional fee is applicable on phased projects
6123/ (including up to two hours of on-site inspection time) for
each additional phase

Additional costs will be charged for certification on
projects outside of the Institute’s service area of California,
Nevada, Oregon, Arizona, Utah and Hawaii, as published
on WI's website

5ol It is the responsibility of the millwork fabricator and/or
installer to include within their bid all costs for certification

Continued on next column V
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72| QUALITY CONTROL OPTIONS

Continued from previous page A

QUALITY CONTROL OPTIONS

Continued from previous column A

MONITORED COMPLIANCE PROGRAM (MCP):

N | Masitored Complisuce

" QUALITY AFFIRMATION

Is an established discipline of quality control which provides
1 ongoing review/inspections of the project from the beginning
through certification at completion and:

111 Self-certification is not allowed

All fabricators and/or installers are required to comply

112 . . . .
with the inspection requirements.

Is a percentage fee program, as published on WI’s website,
based on the millwork portion of the contract (minimum

set fee for those projects less than $100,000) encompassing
review of shop drawing, fabrication and installation, honored
on any project located within the Institute’s service area of
Arizona, California, and Nevada, and:

Fees in excess of $6,000, may be made in 3 payments

201 .
subject to:

The first payment shall be the base rate of $3,000 and
21111 1/3 of the certification fees, payable at the time the
request to monitor is made

The second payment shall be for % the remainder of
21112 unpaid certification fees, payable at the midpoint of
inspections, as determined by the DAS

The third and final payment shall be for the remainder
of certification fees including any adjustments for
modifications or change orders, payable prior to the
final inspection

Additional costs will be charged for projects outside of the
2| 2| Institute’s service area of California, Nevada and Arizona,
as published on WI's website

It is the responsibility of the architectural millwork
2| 3| fabricator and/or installer to include within their bid any
and all costs for certification

Verifies compliance to project plans, specifications, and the
3| Architectural Woodwork Standards for the grade(s) specified
for the following aspects:

Shop drawings, materials, fabrication, finishing,
3 11| workmanship, job-site conditions, installation, and
attachment blocking, and:

Shop drawing certification is required and shop
drawings are compared to the full contract documents,
31111/ including plans, to verify conformance with the design
intent, contract documents, and the NAAWS for the
grade(s) specified

Continued on next column V

7  MONITORED COMPLIANCE PROGRAM (MCP)  (continued)

714

Verifies compliance (continued)

7|4

1| Shop drawings, materials  (continued)

An individually serial numbered MCP shop drawing label
or digitally signed image will be applied to the first page
of the certified submittal indicating those pages covered
and bear the WI inspector’s signature

Monitoring inspections are conducted during a project’s
duration with the number of required inspections
determined by the Inspector based on the project’s
complexity, and:

Written reports are generated after each monitoring
2|1/ inspection, noting any non-compliant findings along
with a general statement of the project’s progress

Reports are processed from the administrative office
and forwarded to each contact of record for the
architect/owner, millwork fabricator and/or installer,
and general contractor, and:

Subsequent inspections will re-address and update

212|1 . . -
the status of any previous non-compliant findings

Non-compliant job-site conditions and the potential
2122 adverse impact of such to the project’s millwork
products will be noted; however:

Subsequent final inspection and/or monitored
certification will not be impacted by the
compliance of such

N
N
N
=

213 Upon conducting a final compliant inspection, WI will:

Attach a MCP label to each elevation of casework and
countertop

Issue a MCP certificate certifying that the millwork
products and their installation furnished for this
21312 project fully meet all the requirements of the
contract documents and the NAAWS for the Grade(s)
specified

May be requested by completing the WI “Request and
Authorization To Monitor” form, and submitting such to the
appropriate WI Director of Architectural Services (DAS) along
with a copy of:

Applicable millwork and/or installation contract, including
schedule of values

[N

Project plans and applicable specifications including
General Conditions

7|5

Any written modification approvals to the project plans

3 and/or specifications

Any other necessary documentation

Monitored Compliance labels

N N[N

5
6
6
6

4
See appendix for examples of:
1
2

Monitored Compliance Certificate issued by WI Office

Continued on next page V
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72| QUALITY CONTROL OPTIONS

Continued from previous page A

72| QUALITY CONTROL OPTIONS

Continued from previous column A

CERTIFIED SEISMIC INSTALLATION PROGRAM (CSIP):

Sedamic Compliance —

Casework Installation

Is an established discipline of quality control for use with
1 WI's engineered OSHPD seismic casework installation pre-
approvals, which:

Can be used as an expansion of WI’s CC and MC programs

111 e e
or as a stand-alone certification program

Provides a non-biased means of confirming conformance
to a projects specific seismic casework installation in
wall blocking, fastener size, frequency and location
requirements

Provides review of shop drawings for blocking location
requirements, and if:

In conjunction with either the CC or MC program’s
evidence of compliance is provided by means of an
113 ]1/ individually serial numbered CCP shop drawing label or
digitally signed image applied to the first page of the
certified submittal

Not in conjunction with either the CC or MC program’s
1132 evidence of compliance is provided by means of the
individually serial numbered CSIP certificate

Fees are as posted on the WI website and honored on any
2 | project located within the Institute’s service area of Arizona,
California, and Nevada, and:

Additional costs will be charged for CSIP on projects
2|1 outside of the Institute’s service area of California, Nevada
and Arizona, as published on the WI website

The installer is required to comply with the requirements
of CSIP when so specified, and:

It is the responsibility of the architectural millwork
fabricator and/or installer to include within their bid any
and all costs for CSIP

N
N
[EnN

May be requested by completing the WI “Request and
3 |/Authorization To Monitor” form, and submitting such to the
appropriate WI Director of Architectural Services (DAS).

Inspections will be conducted during a project’s installation,
and:

The actual number of inspections required will be

4|1 determined by the WI DAS

Written reports will be generated noting any non-
412 | compliant findings along with a general statement of the
project’s progress, and:

Forwarded to each contact of record for the architect/
412 1/| owner, millwork fabricator and/or installer, and general
contractor.

Continued on next column V

CERTIFIED SEISMIC INSTALLATION PROGRAM (CSIP)
(continued)

4| Inspections will be conducted  (continued)

Subsequent inspections will re-address and update the

413 ) . -
status of any previous non-compliant findings

4| 4| Upon conducting a final compliant inspection, WI will:

Issue a Certified Seismic Installation Certificate
certifying that the casework blocking and installation
meet all the requirements of the contract documents,
the NAAWS for the grade and/or grades specified, WI’s
engineered OSHPD seismic casework installation pre-
approvals and WI’s CSIP requirements

Certified Seismic Installation Compliance may be requested
by completing the WI “Request and Authorization To Inspect”
form and submitting such to the appropriate WI Director of
Architectural Services (DAS) or WI’s Administrative office,
along with access to or a copy of:

(6]

511/ Project plans

Applicable project specifications including General

512 .
Conditions

Any written modification approvals to the project plans

>3 and/or specifications

514 | Any other necessary documentation

See appendix for example of Certified Seismic Installation

>3 Certificate (issued by WI).

INDEPENDENT INSPECTION SERVICE (11S):

When requested and on a fee basis, a WI Director of
Architectural Services (DAS) will be made available for

1| independent inspection service with respect to issues
pertaining to the architectural millwork industry as defined or
covered by NAAWS.

Fees are as posted on W/’s website and are honored on any
2 | project located within the Institute's service area of Arizona,
California, and Nevada, and:

Additional costs, as published on WI’s website, will be
2 11| charged for IIS on projects outside of the Institute’s service
area of California, Nevada and Arizona

May be requested by completing the WI “Request and
Authorization To Monitor” form, and submitting such to the
appropriate WI Director of Architectural Services (DAS).

w

Inspection(s) will be based on the NAAWS, Custom Grade
unless the project specifications or specific written direction
by the requesting party provides otherwise, and:

S

If inspection(s) is to be based on other standards,
specification, or requirements, a full copy of such shall be
provided to the Institute at the time of an Independent
Inspection Service request

9

DAS assignment will be based on availability and efficiency of

5 . . .
field office location for travel.

Continued from previous page VY
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10

QUALITY CONTROL OPTIONS

Continued from previous page A
EXPERT WITNESS/OPINION SERVICE (EWS):

10

When requested and on a fee basis, a WI Director of
Architectural Services (DAS) will be made available for expert
opinions and/or witness service with respect to issues
pertaining to the architectural millwork industry as defined
within or covered by the North American Architectural
Woodwork Standards (NAAWS)

11

72| QUALITY CONTROL OPTIONS

Continued from previous column A
SITE CONDITION INSPECTION SERVICE (SCIS):

10

Is available within WI's service area of Arizona, California, and
Nevada, and:

11

When requested and on a fee basis, a WI Director of
Architectural Services (DAS) will be made available for site
condition inspection service with respect to issues pertaining
to the architectural millwork industry as defined within or
covered by the North American Architectural Woodwork
Standards (NAAWS)

10

Fees are as posted on the WI website, honored on any
1| project located within the Institute's service area of
Arizona, California, and Nevada, and:

11

Is available for the standard flat rate fee, as posted on the WI

2 | Website, on any projects located within the Institute's service

area of Arizona, California, Nevada, and Oregon; however:

10

Additional costs, as published on WI’s website, will be
2 | charged for EWS on projects outside of the Institute’s
service area of California, Nevada and Arizona

11

Additional on-site inspection time after the first hour

211 shall be billed, as posted on WI's Website, per hour, in

quarter hour increments

10

May be requested by completion of the WI ‘Request for
Expert Opinion / Witness Service’ form by a contractual
party (owner, design professional, contractor or supplier/
fabricator) to our Administrative Office, and:

11

May be requested by completion of the WI ‘Request and
Authorization to Inspect’ form by a contractual party (owner,
design professional, contractor or supplier/fabricator) to our
Administrative Office, with:

11

31 ‘ Payment of estimated cost in advance of service

10

A paid physical inspection to review and formulate an

1 L . . . .
opinion and written report on the issue(s) in question:

Inspection(s) will be based on Section 2 of the NAAWS,

10

If additional deposition, testimony or court appearance
2 | time is required, it will be charged separately on a per
hour basis, as posted on the WI website, subject to:

10

A minimum of one hour for each occurrence, with
21| additional time beyond the first hour billed in quarter
hour increments

114 . e . .
unless the project specifications provide otherwise, and:
If inspection(s) is to be based on other standards or
specification requirements, a full copy of such shall be
114 . . . . -
provided to the Institute at the time of a Site Condition
Inspection Service request
115 DAS assignment will be based on availability and efficiency of

field office location for travel.

10

A per hour charge as posted on the WI Website,
(discounted as applicable) for all time spent away from
the DAS’s field office, notto exceed 8 hours per day
(including all travel and/or standby time), and:

10

3

22 1‘ Billed in quarter hour increments

10

Continued on next column V

4

DAS assignment will be based on availability and the
efficiency of field office location for travel.
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B PRODUCT ACKNOWLEDGEMENT

THE INSTITUTE OFFERS ACKNOWLEDGMENT OF PRODUCTS
conforming to the appropriate minimum requirements of our
published Standards, including adhesives, finishes, hardware,
laminates, solid surface, panel products. etc.

Products not requiring independent testing, require
applicants to submit:

1| A physical sample

2 | Sales and technical literature

3| Letter attesting to minimum NAAWS compliance

Products requiring independent testing such as hinges,
2 drawer slides, solid surface, laminates, and chemical

resistance, require applicants to submit:

1| A physical sample, and:

In the case of exposed knuckle hinges, if acknowledged,
1| 10 additional hinges for samples for future appearance
comparison

2 | Sales and technical literature

Independent testing report acknowledging compliance to
our Standards published minimum requirements.

3| Firm'’s submitting products found to be compliant will:

1| Receive a letter of acknowledgement from WI, and

2 | Product will be listed on WI’s website

3| MIP compliant products will in addition:

1| Have an enhanced listing on WI's website

2 | Be announced in WI’s Details & Archetype publications

Be permitted to use WI’s Listed Product Logo on

3 . - .
collateral material to further identify such

4 | Financial Procedures:

Basic review and acknowledgement fees are as posted on
the WI website.

MIP’s are permitted unlimited product acknowledgement
requests at no cost.

n AWARD/RECOGNITION PROGRAMS

EXCEPTIONAL SERVICE, SUPPORT, EXPERTISE and ARTISTRY in
1| architectural woodwork are recognized by the Institute in the
following programs:

1 EXCEPTIONAL AFFILIATE LONGEVITY RECOGNITION

Honors WI affiliates for their continuous partnership with
the Institute, equal to or exceeding 25 years.

Application is not required, tracking and administration
is by WI staff.

Recognition is continuous on WI’s website and annually
in its Archetype publication.

2 | BERNARD B. BARBER JR. AWARD OF EXCELLENCE

Honors design professionals for outstanding projects in
1 which architectural woodwork is a predominant feature,

and:

1| Recipients are recognized:

Annually in WI’s Archetype publication and wall
calendar, and:

1st and 2nd place are selected for the cover of
W!I’s Archetype Publication

2| On WI's website

All design professionals and WI affiliates are encouraged
to apply

All applications are first reviewed and approved by
3 | the Institute’s Directors of Architectural Services (DAS)
before they are considered, and:

1 Decision of the Awards Committee is final

2 | Application requires:

1| Either Certified or Monitored compliance

At least six (6) high-resolution (300 dpi or higher) digital
photos sent on CD or flashdrive

Design Professionals statement, see application for
required inclusions

Woodwork’s statement, see application for required
inclusions

3| WILBUR L. JOHNSTON AWARD OF EXCELLENCE

Honors specification writers for their use of the NAAWS
1 and one or more of WI’s compliance programs within their
specifications, and:

1| Deadline is ongoing

2 | Recipients are recognized:

1 Annually in WI's Archetype publication

2| On WI's website

3| Applicants are recommended by WI staff

Continued on next column V

12

November 1, 2017




Programs and Services Manual

4§ AWARD/RECOGNITION PROGRAMS

/5 AWARD/RECOGNITION PROGRAMS

Continued from previous page A

EXCEPTIONAL SERVICE, SUPPORT, EXPERTISE and ARTISTRY
(continued)

174 RALPH B. McCLURE CRAFTSMANSHIP AWARD

Honors WI affiliates for their exceptional craftsmanship
and/or installation of architectural millwork projects, and:

1(4]1

114111 Recipients are recognized:

Annually in WI’s Archetype Publication and wall
calendar

11411112 On WI's website
1141112 All WI affiliates are encouraged to apply

1(4(1]1]|1

All applications are first reviewed and approved by
114113 the Institute’s Directors of Architectural Services (DAS)
before they are considered, and:

114|1|3 1‘ Decision of the Awards Committee is final.

1142 Application requires:

114|2 Either Certified or Monitored compliance

At least six (6) high-resolution (300 dpi or higher) digital
photos sent on CD or flashdrive

1|5 FELLOWSHIP AWARD PROGRAM

Honors individuals for their lifetime of significant
achievements and service to the woodworking industry.

[N

1(4(2(2

Nominee may be an Affiliate or Non-Affiliate of the
1/5]2| Woodwork Institute with no less than 10 years in the
industry, having made notable:

Lifetime achievements, innovations, and/or
1/5/2]1/ contributions to the advancement of the woodworking
industry

1/5]2|2] Service contributions to the Woodwork Institute

Educational activities and achievements, including
organizational and instructional efforts and/or
published work(s), that have had significant influence
on the woodworking industry.

1153 Application may be digital or hard copy, and:

Completed applications will be sent to the Fellowship
Selection Committee who will consist of two current
Directors, two past Directors, and two Fellows, if
available, serving two-year terms; if not available,
1/5/3]1] the Board may appoint Fellows as necessary. The
Committee will review the applications and make
recommendations to the Board. Selection of a Fellow
will be on an achievement or merit basis as determined
by the application and moral and leadership qualities.

Continued on next column V

Continued from previous column A

EXCEPTIONAL SERVICE, SUPPORT, EXPERTISE and ARTISTRY
(continued)

5

FELLOWSHIP AWARD PROGRAM (continued)

54| Recognition may include:
51411 Framed award certificate
Donation as may be approved by the Board to the
51412 Scholarship Fund by the Woodwork Institute in honor of
the Fellow
Article highlighting the award winner in publicity
51413 | materials, such as Details newsletter and Archetype
magazine
WI web page highlighting the recipient of the Fellowship
5414
Award
5lals Perpetual plaque with engraved nameplate (to remain
in the Woodwork Institute office)
6 CE BERNHAUER JR. SCHOLARSHIP FOUNDATION
6 Offers scholarships to individuals interested in pursuing or
furthering a career in the architectural millwork industry.
Application may be made by students entering or
1P continuing enrollment in a university, state or private

college, community college, or trade school, or from
individuals already working in the industry and shall:

Include a written recommendation from a previous

21 o
academic instructor or employer.

2|2 | Bein their senior year of high school, or

Be employed and maintain employment during the

213 . .
educational period, or

Be currently enrolled in a state college/university,

2.4 . .
private or community college, or a trade school.

Recipients are selected on an achievement and/or
3 | merit basis as determined by transcripts and moral and
leadership qualities, and:

Scholarship awards will be distributed directly to the
311 school of the student’s choice upon receiving proof of
enrollment, and:

Must be distributed within two (2) years of award or

3112 they will be forfeited.

LL APPLICATIONS POST-MARKED or RECEIVED on or before
pril 30" will be considered for the current year, and:

> >

Applications received on or after May 1% will be considered
for the upcoming year.

ALL RECOGNITIONS ARE ANNOUNCED in WI’s Archetype
publication

November 1, 2017
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B AFFILIATION =1 AFFILIATION

IS A PRIVILEGE, granted to approved entities that meet specific Continued from previous column A
minimum qualifications.

4| DOCUMENT RETENTION POLICY
1)1 ‘ Longevity is recognized and honored. 4|1/ Application, reports, and records after close of file:
2 | APPLICATION REQUIRES: 4111 Paper -4 years
2|1 | Submittal of required documentation 4 12 Digital - indefinitely.
2|2 Verification of qualifications ACCREDITED MILLWORK COMPANY (AMC) ’
2|3 | Agreeing to and signing the WI Code of Ethics. affiliation is available to those entities \ /’}
2 4| Payment of: 5 engaged primarily in the fabrication, %VOSODWORK
istributi i i i NSTITUTE
21411 Application fee as posted on the WI website dlstrlbgnon, brokgrmg, and/or installation —_—
of architectural millwork products per AMC
21412 Annual fee as addressed below, subject to: plans and specifications, and:
ne Proration on a quarterly basis at 25% for eac_h quarter 51 When in good standing, is entitled to:
or portion thereof for the remaining year, with: -
5]111| Have one management or CMP representative:
2lalal1]1 Remainder applied towards the next year’s dues, 1 4 off
credited at time of annual dues renewal. 2111 Hold office

)05 Any further requirements as may be listed under specific 5/ 1]1]2) Serve as director

affiliate classification. 5111113 Vote

If denied: 511114 Serve on AMC Advisory Committee

1| A denial letter will be sent to the applicant explaining: 5/1|2 Display WI's AMC logo

One free paper and unlimited digital copies of each
published edition of WI’s adopted standards

1| Reason for denial 5/1(3

1
12| The appeal process (see Section 9).
1 Discounts, as published on WI website, on publications,

3 | Refund of annual fees only.
y 5|14/ educational programs, products and inspection/

[SSRN IAUSEN IO RN B R BN SR SR )
NP DD || ]|]

NNUAL FEES ARE: certification services
As posted on the W1 website Participate in other benefits or programs as may be
- 5|1|5
Subject to change. offered.
3 Invoiced annually in November and required to be paid by 51116/ Listing on the WI website, including
December 10* for the following year: 5161 WILicense Types
303 With the option of a pre-authorizoed, autom.atic, monthly CCP certification of projects not otherwise requiring such,
credit card payment plan for a 10% processing fee 5|17/ for a nominal charge as posted on the WI website; subject
313l Considered delinquent on January 1st through February to:
28/29th and subject to: sl1l711 All requirements of CCP and an AMC’s requirements
313121 Afifteen percent (15%) late fee under such.
313122 Suspension of benefits or services 512 | Application requires:
313123 Exclusion of Affiliate listing on WI website 5121 Appropriate qualifications, including:
31312 4 Termination on March 1 if payment is not received and: A minimum of six (6) letters of recommendation
If terminated, may be subject to reinstatement from a contractor, design professional and/or owner
313|2|4|1 procedures. 5121111 on company letterhead, for which applicant firm has

manufactured or installed millwork products within the

3|4/ Reinstatement for non-payment of fees is: previous 24 months, with at least two (2) from:

3la Perm|ttetd onncliyrgslrjlir:ssthe year of termination for non- 521011/ Design professionals, and
payment, a :
- -, . B 51211112 Two (2) from general contractors/customers
Submittal of a firm’s credit score with a Low to Low- - -
5 4 1|1 Medium Risk designation from a national credit No less than three (3) years direct full-time
reporting agency with good payment history, clear of 5|5, o experience, or its equivalent, in commercial millwork
liens manufacturing/installation within the previous five (5)

years, subject to appeal with:

314112 Payment of:

512111211 Adequate evidence of other appropriate experience

w
=
[N

The full years fees, and

Continued on next page V¥

314122 Payment of a thirty-five percent (35%) penalty.
Continued on next column V¥
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=Y | AFFILIATION =Y | AFFILIATION
Continued from previous page A Continued from previous column A

5| ACCREDITED MILLWORK COMPANY (AMC) (continued) 5| ACCREDITED MILLWORK COMPANY (AMC) (continued)
512 | Application requires (continued) 512 | Application requires (continued)
5121 Appropriate qualifications  (continued) 5123 WI License Status, including  (continued)

A Low to Low-Medium Risk designation from a national 5120302 Completion of all requirements within a 12 month
5121113 credit reporting agency with good payment history, period, subject to:

clear of liens. slol3l2l1 A maximum of three, three month paid extensions
5201 Copy of all State Contractor Licenses currently or are permitted, cost as posted on WI website

previously held, including: colgg At least one employee who is a WI Certified Millwork

Complete disclosure of any administrative or judicial Professional (CMP) designated as:
512141 actions taken concerning such licenses during the 5213131 Signator for all Requests for Certificates and Labels
preceding 36 months. - -
Inspector of Record for those projects for which s/he
Appointment of a primary contact who shall serve as the 5|2(3|312 has requested Certificates and Labels.
51212/ firms “Designated Representative” (not required to be a - - - -
WI CMP) and: It is recommended that the chief estimator, chief
draftsman, production manager, shop foreman,

Take an open book examination (Accrediated Millwork 5(2(3|3|3 finishing foreman, and outside superintendent also

5o exam) on their knowledge of the industry, shop drawing consider becomming a CMP.

development/submittal, and WI’s Programs and

Services Manual, with a passing score of 85% or better. When applying for an installation license type, a valid

— - - 51234 certificate of Workers Compensation Insurance coverage
52 22 Oversee application process, including: naming Woodwork Institute as “certificate holder”

Executiolr’1 of the “Woodwork Institute License A WI Director of Architectural Services (DAS) conducting
512021211 Warr.ar\t bmdmgj\pphcant to the_terms_and slal3ls|? physical verification that applicant has the adequate

conditions of the Vygodwork 'T‘St‘t“te Llcenss equipment and facilities to fabricate the product(s) for

Agreement for Certified Compliance Program which they are requesting license status, and:
5 2|3 WIlLicense Status, including: slo|3ls5]1 Within Arizona, California, and Nevada, the cost of
5121311 One or more of WI’s License Types: such is included in the initial application fee

Type A - For all millwork products, excluding Outside of Arizona, California, and Nevada, the
512|3(1|1 512|3(5(2 .

casework and non-wood countertops applicant shall pay:
51203012 Type A-E - For installation of all millwork products, 5121315121/ Aninitial deposit

excluding casework and non-wood countertops An hourly fee for all staff time spent away from the
5121311 3| Type A-D - For wood doors only 512135122/ field office, up to 8 hours per day; including travel,
5213|114/ Type A-D-E - For installation of wood doors only standby, and observance time
523 1 5 Type B - For casework Reimbursement for all expenses, including as
12131116 | Tvoe B-E - For lati ¢ . applicable, mileage at the federal approved

ype B-E - For installation of casewor 5121315123 mileage allowance for personal car use, coach

51203]1]7 Type C - For flat and or formed plastic laminate class airfare, auto rental, reasonable lodging,

counter tops meals, and other miscellaneous travel expenses
5121531 /8| Type C* - For flat (only) plastic laminate countertops <5 5 g Submittal of all required information for each license
<5 51 g TypeC-E-Forinstallation of laminated plastic type applied for, subject to:

countertops Type B, C, & D License requirement of a permanent
5213|1110 Type DS - For solid surface countertops 51213161 business location with adequate machinery to
AREAN Type DS-E - For installation of solid surface engage in manufacturing/fabrication of product

countertops Submission of at least three projects for inspection

for each license type, which when inspected, meets
512131112 Type DL - For laboratory countertops 2 ! !
P y P ? 3|7 or exceeds North American Architectural Woodwork

512131113 Type DL-E - For installation of laboratory countertops. Standards (NAAWS) Custom Grade requirements, and:

Continued on next column V¥ 512(3|7 As applicable, may be used for multiple License types

5123|712 Projects do not have to be “WI Certified”

Continued on next page V¥
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=1 AFFILIATION =1 AFFILIATION

Continued from previous page A Continued from previous column A

5| ACCREDITED MILLWORK COMPANY (AMC) (continued) 5| ACCREDITED MILLWORK COMPANY (AMC) (continued)
512 | Application requires (continued) 512 | Application requires (continued)
51213 WI License Status, including  (continued) 5124 Agreeingto (continued)
512137 Submission of at least three projects (continued) 512143 Products shippedto (continued)
One (1) project, completed within the last twelve Shop drawings shall be submitted to WI for
K 51214(3(2]. .
51213173 months for which access may be granted, may be inspection
submitted in lieu of a current project A representative sampling of all product types to be
51203(7]a For projects submitted outside of Arizona, California 51214133 certified shall be inspected by a WI DAS before job-
and Nevada, the applicant: site delivery, preferably in one inspection, and:
Shall pay all of WI’s additional costs for inspection, Any product type unable to be inspected during
5121317 41 including travel, lodging, meal expenses and 5121413131 theinitial inspection is still required, if possible, to
additional hourly charges be inspected prior to delivery
If a project meeting all the above requirements Any representative product samplings unable to
51213175/ is NOT available, specimens may be furnished for be inspected prior to job-site delivery are still
inspection, and: required to be inspected by a WI representative
51214(3(3|2 X e
Do not have to be constructed solely for prior to release of certificates and/or labels; the
52137 5|1 inspection, they may be items manufactured for Inspection; however, will be conducted at the
any project job-site.
One (1) project may be WI Certified as part of 5 3 If application is denied:
the application process, any additional projects 5(3|1 ‘ Applicant is prohibited from reapplying for 12 months.
5121317 6| needing WI Certification prior to completion of an 5|4 For Certified Compliance Program (CCP):

applicant’s licensing process will be charged at the

5 : - -
current AMC non-License inspection rate. AMC'’s are required to request all certification services

51411 specified in the contract documents before any service is
rendered, and:

Applicant having a maximum of five (5) attempts to
51213177 provide three (3) consecutively passed inspections,
and:

When acting as a sub-sub must request certificates
514 11]1 and labels at the time they are awarded the sub-sub
contract

Any project failing an inspection can no longer be
used as a qualifying inspection, and:

512(3|7|7|1 l‘An additional project shall be submitted

5(2(3|7|7|1

On all project specifications only requiring Certified
Compliance Labeling of shop drawings, without a

License will be denied if applicant fails to pass the 514112 requirement for certification of product, and/or
512138 prescribed project inspection requirements for any installation — stand alone CCP shop drawing certification
license type will be honored
51214 Agreeing to: On projects requiring only Certified Compliance of
52 1| One year probationary period, during which: slal1ls product and/or installation, without the specific
Work ncludi | ohvsical K and requirement for certification of shop drawings - regular
ork in progress, including actual physical work an / CCP fees will apply, including shop drawing certification
51214111 orshop drawings, is subject to review by WI staff to
ensure it is compliant to contract requirements. Work peformed based on a contract and/or
T - — purchase order without having reviewed the original
W!/’s right to monitor the activity of new AMCs over the 5(4(1(4

specifications to verity any certification requirements

512142 first year by reviewing the work being certified before does not relieve the above responsibility;

requested certificates are released, thereafter:

By requesting a shop drawing CCP label and applying it
Certification activities will be monitored as needed yred & P & PRlying

5(2(4|2|1 d/ lled out herei slala to drawings or product CCP labels and applying such to
andyor spefied out herein. product, an AMC is conducting the initial (first) inspection,

Products shipped to the first two projects for which and:

5(214|3 Fer‘nﬁcagon 5 r??:f:‘te? ﬁha", be |nszg;ted ll))yfa Wlt?‘As slalo If WI is asked to inspect such shop drawings and/or
n at?c.or ance wi € foflowing conditions betore the product, it is considered a validation inspection, and:
certificates and/or labels are released, and: Valid found 1o b | "

- : alidation inspections found to be in compliance wi
2|1
sl2lal3l1 These projects shall be different than the ones 5|4 1 be at no cost

submitted for each License type applied for

Continued on next page V¥
Continued on next column V pag
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=1 AFFILIATION

Continued from previous page A
ACCREDITED MILLWORK COMPANY (AMC) (continued)

4 | For Certified Compliance Program (CCP) (continued)
42| By requesting  (continued)
41211 If Wlis asked to inspect  (continued)

Validation inspections found to be non-compliant will
51412113 be charged based on the actual inspection time in
quarter hour increments, subject to:

ur|lurjur o

5141211131 Aone hour minimum charge for Shop Drawings

A two hour minimum charge for product and/or

5(4(2(1(3|2]. .
installation

514121133 Discounted pricing as published on WI’s website

Requests for Certificates and Labels may take 5 to 7 days
to process

A $75.00 processing fee will be charged for all corrections
51414 required on certificates because of improper or incomplete
request submissions

W!I Shop Drawing Labels can only be applied to shop
drawings for which the AMC is the direct contractor,
subcontractor or sub-subcontractor. If the firm is a sub-
51415 subcontractor, the SD label must be contained within a box
that clearly states in minimum 14 point font: These shop
drawings were drawn and certified WI compliant by (insert
name of AMC)

AMC non-License rates will apply when specifications
51416/ include language that states that self certification will not
be allowed or that a DAS needs to perform the inspection

51417/ Itis the responsibility of the:

AMC to ensure that all certification requirements for
their scope of work is certified, even when they are
subcontracting a portion of such scope of work to
another firm, and:

Are subject to the same failure to certify and/or
failed inspection consequences as if the work was
performed by them.

51418 AMC's are subject to:

Random monitoring to verify ongoing compliance
with the licensee program requirements. Monitoring
5141811 may entail observance of work during an unscheduled
visit to their shop or project job-site, or an extensive
Certified Compliance Inspection and:

Ul
IS
~
N
-

Occasionally a request for a Certified Compliance
Certificate and/or Labels may be issued through a
DAS for verification of program conformance

()]
IS
00
N
=

Failure to correct any non-compliant findings, may
51418112 resultin subsequent requests for CCP Certificate and/
or Labels being subject to monitoring.

Continued on next column V

=1 AFFILIATION

Continued from previous column A
5| ACCREDITED MILLWORK COMPANY (AMC) (continued)
54| For Certified Compliance Program (CCP) (continued)
51418 AMC’s are subject to  (continued)

If not licensed for all aspects of the project, an
inspection by a DAS will be required

5(4|8|2

Payment of such will be at the AMC non-License rate
as posted on the WI website

Failure to request an inspection will be considered
51418122 certification avoidance subject to non-certification
policies (see Section 8)

The right to subcontract out their installation and
514183 self-certify such provided it is done under their direct
control/guidance; however:

WI must be advised of such at the time of the original
certification request

The subcontractiong AMC is subject to the same
51418132/ failed inspection consequences as if the work was
performed by its own staff

Validation Inspections (inspections conducted by WI
Staff, after AMCs initial inspection, either because of WI
51419 Monitoring of an AMC or a request by a contractual party
such as the General Contractor, Design Professional or
Owner).

Require inspection of entire scope of work covered by
the AMCs certification.

51419]2 Are categorized as:

5(4|9]|1

PASSED — an inspection found compliant, with no
additional follow-up required, and:
5141912111 Report will be published to all parties.

PASSED CONDITIONAL — an inspection with minor

51419122 non-compliant issue(s) requiring correction; however,
not requiring any further re-inspection, and:

5149|121

The report and required action will be published to
all parties, and:

514191212111 CMP will be copied

AMC is responsible for providing proof of
satisfactory corrections via a letter or email
from the IOR, General Contractor or Design
Professional, and:

5(4(9|2|2|1

If AMC is not able to get proof of satisfactory
corrections in accordance with above, CMP
5141912121 211| may request a DAS to verify compliance

for a minimum 2 hour charge at the AMCs
discounted hourly rate

Continued on next page V¥
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Continued from previous page A
ACCREDITED MILLWORK COMPANY (AMC) (continued)

4 | For Certified Compliance Program (CCP) (continued)

49| VALIDATED INSPECTIONS  (continued)

41912 Categorized as (continued)

4191212 PASSED CONDITIONAL  (continued)

If evidence of correction has not been provided or
arrangement for verification by WI made within
30 days of the date the inspection report was
published, the inspection will be converted to a

Failed Inspection (subject to Failed procedures,
found later in this Heading), and:

v (o oo |G

()]
IS
©
N
N
w

A letter will be sent by certified mail to the
architect, and copied to all concerned parties,
including the CMP, advising that labels and
certificates are void for the particular project

AMC will be charged an additional $200.00 for
administrative fees.

5(4(9|2|12|3]|2

FAILED — an inspection with major non-compliant
ssue(s) requiring a follow up re-inspection, and:

The report will be published to all parties,
including the CMP

AMC is required to make all corrections and notify
5141912132/ the WI DAS for the project that it is ready for re-
inspection within 30 days, and:

If additional time is required the AMC must
submit a letter to WI indicating the reason and
evidence of architects or GC’s approval of the
additional time

Regardless of corrections made the inspection will
514191213 3| be considered failed for suspension/termination
procedure purposes

If non-compliant findings are not fixed within 30

5|4(9(2(3|4 days:

51419121341/ First violation will result in SUSPENSION
514191234 2| Second violation will result in TERMINATION
515 Subject to suspension for:

5511 Violation of the WI “Code of Ethics”

5|5 Serious non-complaint findings, such as but not necessarily

limited to:

5151211 Un-notched cabinet door hinge provision

(6]
(6]
N

2 | Insufficient hardware attachment

(6]
(6]
N

3| Installation not being plumb or level

Improper shelf and/or bottom material and/or thickness

5|5(2|4
for span

51525 Improper drawer box size, construction and/or material

5ls5(206 Countertop construction and/or joints, match of color
and/or grain

Continued on next column V

=1 AFFILIATION

ACCREDITED MILLWORK COMPANY (AMC) (continued)

Continued from previous column A

Subject to suspension for (continued)

Serious non-complaint findings  (continued)

Improper panel balance

Improper millwork joinery

Non-certification

7
8
Disciplinary Actions (see Section 8), including:
1
2

Multiple Failed Inspections

(S (S S N L AN RO O O O |
(S RS S SN RS RO S O |

2
2
2
3
3
3
4

Filing for bankruptcy and/or going into receivership:

During which time all requests for a CCP Certificate and/
1| or Labels will be subject to mandatory monitoring on a
one hour minimum fee basis

Once a firm clears the bankruptcy and/or receivership
2 | under the same ownership, their suspension will be
removed; however:

2|1/ If ownership changes, AMC status will be terminated

Suspension may be reinstated by passing three
consecutive, paid inspections on projects equal to or
exceeding Custom Grade, and:

While on suspension, pay the AMC non-License rate as
posted on the WI website, and

License type information will be removed from WI

1 Affiliate listing on the website:

Any verbal inquiry as to the AMCs status with the
12| Institute or to a staff person is to be responded to
with the statement that:

“(Firm’s name) is currently on suspension for
infractions of its License Agreement for CCP;
however, is still able to request certification
from the Institute, subject to the project being
inspected and approved by our DAS. This
suspension shall continue until (firm name) has
met the Institute’s requirements for removal of
such.”

Subject to termination for:

Failure to adhere to the WI Code of Ethics, including
engagement in conduct which is deemed contrary
or prejudicial to the interests and/or purposes of the
Institute, including:

Failing to certify work that is contractually required by

1
the contract documents, and:

1 ‘ Be barred from reapplying for a period of 12 months

[EnY

N

Change of ownership exceeding fifty percent (50%)
Continued on next page V¥
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=1 AFFILIATION

Continued from previous page A
ACCREDITED MILLWORK COMPANY (AMC)

(continued)

=1 AFFILIATION

CERTIFIED MILLWORK PROFESSIONAL (CMP)

Continued from previous column A
(continued)

516

Subject to termination for (continued)

6

Certification or inspection failure of any 4 projects in a 24

2 month period

3 | Misuse of Certified Compliance Labels

Fraudlent fabrication and use of unoffical certificates or
labels.

Subject to termination for failure to adhere to the WI Code
of Ethics, including engagement in conduct which is deemed
contrary or prejudicial to the interests and/or purposes of the
Institute and/or failure to adhere to the AMC’s requirements
when serving as inspector of record for AMC’s CCP License.

5 | Failure to have a CMP on staff

If a firm loses its only CMP, it will be given a 90-day
grace period to allow time to replace the CMP

CERTIFIED MILLWORK PROFESSIONAL (CMP)
affiliation is available to those individuals
that meet the minimum qualifications and
accept the responsibility of serving as a

WI license signatory.

\/),
WOODWORK
INSTITUTE

CERTIFIED
MILLWORK
PROFESSIONAL

MILLWORK INDUSTRY PARTNER (MIP)
affiliation is available to those entities engaged
primarily in the supplying of goods and services WOODWORK
to AMC affiliates, which are not manufacturers
or installers of fabricated architectural millwork
products such as casework, countertops and
passage doors. They shall not be direct suppliers of goods or
services directly to an end user or the end user’s contractor, nor
hold a general contractors license, and:

®
INSTITUTE

MILLWORK
INDUSTRY
PARTNER

When in good standing, is entitled to:

1| Be a CMP representative:

1| Hold office

2 | Serve as director

3 Vote

4 | Serve on CMP Advisory Committee

Display WI’s CMP logo

ajlojlojojoaojo|jo O

1
1
1
1
1
1
1
1

W N |[= ===

Annual certificate of CMP status

(o))

1

Serve as Inspector of Record on behalf of employers AMC
CCP License

One free paper and unlimited digital copies of each
published edition of our standards

Discounts, as published on WI’s website, on publications,
educational programs, and/or future products

[e)]

Participate in other benefits or programs as may be offered

Website, Roster and Archetype listing of CMP Status

> ||~

pplication requires:

()1 Ne) I e I o))

NN |

[N

Appropriate qualifications, including:

)]
N
N

Taking an open book examination on their knowledge of
the NAAWS and WI Program and Services Manual, with a
passing score of 85% or better, and:

1| Examination may be retaken until passed

Agreeing to Disciplinary Actions (see Section 8) for:

1| Non-certification

Multiple Failed Inspections

71| When in good standing, is entitled to:
71111 Have one management representative:
711111 Hold office
711112 Serve as director
711113 Vote
711114 Serve on MIP Advisory Committee
71112 Display WI's MIP logo
71113 Annual certificate of MIP status for primary and branch
locations
711 1a Access to WI's AMC and/or CMP mailing lists in Excel
spreadsheet format
71115 One free paper and unlimited digital copies of each
published edition of our standards
71 Discounts, as published on WI’s website, on publications,
educational programs, and/or future products.
Participate in other benefits or programs as may be
71117
offered.
Website, Roster, Details and Archetype listing as MIP,
718, . . .
including primary and branch locations
Unlimited MIP Acknowledged Product listings and
71119 . ,
promotion and use of WI’s Acknowledged Product logo
71110 Annual 1/8 page space for full color add in Archetype
71111 Biannual 1/8 page space for full color add in Details
Subject to termination for failure, in serious degree, to
712 adhere to the WI Code of Ethics, including engagement

in conduct which is deemed contrary or prejudicial to the
interests and/or purposes of the Institute.

(o)1 e I e I o) I He) BN le)}
NINININININ
Bl W W w |~

2
CMP Affiliation may be
1

Transfer between AMC’s for a one time fee of $150.

6

Continued on next column V

2

Maintained when when not employed by an AMC for a

‘ yearly fee of $150

N
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ﬂ LOGOS and USAGE

ARE TRADEMARKED and owned by Woodwork Institute, and:

By using the Institute’s logo in printed or electronic format,
11/ affiliates are agreeing to accept the following terms and
conditions

The Woodwork Institute logo is a tilted square with a
12| knockout “W” in the center and shall be referred to in this
document as “the big W”, and:

The name “Woodwork Institute” shall appear with each
Affiliate logo variation (see below)

Current logo shall replace all instances of any old logo on
14 websites, stationery, forms, memos, fax sheets, mailings, etc.;
however:

Items bearing the old logo, such as pins, belt buckles, and
rings, are considered historical items and may be worn or
used indefinitely

[N
IS
-

Electronic, affiliate specific logo downloads are available in
115 the Affiliates Only portion of WI’s website at
www.woodworkinstitutecom/about/logos.asp, and in:

Multiple color options of Black, Green, Gradient Green and
White, subject to:

White logos may be used only if on a dark background,
115]1]1 ]| with the tilted square, “Woodwork Institute”, and
Affiliate type all in white

IR
(6]
[N

Affiliates are granted permission to use the WI Affiliate
logo; however:

1/5/2]1| Only that logo representing its Affiliate type, including:

The words “Woodwork Institute” with a line
separating the Affiliate type of either “Accredited
115121 1| Millwork Company (AMC)”, “Certified Millwork
Professional (CMP)”, or “Millwork Industry Partner
(MIP)” as shown in Appendix

Affiliates are not permitted to use any other variation of
the logos, and:

The logo may not be placed on shop drawings or
fabricated products in such a manner as to make it
appear that shop drawings or fabricated products
have been certified.

Shall not alter their appearance, such as:

1 ‘ To color, shape, orientation, font, etc.

They may be re-sized; however:

1 ‘ The image must remain sharp and clear (not fuzzy)

[ = SN (e

Shall obtain original logo files from WI, and:

IR
NINININININ
Bl W lwWw o N

(R TSN [N [y

NINININININ
ww|lw |l

viuiuiuv o |uv

1 Not recreate the logo

Continued on next column V

) LOGOS and USAGE

Continued from previous column A
ARE TRADEMARKED (continued)

5

Electronic, affiliate specific logo  (continued)

5

2 | Affiliates are granted permission  (continued)

Use of the knockout "W” or tilted square logo by itself,
with or without the words “Woodwork Institute”,

or “Assurance” next to it shall only be used by the
Woodwork Institute, and:

N
w

Altering or misusing the logo in any way may result in

213|1 .
legal action

No materials, printed or published on the web, by
any party other than the Woodwork Institute, shall
feature a logo without “Woodwork Institute” and its
affiliate type

Millwork Industry Partners (MIP) are granted permission
to use the WI Listed Product logo in collateral materials to
identify (an) acknowledged product(s), however:

The logo may not be placed in such a manner as to make
1| it appear that non-acknowledged products have been
approved

If affiliation is discontinued, use of the logo is not
2 | permitted in subsequent reprinted or newly created
collateral materials

Logo Colors:

If a color version of the logo is used in print, only two solid

1 colors shall be used:

11/ Black and Green (PMS 355).

The words “Woodwork Institute” and the Affiliate type
shall be black, and:

21 ‘ The tilted square may be black or green (PMS 355).

White logos may be used only if on a dark background,
with:

The tilted square, “Woodwork Institute”, and affiliate

31 . .
type all in white.

4| If used on the web, only three solid colors shall be used:

411 Black, hexadecimal color #008030, and white.

The font used in the logo is Book Antiqua; however, the
following similar fonts may be used to match the logo font:

Bodoni, Bookman, Calisto, Caslon, (New) Century
Schoolbook, Garamond, Minion Pro, Palatino

Gradient Logos:

May be used in print or on the web; however:

1
111 ‘ Not on embroidered items (such as clothing)
2

Only the green tilted square shall feature the gradient

If used for professional print jobs, process color printing
may be necessary to retain the quality of the gradient.

Continued on next column V
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| LOGOS and USAGE FINANCIAL CONSIDERATIONS
Continued from previous column A 1 ANNUAL AFFILIATE FEES are:
Quality shall be the first consideration when reproducing Invoiced annually, approx:mately November 15th and
Ry . )
110 the logo. A fuzzy, pixilated, or otherwise poor quality logo is 1|1/ payable by December 10 for the year following, with the
unacceptable option of:
Minimum reproduction size shall not be less than 3/8 inch 1|1 |1 Pre-authorized, automatic, monthly credit card payment
13 plan, subject to a 10% processing fee.
1112 Placement: 15 Considered delinquent on January 1st through February
28th/29th, subject to:
1112/ 1| Shall never be on a textured or “busy” background / subjectto
11211 Afift t ( 15%) late fi
1112/ 2 | Shall always have ample white space surrounding it, and: een percent ( 15%) late fee
112|2| Terminati March 1st if t not ived, and
1112121 Shall not be crowded with other logos or artwork. ermination on Viareh ZSt I payment not received, an
112/3'S i f benefits, and:
1112/ 3| Shall be solid white, if on a dark background. uspension of any benerms, an
Subject to any further requirements listed under the
1{2|3(1 g ) P
specific affiliate classifications
2 | AFFILIATES:
21| While in good standing are entitled to:
21111 Discounts as published on the WI website, excluding:
21111 Affiliate renewal fees
3| CERTIFICATION AND INSPECTION SERVICES, require:

All certification services specified in a project’s contract
311 | documents to be requested and paid for before any service is
rendered, unless

301 Proof is provided at the time of request, that only shop
drawing certification is required

301 Proof is provided through the project architect or owner
indicating that the project certification has been waived.

A processing fee of $75.00 for any corrections required
312 onissued certificates because of improper or incomplete
request submissions

4 CREDIT POLICY:

Accredited Millwork Companies (AMC) in good standing may
apply for a credit line:

1 Application Requires:

1| Executed WI Credit Application, including:

N S
PR~

1
1/1|1| Detailed ownership and contact information
1

112 Bank and trade information

Minimum of 3 trade references, 2 of which shall be

411111 L L
3 from within the construction industry

41111114 If needed, a signed personal guarantee

41112 Verification of all references

Receipt and review of a valid credit report for the
applicant from a national reporting agency:

S
N
-
w
=

Requested and paid for by WI; except:

If a personal guarantee is being provided in lieu
411111311 ofthe above, guarantor shall provide their own
personal credit report.

al1l1l3l2 With reasonable explanation of any bankruptcies, tax
liens, judgments or collections

Continued on next column V
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72" FINANCIAL CONSIDERATIONS n DISCIPLINARY ACTIONS

Continued from previous column A AFFILIATION and LICENSING are privileges which require
4 CREDIT POLICY (continued) adherence to this Programs & Services Manual, WI’s Code
- - - - 1 of Ethics, and Contract Documents including specifications
411 Accredited Millwork Companies (AMC) (continued) for projects requiring compliance to the NAAWS and/or WI
4111 Application Requires (continued) Certification. Failure to follow any of these may result in
411 1|3 Receipt and review of a valid credit report (continued) disciplinary procedures as outlined below.
With a maximum of 10% of the Trade Accounts, 2 NON-CERTIFICATION:
411/1/3 3] during the last 6 months, at no more than 31 to 60 Any AMC not properly and/or timely certifying shop drawings
days beyond term 21/ (before submittal), product and/or installation will be subject
411]2 Once approved: to:
411121 Credit limit may be granted of: 2 1]1 AtFirst Occurrence:
11211 $3,000 with: 2111111 Payment of the contractually specified certification fee

A “Low to Medium Risk” commercial credit score and a one-time penalty payment of 5500

411121111 designation, or 2|12 | At Second Occurrence:
11211112 A“Guarantors” EICA score of 675-739 Payment of the contractually specified certification fee
- 2|12 -di ice, 9
112112 $6,000 with: 1|at a.n.on .dlscounted price, and 50% penalty on such
certification fee, and
A “Low Risk” ial credit designati - - o
411121121 or oW RISk commercial credit score designation, Suspension for 12 months during which time all
2111211 certification fees will be charged at the non affiliate
411121122 | A“Guarantors” FICA score of 740 or higher rate.
al1l2|2 Payment of charged invoices are due in full by the 10th 2 1|3 At Third Occurrence, at Affiliates option:

f llowi invoi A - . B
of the month, following the date of invoice, and Terminated, subject to a 24 month waiting period

211(3]|1

Invoices not paid by the 15th of the month are before being allowed to reapply for W1 Affiliation, or
. ) . o
41112122 lc;(r;s;:l:red delinquent and will be assessed a 10% Payment of the contractually specified certification fee

2111312 atanon-discounted price, and 50% penalty on such
Requests for service, which when including those certification fee, and

charges already on the books, exceed a firm’s credit
limit, will require COD payment or pay-down of the
firms account.

Suspension for 12 months during which time all
21113121 certification costs will be charged at the non-affiliate
rate, and

41124 Creditli bject to bi | revi d: - -
redit fines are subject to biannual review an Audit of all contracted work for the 12 months prior

40115, q Limits may be adjusted (up or down), as may be 2 1/3 2|2/ and after the identified non-certification incident,
appropriate based on new credit review subject to:
41241 May be terminated for: 515 5|5 Audit evidence being furnished by a CPA, on its
al1l2lal1la Failure to maintain minimum credit limit letterhead at the affiliates expense, and
requirements If during the audit process additional non-
Failure to follow payment terms resulting in 2 or certification is discovered in the 12 months prior,
411124 11]2 more delinquent invoices beyond 60 days within a 211131222 tomaintain current status the Affiliate will have
4 month time frame, which is further subject to: to pay the certification fees on the discovered
215 41 5 q Smallclaims actions and/or collection projects at the non-affiliate rate.
procedures 2114 AtFourth Occurrence:
Termination shall be for a period of 12 months, 2 1]4]1 | Termination subject to:
41112141173 after which time a new application may be A 24 month waiting period before being allowed to
submitted 2|1114(1(1 e
reapply for W1 affiliation

Continued on next column V
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;) DISCIPLINARY ACTIONS

Continued from previous column A

3| FAILED INSPECTIONS:

:} DISCIPLINARY ACTIONS

Continued from previous page A
3| FAILED INSPECTIONS (continued)

AMC'’s are subject to suspension/termination as follows (also
see recap table below):

2 | Suspension (continued)

1 One (1) Failed Inspection, if:

1 CORRECTED - No action

NOT CORRECTED - Suspension and Termination
Warning Letter, copied to CMP Affiliate

AMC’s may be reinstated after passing three consecutive,
paid inspections (at non-discount rate) on new projects
requiring WI certification, equal to or exceeding Custom
Grade, or:

2 Two (2) Failed Inspections, if:

Both CORRECTED — Suspension Warning, copied to CMP

! Affiliate

Projects equal to or exceeding Custom Grade but not
3| requiring WI certification may be used in lieu of the above,
for a $500.00 fee each

One CORRECTED, one NOT CORRECTED - Suspension

2 L . . -
and Termination Warning Letter, copied to CMP Affiliate

DAS will continue inspecting those projects for which
the process was begun during the term of suspension

3 | Termination:

3| Both NOT CORRECTED - Termination

1 Notice will be sent advising of the termination.

3| Three (3) Failed Inspections, if:

All CORRECTED - Suspension and Termination Warning
Letter, copied to CMP Affiliate

A Terminated firm must wait a minimum of 24 months
before being eligible to reapply for AMC status.

2 | Two CORRECTED, one NOT CORRECTED:

CMP’s, as a firms inspector of record, are subject to
4 | suspension / termination as follows (also see recap table
below):

3 Termination

4| Four (4) Failed Inspections - Termination

Recap
Number of
. FDrne Mot | FTwo Nat
filhd- If all Covrecred o d a
Inspection
SUspension
and
1 Ma Actio
f Terminatian nfa
Warning
5 Suspension
Suspension and L
2 Ti nat
Warning Terminatian erminatian
Waming
Suspension
3 a  erminatian
Termination
Warning
4 Termanation

One (1) Failed Inspection - Suspension Warning Letter
1| advising and suspension if they are signatory to a second
failed inspection

Two (2) Failed Inspections - Suspension for a period of
six months during which time they can NOT request
certificates or labels and termination if they are signatory
to a third failed inspection

Three (3) Failed Inspections - Termination, subject to
reinstatement after:

1| A 12 months waiting period

2 | Re-passing the CMP examination

DAS assistance and training in ensuring future self-
certification success.

Failure to correct any non-compliant findings, May result
6 | in subsequent requests for CCP Certificate and/or Labels
being subject to monitoring.

2 Suspension:

Notice will be sent advising of the suspension and
1 requesting a list of all outstanding projects requiring
certification along with each project’s current status, and:

Recap
Humbey of iled -
| ” Subjert to
5 1 hﬁpuﬁm'ﬂinig_
2 Surs pension and
Termination Waming |
3 Terminatican

1 CMP will be copied

Includes DAS assistance and training in ensuring future
self-certification success.

Continued on next page V¥
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n APPEAL PROCEDURES

APPLICANTS MAY BE DENIED WI affiliation for cause by the
board or its designee with proper notification and right of
appeal, subject to being:

1| In writing

2 To the CEO of the Institute, if still dissatisfied:

1 To the WI Executive Committee whose decision is final.

INSPECTION FINDINGS and CERTIFICATION ISSUES, may be
appealed, subject to being:

Submitted first to the applicable Director of Architectural
Services (DAS), if dissatisfied:

1| To the CEO of the Institute, if still dissatisfied:

1| To the WI Technical Committee, if still dissatisfied:

1 To the WI Board of Directors whose decision is final.

AFFILIATES may be FINED and/or SUSPENDED for cause by the

3| Board or its designee, subject to proper notification and right of
appeal being:
1| In writing
) Submitted within 15 days of receipt of the denial or
reprimand letter, however:
1 Appeals submitted after 15 days will be disregarded
3 Submitted to the CEO of the Institute for review, if dissatisfied

with the CEQ’s determination then:

Submitted to the WI Board or its designee whose decision
is final

AFFILIATES may be TERMINATED for cause by the Board or its
designee, subject to proper notification and right of appeal:

Termination shall occur only after the affiliate has been given
1 afifteen-day prior written notice of the proposed termination
and the reasons therefore:

The notice shall advise the affiliate of the proscribed hearing
procedure, which allows an affiliate to be heard, in writing,
not less than five days before the effective date of the
discipline by the Board or its designee

3| If a hearing is requested:

1| It shall be in writing, and:

It shall be decided by the WI Board or its designee (who
shall be an unbiased third party appointed on an ad hoc
basis) based on the written record presented by the
Affiliate Review Committee and the Affiliate

2 | Decision of the Board or its designee shall be final

m CONTRACT INSPECTORS

Typically the Institute hires full time employees as its Directors
of Architectural Services (DAS); however, if needed based

on specific needs, it is authorized to use contract inspectors,
subject to:

1| Minimum Requirements

Being retired or generally available during the week at

1 - .
relatively short notice

Not being employed in the Architectural Woodwork
Industry

Having acceptable automobile, accident, medical and
personal liability insurance

Owning or having access to a PC based computer capable
4| of running Microsoft Access, along with having basic
computer skills

Passing the AMC exam with a score of 85% or better and
having a successful web interview

6 | Executing the WI Independent Contractor Agreement

Agreeing to abide by WI Certification/Inspection Policies
and Procedures

Observing and assisting in an inspection conducted by a
DAS within CA or NV for which:

1 WI pays for room, board and travel expenses; however:
1| Applicant is not compensated for their time
9 WI Inspection Program training

First inspection by contract inspector to be accompanied
by a DAS.

2 | Compensation & Expense Reimbursement/Allowance

10

| 1| Per inspection day reimbursement, plus:

Reimbursement of economy flight and economy rental
car expenses

| 2 | Daily lodging and meal allowance per overnight stay.

24
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EXAMPLES OF WI AFFILIATE LOGOS

Accredited Millwork Company Logo
\ /7

WOODWORK
INSTITUTE

AMC ACCREDITED

MILLWORK

COMPANY

Certified Millwork Professional Logo
\ /7

WOODWORK
INSTITUTE

c CERTIFIED

MP MILLWORK
PROFESSIONAL

Millwork Industry Partner Logo

WOODWORK
INSTITUTE

MILLWORK
INDUSTRY
PARTNER

EXAMPLE OF WI LISTED PRODUCT LOGO

1 F; WOODWORK
y» INSTITUTE

Listep Probuct

APPENDIX

EXAMPLES OF WI CERTIFIED COMPLIANCE LABELS

Shop Drawing Label

e Y

EnCEFT A% Tl v At T HavE Bl B S Wi -
_ BY Tl PLARH LD SRS IIC A THONE,

Shop Drawing Digital Label
-

Project Namss: Sampds Progect Shop Deawong Lalsd

WA Progescit Mo - (V000000

"c’ Digital 80 Label No.: [LSO0000

Casework Label

Certified Compliance—S
m:ﬁh—-ﬁ#bhmw—d#m
TS b e

murmd os oy Rave b i by e e and
(R by = sieees Flaste ogps mre sl s moms o by B bl

HPDL Countertop Label - Flat
Cerlified Compliance—
mm;-—-mnm-nmm‘ﬁ
- 4w, T eib BT e

e e Pt FLAY TOFE SHLY, sacepl o8 My bivs
_ e e L ]

HPDL Countertop - Formed

EETBRTHTHHTRDACNE] 4t e ey B i el e P ot

Solid Surface Countertop
ﬂ E.E. / ﬁ E. ®
s ﬁ';

e s Pl w el an ey e B Sl d by

I = Pt = e

Laboratory Countertop

Cortified Compliance —5
7

Wiy il Fgncpic | gy P | o 0o Wy, oens P
L]

J
B e g e e I T
By b — e By o e ped fi T

EXAMPLE OF WI MONITORED COMPLIANCE LABEL

THE PRICUCT
BEDH RO TED AkD

(VL
IO WHECH THER LABEL O ATIACHED A%
CERATHRED 10 0T T
T B, NEAMILARSS PR »

ARCHTIETIRAL
THE GRADES| SFECFED AS MODFED §Y THE PROGECT
LA AME APTEFEATIEN.
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Example of General CCP Certificate issued by WI Staff

WOODWORK
INSTITUTE

@l Quality ln-urunuu

The wenidersigaed certifes ol fabricotion ardfor installotion af e Dlloming dews) were or il be
frermdshind In ml[,li:-rlll fo M Marth Amerecan Architectural Woodwork Standards” qu.u]l'h__.-g.haﬂu'rs,:l nmifid, &5
iy frre® dasen J.I.Iu':qill__l'il'u'! .!:l_l,l rJ.'.'l||I'|1|-|.5 it slg.nrr:,l'lmrl'nrr:'

Product Listing

for
PROJECT NAME
CITY /STATE

desigred by
DESIGN PROFESSIONAL NAME

| Suboontractor:

SHOP NAME
T Froject Moo Project PO0N00000
Cerbifed Crmplianee Cerliftonhe Mo Cert #0000 lssied om DATE

CC Labels {esved: 00000000

W Inspsctior’ -"-n.1_';|1nh.1rt' R " Print Nanw

FTTF R i ol 0l 8 RSl i, W L el e Lol e el L P P i i . rvspl et i e R T L i
e e ol e, e T el e, Rl by it W g D P AT O o e ol el ] Rk er ] P e e ol e T i Bl B il
oy e o 1 e e i il il O e el D el gt ol e Ll S o LT I e e e el L el i i s
i i Pk derenl e P e d e raenier, sl de e -\.--l.r-\.-rri:| oo wdl ey ol relae Wysrier oy ewallres

fegimtrred 1w v alive &f e Pesdark henmie PO Bar SR0047T, Vet Savnmaeate, CA 2T08-0047
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Example of General CCP Certificate issued by WI Licensee

1 s WOODWORK
INSTITUTE

Covtgira (Lampiiance
Quallty Assurance
The anvclersigmed certifies Hhai Sbriotion anddor insffhebion of fre dlvmmg ilemfa) e or ill e

Jurmisind o cowfiorm fo e Morth American Architechoral Woodwork Sandands’ quality grodes) moled, o
iy Dere hern modied iy the mms and specfiomhinms:

Prodisct Listing

ot
PROJECT NAME
CITY /STATE

desigmed by
DESIGN PROFESSIOMAL NAME

Whoodepowk Jnstitite Affiliate:
SHOP NAME

K] Project Mo, Project #00000000
Cerlifted Complience Certificate Mo Cerl. #0000 sswed om DATE

CC Linbels Iasuied; DO000000

" Cortified Milhwork Professional {CMP) Cestified Millwork Professtonal [CMP)
Clgnaiuerg Mama

MAMICE biaiin el gy sl W e & B i wd e e s vl Ll v, o s s el skl e e o v . B il i ey ol il
warimrm | e, sl i el rhamge erdrn mrred = s e e e e sl s ol de eseer B o] rgerane o bwwd o rraad
e ek e e g . e T gy o e s o w ol e Sk v e s |k e v on s bears e
P ol b vy e 4 Ui ey @ P O S e R (e e ey o panart Do o paasilon
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Example of Door CCP Certificate issued by WI Staff

WOODWORK
INSTITUTE

@:(qmmr Assurance

Tha I|'.II|1'r'.I'.1I:gi'Z|:'|f certiffed Haf e |'i1h'|,a-u'm_g doars) con o fo e Windmark [mstitule gmd.;:r.s,l Hitferd
@8 g faee e |||||.|:I|_|E.;'.|:I' ||!||' Hi Architect 'sl||l'|1|1$ o ﬁg.u_‘.;'r:.ﬁn_'rrél'nu 5

FLUSH DOORS

Chaitity: 00
G Cusbam
tlrenfrcfuree] Liader Suppliers PO%: Annnn

STILE AND RAIL DOORS
Chwratity:
Lol Fremium
Iltrsiic e Liader Supplicrs POR:. nnnnn

DOOR INSTALLATION
tistalintion Of The Doors Noded Herein Is Certified For The Folloing Grade:  NJA

for
PROJECT NAME
CITY/STATE

resgoed by
DESIGN PROFESSIONAL NAME

Do Snapilier
SHOP NAME

Do Meiucfictierer
MANUFACTURER NAME

AT Prapect No.: 00000000
Ceriified Conmplianee Cerlifecnte Ne.: 00000 [ssied on DATE

W Irapasctar” :-':1|§1M'u.r-:- ) Frint Mame

SR F e rarsl apycis e Prmoskeeck e © s daed ol snew Drs icaers aral Lalbeh e e evard o e | kel e s ey ol e e s mesk e v e syl aleie
aarkamarm e plars, deocmaers, aeal | cheapr seckers. sppreeand s armay by oty el en e oaer poerul eermasieer sl e perey Bl eparreees aw bl o rrasl
s e, weds, sy b e e el ks v ey g P EE A Ve A R s v e . S end ol sy ae arel Lk we e avss my by b e
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Example of Door CCP Certificate issued by WI Licensee

‘ |

\

WOODWORK
INSTITUTE

m—rs—-.mﬂj

Quality Assurance

T ||J.':‘Ii:".'5.||g|-n'd aerfiffes that Ih'_,Eﬂhlnll'ﬁE [} L';:-.u_lrhr'nl.' fir 2 1-‘|.'||;:-.d||l._:n!.|r]rr.5r1r||1.|-H.r.-.'.-.!pr3.} i el
ag gy b Deens moonitfiad By dive Aschichect's plases and speci fioaions:

FLUSH DOQORS

Cuantihy: 0
Gruk:  Custom
M factiral Linder Supplisrs POY. nnnnn

STILE AND RAIL DOORS
Cuantity: 0
Grade:  Costom
AdparBactiontd Linder Supplisrs PO%.  nnnnn

DOOR INSTALLATION
I fnidahir []_|"T|'n' Chors MNoled Hereir [s Certified For The Folloestng Grade: Costom

Jor
PROJECT NAME
CITY /STATE

desigreed by
DESIGN PROFESSIONAL NAME
Droor Supplier
SHOI NAME
Drocr Mamifciwrer
MANUFACTURER NAME

T Project No.: 000000
Cerbified Commplinrce Cerlifiorle Mo 00000 [ssiwed om DATE

Cartified Milhwork Prodossional Caxtifhed Milhwark Prodessional Prinied
Higratun: Mari

T b sl mpephs sinem e Wlmelms, g e s i) gy Coni's oy 4l Labels ao covvrvssed lwrd sslrly o pa sl ey grsces. i S E ety - B et bl
wars oy gl plaan, desrmrme . ol ' (hargE Eien EpETEEEl B SR B UE e o e arierend rypereraa e o ghey ewr e bl peprecss o D e sl
o o U D e s o B S Lt e e A R o e | LT A el pon, o e Cormphopn Cormiinse 80 Lt oy sty W ool
Uit P B vEEal A U 1§ e e T 0 e i e el P e e B e LR B el s
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Example of MCP Certificate issued by WI Office
\ ﬂ WOODWORK

INSTITUTE

[: MMTlFmeJ;

The mld"l'sl;-gmn' |'g'|-1'|_|E¢'5 F.l.l.:zr.ﬁ'rhrn;'.ﬂﬁm audor inshlialion q," r.'.-__ﬁﬂ[nnurrg 1henns] e
Swrrished i comgplinmes arth dhe North Amerscan Archibectural Woodwork Standards’ gmality gradeds)
mitfed, @5 oy hape beew mndifed By dhe plavs ond specifcadioms:

Froduct Listimg

Jar
PROJECT NAME
CITY /5TATE

desigiedd by
DESIGN PROFESSIONAL NAME

Suboomiracior:
SHOP MAME

(BT J"'.I'l.l_n"-r]‘ I"-.'l:l..'P'I.'ﬂ-jﬁl:l: AO0000000
Modaves el l!.‘.llmp!l'n'urr E-Eﬂl_ﬁfﬂl'f Mo Cort. 8OD000 Jeined oo DATE

MO Labels Iesieed: ODO0O000

Woodwoek Institaby's [napector of Record Huathar ?Mrht'fﬁ';-l.ﬁm.."lmp Seryvices

A s r i s st o Al e e e e e Crm plurer Crihonin e Ll Copiam e Lalik sir ik, e ek e el sherra o ior
R ETEY W e arhacmnl plEd. ol sl el iTaigy skl jeaed B S TRBE by rlihl'w.lv-\.-l'n ALl '|:hr-|"'l.ﬂ-rri B e i B i
e b g i b eoasl] pipregmes. aly, e PeEE oited iBd s B vl B PrEoEed endagriy

Argmiered 10 S pffice of e Pooodoork Insiibele, POF Bex 80047, Pind Sdcnmmomis, OA 257980047

30 November 1, 2017



Programs and Services Manual

Example of CSIP Certificate issued by WI Staff

1/ s WOODWORK
¢ INSTITUTE
e

The mendersigmed certifes thar ancfwrge of He ollonding cosseoork coiiloriis do fle mindimin requiremends of
el Tsitate's QSR (O for Stabepuke Hoalie Planrimg aid Detlopientl Coaroondk Anchonige
Pre-sAppromal CHPA- 264510 dated £ 872003 lbde alae cosformes fo e Califerim DSA (Dvmison of Shite
Arcldtecture) meqeireieats by sooep e stider their D5A TR-A-5 (e 20-03-12)

Selsmic Installation of Plastic Laminate Casework

far
PROJECT NAME
CITY/STATE

desigined by
DESIGN PROFESSIONAL NAME

Subeonbractor;
SHOP NAME

¥ Project Mo, Project # 0000000

Spimmic Instaliation Cerlificate N Cert.#00000 Iesued on DATE

wi Illr-ri:'-:l-:-r'si-ilnlutunl_ Print Mame

L ] P ' el b s W P i Sl ] | e | e i Ll e i ) Ll e ety e by 0 il O el e b cob il b e
eyl e P b (e, e B aal e g ke g e ey iy e an b (4 e b ] e AR RS b i Bioer e b e el il
covreaners: mrkn, ther e, amron aud oy s sy L R i B ol el a0 ebesaens o0 sl T

Fegralernd in §ie afioe af tae Prisadoond e, PO Box Q80047 Fear Sacrareendn, O 957080247

November 1, 2017

31



Programs and Services Manual

Notes

32

November 1, 2017



