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SOUTH DAKOTA DEPARTMENT OF TRANSPORTATION MATERIALS MANUAL

The Materials Manual is the publication for certification requirements, testing requirements, 
testing frequencies and testing procedures used by the department for projects. Plan notes and 
Special Provisions may also determine additional and/or modified requirements or procedures. 
Materials Manuals may be purchased from the Department by contacting the certification 
office. Upon purchasing the manual, the holder will be furnished with a set of revisions any 
time a revision is published which usually happens once a year.

ADMINISTRATION OF MATERIALS CERTIFICATION AND TESTING PROCEDURES

Reviewing Plans

Based on a review of the project plans, the Certification Engineer prepares a DOT-14 which is 
generated from the Materials Sampling and Testing system (MS&T). The DOT-14 is a 
compilation of the sampling, testing and certification requirements for each contract and the 
frequency at which they need to be obtained.

DOT-14 Attachment 1

Building the DOT-14

Requirements on the DOT-14 come from the Minimum Sample and Test Requirements 
(MSTR) section of the Materials Manual with the exception of materials used in bid items not 
previously used by the Department (something that is totally new). In that case, the 
specifications are usually provided in the plans and/or special provisions for that work.  The 
DOT-14 is accessible on the computer at all region/area offices. Hard copy of the DOT-14 can 
be printed at any of these locations.

Copies of the DOT-14 can be made available to the contractor at the discretion of the 
Area/Project Engineer. The DOT-14 is a working document and is subject to change due to 
construction change orders, shop drawings and apparent omissions which may occur without 
notice. While a reasonably accurate review has been made of all dimensions and of compliance 
with contract plans and specifications, any corrections, comments or omissions of corrections 
and comments on the DOT-14 do not relieve the Contractor of their responsibility of complying 
with the requirements of said contract plans and specifications including changes which have 
received prior approval by the Engineer. 

Certification and Testing Requirements

The entire process outlined herein for certification and testing of materials is used in 
conjunction with the MS&T system. Nearly all of the forms used by field personnel are 
automated within the system. Copies of other forms not automated within MS&T can be 
obtained from the region/area office.  All field test data will be loaded electronically. Sample 
data sheets will be prepared within MS&T. The system will assign a sample/cert ID number for 
all materials and the data will be updated on the DOT-14 electronically. When the work begins on 
the project, copies of all certification documents (certificates of compliance, certified mill test 
reports) received from the Contractor must be forwarded to the Certification Engineer as they 
are received. Submittal of certification documents will require the preparation of a cover letter 
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indicating what documents are enclosed so that compliance to specification can be 
determined. Letters for each material item selected by the Engineer can be printed from MS&T 
for submittal. If all materials in the submittal meet applicable specifications, the Certification 
Engineer approves the documentation and inputs a date on the DOT-14 that indicates to the 
field personnel the item met specifications.  If there is a deviation or the submittal is incomplete 
a letter is drafted to the Project Engineer, indicating what was missing or what is out of 
specification.

Cover Letter Attachment 2
Yellow Deviation Letter Attachment 3

The number of tests is updated each time a new test is entered and prepared. The number 
of certificates of compliance is updated each time an approved supplier cert is added to the 
system or the certification office approves a cert provided from a source not on the approved 
products list. Testing forms for materials tested in the field do not need to be forwarded to the 
Certification Engineer.  

Samples of materials which cannot be tested in the field (liquid asphalt, air entraining agent, 
water reducing agent, cement, curing compound, quality tests for aggregates) must be obtained 
and forwarded to the Central Testing Laboratory for testing.   Each sample must be 
accompanied by a DOT-1 (Sample Data Sheet) and may require a DOT-2 (Submittal 
Envelope). The DOT-1 should identify the material, its intended use, project number, PCN, 
county, sample number, by whom submitted and to whom the results should be reported.  

A copy of the certificate of compliance received from the Contractor for the material represented 
by the sample along with the cert ID number should accompany the DOT-1 which is sent 
with the sample to the Central Testing Laboratory in Pierre. The DOT-1's and cert ID's are 
created in MS&T.

DOT-1 Attachment 4
DOT-2 Envelope Attachment 5

Certificate of Compliance. Attachment 6

Note: A tabulation of the visual inspection requirements can be printed out and used as a 
checklist to keep track of what documentation has or has not been made.

Summary of Visual Inspection Requirements. Attachment 7

Each material has a specific container in which samples should be placed. The type of container 
can be found in the MSTR under the applicable material to be sampled. These containers may 
be obtained from the Region Materials Engineer.

See materials manual MSTR section for “Minimum Sample Sizes” - Granular Materials Samples 
shall meet the minimum defined sample size requirements for the applicable material - and all 
other samples submitted in the various types of containers defined above must consist of 2 
containers for each sample.
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Umbrella Certification

Umbrella certification is another process used for materials certification which is defined in the 
Materials Manual Required Sample, Tests and Certificates (RSTC) Section 6. This process 
takes precedence over other guidelines provided in reference to materials certification for the 
following areas of work:

Guardrail Systems
Roadway Lighting/Signals/Traffic Control
Permanent Signing Materials
Chain Link Fencing Systems
Bridge Drains

When the above items of work are included in a contract, the Contractor is not required to 
furnish copies of the Certified Mill Test reports for each component used in the assembly.  He 
merely furnishes the Inspector with a completed copy of a DOT-99 when the work begins. The 
heading of the form shall be filled out and the body must include a tabulation of the components 
used to include: Item size & description for each, manufacturer for each, and heat or lot 
number for each. The items of work involved are the types frequently performed by a 
Subcontractor. When they are of this variety, the Subcontractor can prepare the DOT-99 but it 
is the responsibility of the Prime Contractor to sign the form.

DOT-99 Attachment 8

When the Inspector receives the DOT-99 they should review it to ascertain that all components 
listed on the DOT-14 for that bid item are included in the component tabulation. All components 
for an assembly which have certification/testing requirements are listed under the bid item on 
the DOT-14. If all components have not been listed on the DOT-99 the Inspector should take 
it back to the Contractor and have him provide the missing information as an incomplete DOT-
99 cannot be accepted. After the form is complete, it must be forwarded to the Certification 
Engineer who will verify that all components and the corresponding information required for 
each have been provided and will make the necessary updates on the DOT-14.

The Contractor is required to keep the original documents (mill tests, etc.) in the file at their 
office. The office of Operations will randomly select a percentage of the projects with umbrella 
certification on an annual basis for an audit to verify the Contractor is maintaining the proper 
paperwork.  This audit will be conducted at the Contractor’s office.

The umbrella certification process does not relieve the Inspector of their responsibility to provide 
the visual Inspection and corresponding documentation of the materials used in the various 
systems as required for acceptance in the MSTR section of the materials manual.

The Project Engineer must be aware of the supplemental specifications and errata that are also 
a part of the proposal for every project.  These supplemental specifications reflect changes 
made to the standard specifications since it was published in July of 2015.

The Project Engineer must be aware of the fact that most fabricated systems (lighting 
structures, bridge rail, structural steel etc.) require submittal of a set of shop drawings before 
the system is fabricated.  These shop drawings must be approved by central office personnel 
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before the system can be fabricated or installed. Standard Specifications or plan notes will 
normally point out the requirement for these shop drawings.

Tier System

All materials that have a certification or testing requirement have a “Tier” associated with it. 
Each material is labeled with the applicable tier on the DOT-14. The tier system is defined in 
the (RSTC) Section 6 and the following describes what the tiers are and what they should mean 
to the Project Engineer or Inspector.

a. Tier 1 Materials: A material that is critical to safety or costly to replace – the Department 
will allow the Contractor to install these materials only after they furnishes the 
documents specified under the heading “Certification” in the MSTR section of the 
materials manual and the Certification Engineer advises the materials conform to the 
specifications.  Payment for a Tier 1 material is made only after it has been installed.

b. Tier 2 Materials:  The Department will allow the contractor to install a Tier 2 material only 
after they furnishes the documents specified under the heading “Certification” in the 
MSTR section of the materials manual or the Contractor uses a material listed on the 
“Approved Products List” or furnished by a “Certified Supplier”.  Payment for a Tier 2 
material is made only after it has been installed.

c. Tier 3 Materials: Materials that have no requirements under the heading “Certification” in 
the MSTR section of the materials manual. Many of them do, however, have a 
requirement for visual inspection for acceptance. The Contractor may install a Tier 3 
material at any time and the Department will make payment only after it is 
installed.

Approved Products List / Plans Products List

The Approved Products List is developed and maintained by the Certification Engineer. The list 
is a summary of all products that have been approved for use on construction projects by the 
Department. This list is available on the Internet at dot.sd.gov and is accessible under Doing 
Business/Certification & Accreditation/Approved Products/Approved Products.

The Plan Products List is an account of acceptable products not found on the Approved 
Products List. The list is a summary of products which have been approved by the Department 
for use on certain construction projects for specific items defined in the plans.

These products can be used without furnishing a certificate of compliance unless otherwise 
specified by specifications or plans.  The inspector must however provide verification to the 
certification office what the product designation is and who manufactured the product. This 
can be done by either furnishing a certificate of compliance or picking the approved product / 
plan product in MS&T after creating the cert ID.

Approved Products Index Attachment 9
Approved Products List Attachment 10

https://dot.sd.gov/
http://apps.sd.gov/HC60ApprovedProducts/main.aspx
http://apps.sd.gov/HC60ApprovedProducts/main.aspx
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Addressing Deviations and/or Deficiencies

If there is a deviation, the Area Engineer should be alerted, so a determination can be made 
whether the material must be corrected, replaced or if a DOT-18 must be prepared. This is 
applicable to both certification data and tests of material performed on the project. A deviation 
summary list is can be generated thru MS&T. It details the bid item, failing results, action taken 
and determination for the issues.

DOT-18 Attachment 11
Specification Deviation Summary Attachment 12

MATERIALS TESTING & INSPECTION CERTIFICATION PROGRAM

Requirements

This program is mandated by the Federal Highway Administration per 23 CFR 637 Subpart B. 
It requires that all individuals performing acceptance testing and independent assurance testing 
or inspection shall be certified, and that all testing equipment used for this testing be 
calibrated at a specified frequency. South Dakota Standard Specifications further mandate 
anyone doing inspection shall also be certified.

Areas of Expertise

The program applies to highway construction on all highway systems plus all 
informal/maintenance projects that require inspection as determined by the Region Engineer 
or Region Materials Engineer.  The calibration records for the equipment must be readily 
available for review upon request by FHWA (for DOT equipment) and by FHWA or DOT (for 
consultant equipment).

Areas Included:
Testing Inspection
Soils Concrete Paving
Aggregates Concrete Plants
Concrete Materials (ACI) Earthwork/Erosion Control/Pipe Installation
Asphalt Materials (QC/QA) Structures

Asphalt (QC/QA)
Erosion & Sediment Control

The soils & aggregate testing and concrete paving, concrete plants, earthwork & structures 
courses are sponsored and conducted by the Department of Transportation. The scheduling of 
these courses is handled by the certification office in conjunction with the Bureau of Human 
Resources (BHR)-Training Activity, and anyone wishing to attend one must register through that 
office (bhr.sd.gov/employees/individual-training). The fees for this certification and registration 
can be obtained by contacting BHR-Training Activity, The fees include the course manual except 
for Soils and Aggregates which does not have a manual; a SDDOT Materials Manual is required 
to take this course.  The certification for each of these courses is good for 4 years.

Anyone certified in these areas became certified initially by completing the certification 
course. In lieu of attending the course to recertify after 4 years, there is an option of testing 
out.  This means they can take the course examination and if they achieve a minimum score of 

https://bhr.sd.gov/employees/individual-training/index.html
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70% they will be certified for another 4 years.  The test-out option may not be used to 
recertify for more than one successive 4 year certification period.  The test-out option must be 
alternated with completion of the course on a 4 year basis.

The Erosion & Sediment Control Course is conducted by representatives designated by the 
BHR office. BHR handles the registration and sets the fees for this certification which includes 
a copy of the course manual. Certification for each level of this course is good for 3 years. 
Certification for this area can only be achieved by attending the course and successfully 
passing the exam every 3 years. Testing out is not an option.

The Asphalt QC/QA Program consists of the following levels: Introduction to Asphalt Concrete 
(strongly recommended but not mandatory), Asphalt Concrete Aggregate Testing, Asphalt 
Concrete Hot Mix Testing, Asphalt Concrete Roadway Inspection and Asphalt  Concrete 
Mix Design & Production Control. These certification courses are scheduled and conducted 
through Dakota Asphalt Pavement Association (DAPA) (www.dakota-asphalt.org). DAPA 
handles the registration and sets the fees for this certification which includes a copy of the 
course manual. Certification for each of these levels is good for 4 years. The candidate must 
attend the certification course every four (4) years or attend the certification course and the 
recertification course on an alternating basis every four (4) years 

The ACI certification course addresses the field tests for concrete. This course is scheduled by 
the certification office and conducted by SD Ready Mixed Concrete Association (SDRMCA). 
The fees are set by SDRMCA/ACI and registration done through the SDRMCA website 
(www.sdrmca.org). The fees include a copy of the ACI Workbook used during the course. 
Certification for this course is good for 5 years. Recertification can be achieved only by 
attending the course.

Personnel who complete the various certification workshops receive a wallet card provided by 
the department annually (around May 1st). The wallet card shows the certification an 
individual has completed and includes the expiration date for each subject. The wallet card 
should be retained by the certified individual as proof of their certification. Although ACI and 
Asphalt QC/QA certification are not sponsored or conducted by the Department of 
Transportation, the wallet cards will include records of this certification.

The materials testing & inspection certification program  includes provisions for  disciplinary 
action – revocation or suspension of certification for just cause.  This action is administered by 
the Oversight Committee which includes a variety of people from the DOT and contracting 
agencies.

Seasonal and/or temporary people may be used for inspection/testing in accordance with the 
guidelines provided in the program manual for these people as shown below:

Requirements for Temporary & Seasonal Personnel for Testing:

a) Shall obtain a copy of the test procedure(s) and become familiar with them.
b) Shall observe a certified technician perform the test procedure.
c) Shall perform the test procedure until proficiency is obtained.
d) Shall demonstrate the test procedure to a certified technician. The certified technician 

shall use the performance checklist for the test being demonstrated to ascertain all steps 

http://www.dakota-asphalt.org/
http://www.sdrmca.org/
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are performed correctly. This document shall be retained as verification of successful 
demonstration of the procedure

e) Shall have a copy of the applicable test procedure available during the demonstration 
testing and while testing material on the project.

f) Shall work on the same project under direct supervision of an individual certified in that 
area of testing.

Performance checklist example Attachment 13

Requirements for Temporary & Seasonal Personnel for Inspection:

a) An individual’s qualifications (training, education, and experience) will be considered in 
determining their ability to provide proper inspection in a particular area. 

b) The individual must work on the same project under direct supervision of an inspector 
certified in that inspection area.

c) The certified inspector will determine whether the temporary or seasonal person is 
qualified for a particular area of inspection. 

d) The Individual shall review the applicable Training Manual and have it available for use 
on the project. 

e) Temporary or seasonal personnel will not be required to take any of the inspection 
certification courses.

Direct Supervision:

a) Materials Testing-A non-certified individual may perform tests or portions of tests only 
under direct observation of a certified technician until such time the non-certified 
technician demonstrates they can consistently perform the test or portion thereof in 
accordance with the outlined procedures.  From that point on, the non-certified individual 
can perform the test or portion thereof whether or not a certified technician is physically 
present at the test site. The certified technician is however required to spend time at the 
project/laboratory on a daily basis.  The certified technician assumes all responsibility for 
the accuracy of the test data and signifies so by placing their initials on the worksheet as 
the checker.

b) Inspection-A non-certified individual may perform inspection of a phase of work only 
under the direct observation of a certified technician until such time the non-certified 
individual demonstrates a thorough understanding and knowledge of the requirements 
and procedures for that phase of work. From that point on, the non-certified individual 
may inspect that phase of work whether or not a certified technician is physically present 
on the project.  The certified technician shall however spend time on the project on a 
daily basis.  The certified technician assumes all responsibility for the accuracy of the 
documentation provided and shall place his/her initials on the document to verify review 
and approval.

The procedure to be followed in evaluating and documenting proficiency of testing and 
inspection for seasonal or temporary personnel shall be in accordance with the provisions of the 
program manual.
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Performance checklists for the testing procedures can be found at U:\ms\Certification 
Accreditation\Accreditation - Public Folder\Performance Checklists. A checklist shall be 
prepared and attached to the training & evaluation record form for each testing procedure a 
seasonal/temporary employee demonstrates proficiency in.

Training and Evaluation Record form Attachment 14

There are no performance checklists for the inspection areas. The seasonal/temporary shall at 
all times possess a copy of the most current training manual in the area in which they are 
providing inspection in.  The individual providing the direct supervision must use their judgment 
in determining when proficiency in a particular area is achieved. This must also be 
documented on a training & evaluation record form.

The performance checklists and training & evaluation record forms shall be available in the 
laboratory in which a seasonal/temporary is performing tests and the training and evaluation 
record form for inspection must be available somewhere on the project for review on request by 
FHWA, DOT or other authorized personnel.

The above referenced data for department seasonal/temporary personnel must be available for 
review at the local area office. The Materials Testing & Inspection Certification Program 
Manual is accessible on the Internet at dot.sd.gov and is located under Doing Business / 
Certification & Accreditation Manuals & Documents.

file:///U:/ms/Certification%20Accreditation/Accreditation%20-%20Public%20Folder/Performance%20Checklists
file:///U:/ms/Certification%20Accreditation/Accreditation%20-%20Public%20Folder/Performance%20Checklists
https://dot.sd.gov/
http://www.sddot.com/resources/Manuals/CertificationProgramManual_Field_Copy.pdf
http://www.sddot.com/resources/Manuals/CertificationProgramManual_Field_Copy.pdf





























