Effective 4-22-04

AABC Commissioning Group Policies and Procedures

Requirementsfor Member ship

1.

Theapplicant must qualify asanindependent commissioning firm. Toqualify asan
independent, acommissioning company must have no affiliation with manufacturers of
equi pment or system components, i nstalling contractors, or any other person or company
which could affect the ability of the member to render an independent commissioning
report.

The applicant must be able to demonstrate the ability to provide commissioning servicesin
accordancewiththe AABC Commissioning Guideline.

Theapplicant must employ at |east oneregistered architect (AlA), professional engineer
(P.E.) or certified Test and Balance Engineer (TBE) whoisand responsiblefor overseeing
al commissioning activities.

Theapplicant must be ableto demonstrate the successful completion of commissioning
projects.

The applicant must have an established place of business and must maintain properly
equipped and staffed office facilitiescapableof compiling and distributing appropriate
reports and data.

Atleast oneregistered architect, P.E. or TBE from theapplying company must passthe
ACG Commissioning Certification examination.

If accepted for membership, the applicant agrees to perform work in accordance with the
AABC Commissioning Guideline, andto abideby the Bylaws, Policiesand Procedures,
Code of Ethics, and all other governing articles of the organization.

Application Procedures

1.

The applicant shall fileacompl eted application for membershipwith ACG Headquarters
along with all prescribed application fees. Ten (10) neatly bound copies of the application
submittal package arerequired, including asaminimum, the following items:

Application

Company personnel data

L etters of recommendation from at least 3 project owners
List of commissioning projects and contacts
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E. Submission of acomplete commissioning plan for acompany project performed
within the past 24 months

2. The application shal includeall requested information before being considered for approval
by the ACG Board of Directors.

3. The ACG Board of Directorsshall evaluate the application for acceptance.

4, Oncetheapplicationisaccepted, the candidate shall be permitted to take the Certified
Commissioning Agent (CCA) exam.

5. If the candidate passes the CCA examination, aregistered certification number shall be
issued, granting certified member statusin ACG.

Certification Standards

1. ACG certification isopen to independent commissioning firms that meet the requirements
for membership as contained herein and pay all applicable fees as determined by the ACG
Board of Directors.

2. Certification shall beissued inthe name of the individual (Certified Commissioning Agent)
who passesthe CCA examination, and theindependent commissioning company (Certified
Commissioning Authority) for whomthat individua works.

3. TomaintaincertificationasaCertified Commissioning Authority, acompany mustretaina
Certified Commissioning Agent on staff.

4, ACG headquartersmust benotified of any changeinemployment statusof Certified
Commissioning Agents, or of any changeinthestructureor operationsof theCertified
Commissioning Authority.

5. Each Certified Commissioning Agent shall beissued an annual certificatewith aregistered
certification number and the name of the Certified Commissioning Authority for whom the
individual works. The Annual Certificateisonly valid for theyear indicated on the
certificate.

6. Certified Commissioning Agentsaretransferableto another Certified Commissioning
Authority.

7. ACG Certified Commissioning Authority certificationisapplicabletothe ACG member
company only and is non-transferrable.

8. Certificationisrenewable onan annual basis, upon receipt of arenewal application,
compliancewith continuing educationrequirements, past performance, and payment of all



dues and fees.

0. If for any reason amember company resignsor isexpelled from membership,
al certifications associated with that company are immediately revoked.

10. The ACG Board of Directors has soleresponsibility to award, transfer, suspend, revoke or
otherwiselegislate certification.

11. The Certified Commissioning Authority for the company is responsible for ensuring that all
commissioning servicesareperformedin accordancewiththe AABC Commissioning
Guideline.
V. Payment of Duesand Fees

1. Applicationfeesmust be submitted with the membership application and are non-
refundable.

2. Annua membership dues are payable on amonthly basis. Annual membership shall
coincide with the calendar year of January 1 - December 31.

3. Companiesdelinquent in payment of membership duesfor morethan 60 days are subject to
termination.

V. Reinstatement of Membership
1. In the event that amember company voluntarily resignsor terminates its membership for
any reason (other than adisciplinary infraction), membership may bereinstatedin

accordance with thefollowing procedures:

A. All applicants must reapply for membershipin accordancewith the published ACG
membership requirementsand shal | satisfy all of theserequirements.

B. Certified Commissioning Agents whose membership has |apsed for more than two
yearswill be required to re-take the CCA examination.

C. All applicantsseeking reinstatement areresponsi blefor payment of all dues, fees,
and assessmentswhichwere unpaid at the time of termination of membership.

V1. Complaint and Appeal Procedures

1. A complaint lodged against amember of ACG must befiled inwritingwith ACG
Headquartersbeforetheassoci ation can respond.

2. Upon receipt of the complaint, the member company shall be promptly notified and



provided acopy of the complaint. The company shall have 14 daysfrom the date of the
receipt of notificationfrom ACG Headquarters in which to respond.

Withinareasonableperiod of time, the ACG Board of Directorsshall render itsdecision
regarding the complaint.

VII. Disciplinary Action

1.

The ACG Board of Directorsmay, at its discretion, determineaform of disciplinary action
to betaken against amember for just cause. Thiswouldincludeany conduct or act which
violates the governing articles of ACG, or isdeemed to have an adverse effect on the
organization.

Disciplinary action may beintheform of awarning, fine or assessment, probation, or
expulsion from membership.

If amember failsto comply with thedirectivesissued by the ACG Board of Directorsin
regard to acomplaint, the company is subject to expulsion from membership and
certification by ACG.

VIIl. Appeal Process and Dispute Resolution

1.

Adopted

Any member that isterminated from the membership hasaright to appeal the decision of
the ACG Board of Directors. Themember will begiven an opportunity to appear before
theBoard at their next regularly schedul ed meeting, to present the reasonswhy the member
should not be terminated.

After hearing the member=s appeal and reviewing the facts of the case, the ACG Board of
Directorswill render adecision regarding the status of the member which shall befinal and
binding.

Any member or involved party seekingtofilesuit against ACG, must filethesuitinthe
presidingjurisdiction of theACG Headquartersofficelocation.
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