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WEST VIRGINIA DEPARTMENT OF TRANSPORTATION 

DIVISION OF HIGHWAYS 
MATERIALS CONTROL, SOILS AND TESTING DIVISION 

MATERIALS PROCEDURE 
_______________________________________________________________________________ 

MATERIAL CERTIFICATIONS GUIDELINES 

1. PURPOSE

1.1 To set forth procedures for the submittal and acceptance of Materials Certifications
also known as MC-8s.

1.2 To provide as an outline for training of employees new to the Materials Certification
process.

2. SCOPE

2.1 This will apply to all Materials Certifications done in the State of West Virginia,
whether they are federally or non-federally funded, FEMA, or any other designation.

2.2 Though this MP references the use of AASHTOWare SiteManager, ProjectWise,
SiteManger Reports, and other agency specific programs, if these programs are
supplanted by other programs or are otherwise rendered obsolete, this MP will apply
to the equivalent, if applicable in the new programs, pending the update of this MP.

3. DEFINITIONS

3.1 Authorize:  This is a SiteManager term that means that the sample has been resolved
by the employee entering the sample.  An authorized status does not indicate that the
sample has pass, failed, or authorized, etc.; acceptance or passing status is shown in
the sample status.

3.2 DMIR:  District Materials Inspection Report.

3.3 ST-1:  Special Testing Form #1.
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4. CERTIFICATION OF MATERIALS

4.1 Different materials are accepted by different methods and these methods are often
described in detail by various Materials Procedures, Specifications, or Plan Notes etc.
The Evidence of Inspection form is available on the WVDOH MCST Toolbox 1and is
a good starting point for the acceptance method for materials used on projects.  All
materials are accepted under the general categories:

1. Direct Test
2. Approved Product List

3. Direct Coverage
4. Master Sample

5. ST-1/DMIR
4.2 The body of this MP will generically describe, using specific examples, the 

certification of materials based on the above-mentioned material acceptance.  

5. APPLICABLE DOCUMENTATIONS FOR THE REVIEW OF MATERIALS
ON PROJECTS

5.1 This section provides the list of reports and their role in the certification of materials.
The next section demonstrates the generation of these reports.

5.2 The Sampling Checklist is the primary reviewing tool for Material Certifications.  For
smaller and or less convoluted projects, this can be used as the only reviewing report.

5.2.1 The Sampling Checklist shows the type of test(s) and or acceptance done, the results,
the frequency of sampling performed and the required frequency of sampling.  An
example of this is show below:

1 https://transportation.wv.gov/highways/mcst/Pages/tbox.aspx 
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Figure 5.1 
5.2.2 The Sampling Checklist provides a guideline for the reviewer to check the 

corresponding ProjectWise project folder for each item.  An example of the 
ProjectWise Folder for this Class B Concrete example above is shown next: 
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5.3 Other reports may be utilized in addition to the Sampling Checklist but not in lieu.  

One example, the E440 Report, will help to separate out quantities, date placed, date 
tested etc.  This gives more details on the Sampling Checklist which provides a total 
quantity and test resolutions.  An example of a E440 Report is shown next: 

6. GENERATING PROJECT TRACKING REPORTS

6.1 Reports are generated by using “West Virginia SiteManager Reports” through
Microsoft Access.  This needs to be setup by system administration.  This section
goes through the steps to generate both the Sampling Checklist and the E440 report.

6.2 The path for generating a sampling checklist is as follows:  Materials -> Sample
Reports -> Sampling Checklist (Figures 6.1 and 6.2).  From here (Figure 6.3), select
Contract ID and input the Sample ID (Figure 6.4).  Hit Continue and continue back
onto the Sampling Checklist Screen.  Be sure to select the radio box for “File (.pdf)”
and hit continue.  This will generate the PDF file which will appear in your
“documents” folder and will also open on your screen.
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Figures 6.1 and 6.2 
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6.3 The E440 report is generated in the same manor, using the following path:  Materials 
-> Sample Reports  -> E440 Report. 

7. GENERAL REJECTION REASONS

7.1 The following (though not limited to these) issues will result in a rejection:
(1) Illegible or otherwise unreadable documentation.
(2) Any discrepancy on the sampling checklist.
(3) Any unresolved material failures.
(4) Key Dates are not entered correctly (Showing 00/00/00).
(5) Lab numbers do not match approved product list or item is not on the approved

product list.
(6) DMIRs have not been approved
(7) Money has not been taken off the contract for price reductions or DMIRs
(8) Quantities tested must be equivalent to or greater than material paid.
(9) Documents are not filed in the District Org folders to show A-bar for concrete and

asphalt mix tests have been ran for materials shipped.
(10) There is a pending change order, which relates to a price penalty for materials.

8. DIRECT TEST

8.1 A direct test is the acceptance of a material based on a test that is performed on the
material.  For example, Section 601 of the Standard Specifications discusses the
acceptance of Portland Cement Concrete.  Air content, slump and compressive
strength are all examples of direct tests performed in the field.

8.2 There are many other direct tests.  For details on a specific test, refer to the Standard
Specifications and if applicable, the MP.

8.2.1 Reviewing the Sampling Check List, check that each material was sampled to meet or
exceed the required frequency.  Confirm that each sample was completed, authorized
and any failure(s) were resolved.

8.2.2 The testing documentation should be in ProjectWise under the applicable line item
number.
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8.3 An example of a Direct Test is shown below: 

9. DIRECT COVERAGE

9.1 This type of coverage is provided directly by MCS&T or their designee.  A
prestressed box beam is an example of this type of coverage.  The Director of
MCS&T’s designee, whether it be state employee or consultant will approve the
material as per applicable MPs and assign a lab number to this coverage.

9.2 The lab sample shall be authorized in SiteManager and additional information about
this approval may, but not is required to be provided.

9.3 An example of a direct coverage sample on the sampling checklist is provided below:
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10. MASTER COVERAGE

10.1 This type of coverage is provided directly by MCS&T or their designee and is similar
to Direct Coverage. The Director of MCS&T’s designee, whether it be state employee
or consultant will approve a lot of material as per applicable MPs and assign a lab
number to this lot of coverage.

10.1.1 Districts request MCS&T to use this material and coverage is provided from this lot
by MCS&T.   For example, 100 pieces of lagging may be approved.  A District may
request 30 of these pieces.  This leaves another 70 pieces of material to be requested
by another District or project etc.
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10.2 The lab sample shall be authorized in SiteManager and additional information about 

this approval may, but it not required to be provided. 
10.3 An example of a Master Sample on the sampling checklist is provided below: 
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11. ST-1/DMIR DOCUMENTATION

11.1 If there is no other method for testing a material, or in the rare case, the material does
not meet the specifications, the District may choose to accept the material using an
ST-1 or DMIR.

11.2 ST-1s should been reviewed and authorized2 by the Director of MCS&T or their
designee.

11.3 A DMIR should be reviewed by the Director of MCS&T or their designee.
11.4 An example of a ST-1 Sample on the sampling checklist is provided below:

2 As defined earlier, “authorized” does not imply approval, it is the Site Manger term for indicating that the sample has been resolved. 
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11.5 An example of a DMIR Sample on the sampling checklist is provided below: 

12. SUBMISSION OF MATERIAL CERTIFICATION

12.1 The live Material Certification Form is available as a fillable pdf file on the Division
Webpage3.  This form shall be completed with all the listed information pertaining to
the contract. All required fields must be filled before submitting to MCS&T.

12.1.1 The District must electronically send the fillable PDF form.  This cannot be hand-
written and scanned.

12.2 The Material Certification shall be submitted by the District Materials Supervisor.  As
directed in this MP, all required documentation shall be included in the submission.

12.3 The Material Certification shall be sent to the mailbox: (DOH.MC8@wv.gov).

3 https://transportation.wv.gov/highways/mcst/Pages/tbox.aspx 
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12.4 Upon receipt of the Material Certification, MCST will notify the submitter that the 

submission has been received.  The Material Certifications shall be logged and 
processed in the order that they are received.  If the subject materials meets the 
requirements, MCS&T will issue a Letter of Material Certification.   

12.5 If the submission does not  meet the requirements, the reviewer will mark the contract 
material certification key date as rejected and notify the District.  MCS&T will create 
and send the requirements punch list to the District for review.  Once the punch list 
has been completed by the District, they will resubmit the Material Certification for 
review.  If the revised submission meets the requirements, MCS&T will issue a Letter 
of Material Certification.   

RLS:Bc 
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