
                    
 
 
 
 
 
 

 
NOTICE TO ALL SCHOOLS  CLASSIFIED  AS  TESTING  SITES 

 
ADDA  IS  REQUIRING  ALL SCHOOLS  TO  PROVIDE 

NEW  TESTING SITE  PACKAGES  &  BINDERS 
 
 

THE   NEW  REQUIREMENTS   ARE   EFFECTIVE   SEPTEMBER O1, 2004 
 

 
TTeessttiinngg  FFaacciilliittiieess  

 
 

APPLICATION & REQUIREMENTS 
 
 
 
 
 
 

NOTICE TO ALL TESTING FACILITIES 
 

Effective October 2005 ADDA will require all schools 
to administer the professional certification on-line. 

 
Due to individuals having certain physical disabilities ADDA will make exceptions for 
those individuals.  It is the responsibility of the testing facility to make arrangements in 
a timely manner to allow processing, delivery, and grading of the written examination. 

 
Please refer to the sections covering the computer requirement and internet access for 
on-line testing.  ADDA will post the new testing procedures on the website prior to 

activation of this new testing method. 
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APPLICATION FOR CERTIFIED TESTING CENTER  or AUTHORIZED TESTING SITE 
 

Directions for submitting application for Certified Testing Center or Authorized Testing Site 
Provide Information in a 1” capacity 3-ring binder 
 Binder to be Red (if applying for Certified Testing Center) 
 Binder to be Blue (if applying for Authorized Testing Site) 
 Binder to have Clear Pouch on Front and Spine 
 School Name to Appear on Spine 
 Optional Graphics on Front (School Photo, graphics, etc) 
Binder shall have 10 Tabs, numbered 1-10 and shall include the information listed below.  If applying only for 
the Testing Site Classification provide Non-Applicable under that tabbed section. 
 

 
TAB -1  APPLICATION 
 
Name of School or Facility_____________________________     ___ 
 
 
Address:            ___ 

Street     City  State  Zip 
 
Administration:       Privately        State Supported       Community Operated 

 
      Church Operated        Other:      ___ 

          
 
Level Applying for:               Authorized Testing Site         ____ Certified Testing Center 
 
 
 
TAB -2  QUALIFICATION 
 
 
School Accrediting Organization:          ___ 
       Provide documentation 
  
 
Do you have Certified Curriculum ____________ If yes, provide copy of curriculum certification certificate.
  
 
 
Who will be the proctor or proctors of the test.  ___________________________________________________ 
 
     _____________________________________________________ 
 
 
Is the proctor a Certified Drafter  or other trained engineering / architectural professional ?  ______ 
 
 
If yes attach a copy of their active  Certificate. 
 
 
If no, what is the Proctor’s qualifications or background in the Design Drafting Field (attach documentation) 
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TAB -3     TESTING  CRITERIA 
 
 
Number of Test Given during one Test Period   _________  Number of Test Given Annually ________________ 
 
 
Where would a written test be administered   ______________________________________________________ 
         Supply digital photographs 
 
 
Where would a electronic test be administered   ____________________________________________________ 
         Supply digital photographs 
 
 
Do you have ability to deliver the test electronically via the World Wide Web _________? 
 
 
Number of Computer Stations available that are web connected in one location ___________________________ 
         Supply digital photographs 
 
 
Number of students enrolled in current drafting or design program   __________ 
 
 
Average number of graduates per year______     
 
 
TAB -4     ADMINISTRATIVE INFORMATION 
 
 
Administrative Head:            

Name       Title 
 
Administrators Address ___________________________________________________________________ 
   Street – P.O. Box                                       City    -    State   -   Zip Code 
 
Would the administrative head administer the test?  _______ 
 
 
 
 

CERTIFIED TESTING CENTER  CRITERIA 
 
 
 
TAB -5     ADA  ACCESSIBILITY 
 

• Provide a floor plan and site plan (11 x 17) which shall indicate the location of the testing 
areas and location of handicapped accessible parking and entrances. 

 
• Provide Digital Photographs 3” x 5” (2 per page) of the facility exterior, handicapped 

parking areas, ADA accessible entrances, toilet facilities, and other areas that are 
required under the Americans with Disability Act. 
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TAB -6    LANGUAGE REQUIREMENTS  
 

• The facility must have at it disposal, personnel or consultants who have the ability to 
translate technical information from English to Spanish or other language that is used as a 
second language within their coverage area. 

 
• Provide written documentation of the second language(s) used in the geographic location 

of the facility. 
 
• Provide a resume of qualifications of the person or persons which will be used 
 
• Provide a digital photograph of the person or persons 

 
TAB -7    HEARING IMPAIRED REQUIREMENTS  

 
 
• Facility must have equipment used in the amplification of voice and sound for the purpose 

of direction and instruction.  This can be a portable of permanently installed system. 
 
• Provide Digital Photographs of this equipment used for the hearing Impaired. 

 
• Facility must have at its disposal, personnel or consultants who have the ability to translate 

technical information in the form of sign language. 
 
• Provide a resume of qualifications of the person or persons which will be used. 
 
• Provide a digital photographs of the person or persons 

 
 
TAB -8  READING IMPAIRED REQUIREMENTS  

 
• Facility must have at its disposal, personnel or consultants who have the ability to translate 

technical information in written and visual form to individuals, which are visually impaired. 
 
• This may require a separate space where the written test material can be projected to a 

larger scale and assist the applicant in filling in the answer on the printed Scantron card. 
 

• This may require projection of the electronic test where it can be viewed in a larger format 
by use of a VGA - XGA type projector, for individuals who need visual assistance 

 
• Provide digital photographs of the reading impaired testing area 

 
• Provide digital photographs of the projection equipment. 

 
 
ADDA shall require written and documented proof of each area listed above prior to issuing facility certification to the 
institution.  ADDA will require each institution to recertify the facility every two years.  It shall be the requirement of the 
facility administrator to notify ADDA Corporate Office in writing, for any variations or changes in the materials supplied at 
the time of certification. 
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TAB -9    TEST  REVIEW  CRITERIA  
 
 
Will the school or facility offer test reviews prior to the test date? _______ 
 
Will the assigned proctor or proctors be administering the test review? ________ 
 
 If no, who would administer the test review? __________________________ 
 
Is the assigned proctor or proctor or administer a certified ADDA presenter? _______ 
 
Does the school offer the ADDA Test Review Guides for sale to the test participants? ______ 
 
Does the school have a VGA – XGA Projector for presentation use? ________(provide digital photograph) 
 
Would the review be held in a classroom setting? ________(provide digital photograph) 
 
Would the review be held in an assembly setting? ________(provide digital photograph) 
 
Would work and writing areas be available to attendees? ________(provide digital photograph) 
 
 
TAB -10    TEST SITE & TESTING CENTER AGREEMENT  
 
 
Note:  ADDA Authorized Test Site and Certified Testing Center classification is valid from date of approval until 2 
years from the date of issue. 
 
ADDA will list the facility upon our website under the acquired classification, and shall remain until the facility 
has re-classified, suspended, or  time has lapsed. 
 
Under this agreement, the facility and all faculty or personnel agree that the information provided within the 
submission is true and correct.  It is understood that ADDA or any authorized personnel from the ADDA corporate 
office reserves the right to site visit and inspect without prior notification. 
 
The facility shall have the authority to advertise, promote, and publish the test site classification.  The facility shall 
abide by the rules and regulations set forth by the ADDA Constitution and By-Laws, the ADDA Code of Ethics, 
and any policies or procedures set forth by the board of directors.  ADDA hold the right to suspend classification 
upon notification of the Corporate Office for violation of any non-acceptable action of the facility, its employees or 
representatives. 
 
Upon termination, the facility shall immediately suspend using, promoting, advertising, or publishing any criteria 
that reflect this testing site classification. 
 
The facility and its employees and representatives agree not to duplicate, copy, or reprint any test, review guide, 
review materials, presentation materials, or electronic materials supplied to or purchased from ADDA.  All ADDA 
products and materials are copyrighted under law and shall not be duplicated without the written consent of the 
ADDA Corporate Office authorized personnel. 
  

VERIFICATION OF REQUIREMENTS 
I hereby verify that all requirements for Testing Site Classifications, as set forth by the American Design Drafting 
Association, have been fulfilled to the best of my knowledge; the attached application and data are submitted for 
the Association's Testing Facility Committee to review and approval. 
 
  
Print Name __________________________________Signed:   ____________________________            
School Official     School Official 
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American Design Drafting Association 
BOARD POLICY 2003-10C 

Issued by Directive of the Board of Directors 
October 17-18, 2003 Board Meeting in Nashville TN 

 
CERTIFIED TESTING CENTER CLASSIFICATION 

 
The facility must meet the criteria for the “Testing Center Classification” plus the following criteria. 
 
It shall be against the ADDA code of ethics for any facility to administer the test without meeting the 
following criteria for testing facilities.  It shall also be noted that any facility presenting or promoting the 
facility as an ADDA Authorized Testing Site or Certified Testing Center, shall have received that 
classification from the ADDA Corporate Office and shall display the certificate in a notable and viewable 
location. 
 

1. The facility must have a Certified Curricula Program 
2. The facility must be hold current Institutional Membership 
3. The proctor must be a Certified Drafter or an ADDA Certified Presenter 
4. The facility must have adequate space to administer the test. 
5. The facility must have financial capabilities to purchase the test prior to the test date and 

provide return postage to deliver the test. 
6. If administrating the “on-line electronic” test, the facility must have adequate computers, 

networking, web access, and space to meet the ADDA requirements.                                            
                      

7. The facility shall have the following capabilities: 
 

b. ADA Accessible 
• The entire facility must meet the current requirements of the American’s with Disabilities 

Act. 
c. Language  

• The facility must have at it disposal, personnel or consultants who have the ability to 
translate technical information from English to Spanish or other language that is used as a 
second language within their coverage area. 

d. Hearing Impaired Capabilities 
• Facility must have equipment used in the amplification of voice and sound for the purpose 

of direction and instruction.  This can be a portable of permanently installed system. 
• Facility must have at its disposal, personnel or consultants who have the ability to translate 

technical information in the form of sign language. 
e. Reading Impaired Capabilities 

• Facility must have at its disposal, personnel or consultants who have the ability to translate 
technical information in written and visual from to individuals, which are visually impaired. 

• This may require a separate space where the test material can be projected to a larger 
scale and assist the applicant in filling in the answer on the printed Scantron card. 

 
ADDA shall require written and documented proof of each area listed above prior to issuing facility certification to the 
institution.  ADDA will require each institution to recertify the facility every two years.  It shall be the requirement of the 
facility administrator to notify ADDA Corporate Office in writing, for any variations or changes in the materials supplied at 
the time of certification. 
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American Design Drafting Association 
BOARD POLICY 2003-10B 

Issued by Directive of the Board of Directors 
October 17-18, 2003 Board Meeting in Nashville TN 

 
 

AUTHORIZED TESTING SITE CLASSIFICATION 
 
In order to clarify the ADDA criteria for testing facilities the Board of Directors have placed the following 
as requirements.  The ADDA requires testing to be delivered in a condition and atmosphere that will be to 
the best interest of the tester and the Association. 
 
It shall be against the ADDA code of ethics for any facility to administer the test without meeting the 
following criteria for testing facilities.  It shall also be noted that any facility presenting or promoting the 
facility as an ADDA Authorized Testing Site shall have received that classification from the ADDA 
National Office and shall display the certificate in a notable and viewable location. 
 
RECOGNIZED TESTING SITE CLASSIFICATION 
 

1. The facility must have an ADDA certified curriculum or the Proctor must be a Certified 
Drafter for the classification in the test given 

2. The facility must have adequate space to administer the test. 
3. The facility must have financial capabilities to purchase the test prior to the test date and 

provide return postage to deliver the test. 
4. If administrating the “on-line electronic” test, the facility must have adequate computers, 

networking, web access, and space to meet the ADDA requirements.                                     
                             

 
 

ADDA shall require written and documented proof of each area listed above prior to issuing a 
AUTHORIZED TESTING SITE classification to the institution.  ADDA will require each institution to 
recertify the facility every two years.  It shall be the requirement of the facility administrator to notify 
ADDA Corporate Office in writing  for any variations or changes in the materials supplied at the time of 
certification. 
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ADDITIONAL PROGRAMS  
 
 
    
The American Design Drafting Association has many programs that are of interest to educational institution 
and facilities.  These programs are designed to support and encourage students and instructors to become 
more involved in the training and learning process on a larger scale. 

 
The Employment Center on ADDA's Web Page (http://www.adda.org).  ADDA’s exclusive job posting system allows employers to 
see only your experience and qualifications.  They contact you anomalously, and then you have the options to make further contact. 
 
The Drafter Certification Program, which allows drafters to demonstrate their knowledge in drafting concepts and nationally 
recognized standards and practices. Certification enhances an individual's credibility, improves opportunities for promotion, and 
provides an edge in highly competitive job markets. 
 
The Design Drafting Contest allows students to compete in multiple disciplines, and have their drawings judged by professionals in 
the design drafting industry.  Drawings are judged against standardized criteria and the winners are recognized during the ADDA 
Annual Conference. 
 
 
The   Certified Curriculum Program developed to recognize schools with curricula that meet the standards set by ADDA. 
 
Promotion of National Design Drafting Week to honor the highly skilled professional designers and drafters of the United States. 
National Design Drafting Week celebrated annually during the second week of March. 
 
The Poster Contest is open to members and students of certified programs to demonstrate skills in graphic arts, presentation, and 
parametric modeling.  The posters are based on the theme of our national conference and are issued to promote design-drafting 
week. 
 
The Student Chapter Program developed to help students form a professional affiliation. 
 
The Council Program revived to help professionals in geographic areas for professional groups to exchange information and 
technology. 
 
The Annual Technical Conference focused entirely on the needs and interests of the design drafting professional and educator. 
The ADDA has developed and published several publications that are used as professional and educational references, and by 
some are considered drafting and design department standards. 
 
The Drafters Reference Guide 
A manual to instruct and help department heads in writing an in-house company drafting standard. 
 
The Salary Survey 
A by-annual publication that surveys the membership gathering area and regional salaries paid for the listed positions. 
 
Guideline to Writing In-House Job Descriptions 
These publications allow department heads, managers, and human relations personnel to write job descriptions for drafters, 
designers, graphic artist, illustrators, engineering support personnel, and engineering document handlers based on experience, 
ability, training, and software capabilities. 
 
Drafter Certification Review Guides 
These publications are designed to help guide individuals in the study and review  process prior to challenging the certification test 
offered by ADDA 

 


