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1. Overview 
 

The Laboratory Accreditation Registration System for Third Party Testing Laboratories is a web-
based application designed to support the registration of third-party laboratories1 who wish to 
be accepted as accredited to test children's products for conformity with the Commission's 
regulations.  These laboratories must be accredited by an International Laboratory 
Accreditation Cooperation - Mutual Recognition Arrangement (ILAC-MRA) signatory 
accreditation body and the accreditation must be registered before being accepted by CPSC.  
Information on the current regulations and procedures associated with this process is available 
at: Testing & Certification | CPSC.gov 
 
The Laboratory registration page is at: http://www.cpsc.gov/cgibin/labregentry/. 
 
Use this website to: 
 

- Complete registration requests for one or more CPSC rules and/or test methods.  See 
Third Party Testing Guidance | CPSC.gov for a list of the CPSC rules and test methods 
currently covered by this system.   
 

- Submit new registration requests for CPSC rules and/or test methods that have been 
approved by CPSC. 
 

- Submit a request for renewal of your certificate and scope when the laboratory’s name, 
ownership, or address changes. 
 

- Update certain information concerning the laboratory.  
 

- Submit updated information prior to an accreditation certificate’s expiration. 
 

A listing of ILAC-MRA signatory accreditation bodies is available on the Internet at ILAC 
Membership International Laboratory Accreditation Cooperation. 
 
For additional information on third party laboratory accreditation, including requirements for 
Firewalled and Governmental Laboratories, refer to Federal Register notices and other links at 
our Laboratory Accreditation web page at Third-Party Testing Laboratory Accreditation & Small 
Entity Compliance Guide | CPSC.gov. 
 

 
1 Section 14(a)(2) of the Consumer Product Safety Act uses the term “third party conformity 
assessment body.”  For simplicity, CPSC staff, and this document, will refer to the more 
commonly used “third party laboratories” instead of the statutory term “third party conformity 
assessment body”. 
 

https://www.cpsc.gov/Business--Manufacturing/Testing-Certification
http://www.cpsc.gov/cgibin/labregentry/
https://www.cpsc.gov/Business--Manufacturing/Testing-Certification/Third-Party-Testing
https://ilac.org/ilac-membership/
https://ilac.org/ilac-membership/
https://www.cpsc.gov/Business--Manufacturing/Testing-Certification/Lab-Accreditation
https://www.cpsc.gov/Business--Manufacturing/Testing-Certification/Lab-Accreditation
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Once a laboratory is accepted for a specific CPSC rule and/or test method, information is 
available to the public at http://www.cpsc.gov/cgi-bin/labsearch/ . 
    
Contact labaccred@cpsc.gov if you have questions about the laboratory registration system or 
have problems using the system. 
 
  

http://www.cpsc.gov/cgi-bin/labsearch/
mailto:labaccred@cpsc.gov
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2. Login Page 
 
To access the website, please use the link on the CPSC Public Website: 
http://www.cpsc.gov/cgibin/labregentry/.  The following screen will be displayed: 

 

http://www.cpsc.gov/cgibin/labregentry/
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From this screen you can: 

 
• Access the system to submit your first application. 
• Request a password.  

• Login using existing Laboratory ID/Registration Number and password.   
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3. Features 

3.1 User ID and Password 
Each laboratory is assigned one of two types of 
user ids.   
 
First time users are assigned a Reference ID 
which is the reference number created when 
the first application is submitted, before a 
laboratory has been approved.  You will use the 
Reference ID to request a password and login in 
response to a request for additional information 
from CPSC concerning your first application. 
 
 

 
 
Once a laboratory’s first request is approved, the laboratory is assigned a Laboratory ID.  This ID 
is used to access the system for all subsequent changes.   
 
To obtain a new password, enter the Laboratory ID or Reference ID and click on the Request 
Password button.  CPSC will send an email – similar to the one shown below from 
labaccred@cpsc.gov to the registered representative and applicant’s email addresses with a 
new password.  This password is valid for 180 days after it was last issued or used, whichever is 
later, or until replaced by a new password.  You can request a new password at any time, with a 
limit of one request per day. 
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-----Original Message----- 
From: labaccred@cpsc.gov [mailto:labaccred@cpsc.gov]  
Sent: Thursday, December 03, 2009 10:43 AM 
To: Jack Jones, Jill Smith   
Subject: US CPSC information 
 
The Test Lab 
 
Your new password is DeRB5Ga3 
 
You must use the password within 180 days to keep it from expiring 
 
*****!!! Unless otherwise stated, any views or opinions expressed in this e-
mail (and any attachments) are solely those of the author and do not 
necessarily represent those of the U.S. Consumer Product Safety Commission. 
*****!!!  
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3.2 Laboratory Types 
Laboratories are classified as Independent, Firewalled or Governmental.   

Independent Laboratory: Independent third-party conformity assessment bodies (laboratories) 
are laboratories that are neither owned, managed, or controlled by a manufacturer or private 
labeler of a children's product to be tested by the laboratory, nor owned or controlled, in whole 
or in part, by a government. 

Firewalled Laboratory: A laboratory must apply for firewalled status if: 

(1) It is owned, managed, or controlled by a manufacturer or private labeler of a children's 
product. 

(2) For purposes of determining whether a laboratory is firewalled, “manufacturer” includes a 
trade association. 

(3) A manufacturer or private labeler is considered to own, manage, or control a laboratory if 
any one of the following characteristics applies: 

(A) A manufacturer or private labeler of the children's product holds a 10 percent or 
greater ownership interest, whether direct or indirect, in the laboratory. Indirect 
ownership interest is calculated by successive multiplication of the ownership 
percentages for each link in the ownership chain. 

(B) The laboratory and a manufacturer or private labeler of the children's product are 
owned by a common “parent” entity; or 

(C) A manufacturer or private labeler of the children's product has the ability to appoint 
any of the laboratory's senior internal governing body (such as, but not limited to, a 
board of directors), the ability to appoint the presiding official (such as, but not limited 
to, the chair or president) of the laboratory's senior internal governing body, the ability 
to hire, dismiss, or set the compensation level for laboratory personnel, regardless of 
whether this ability is ever exercised; 

     AND 

The laboratory intends to test a children's product that is subject to a CPSC children’s 
product safety rule for the purpose of supporting a Children's Product Certificate and 
the product is made or imported by the owning, managing, or controlling entity of the 
laboratory. 

Governmental Laboratory: Governmental laboratories are owned or controlled, in whole or in 
part, by a government. For purposes of this part, “government” includes any unit of a national, 
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territorial, provincial, regional, state, tribal, or local government, and a union or association of 
sovereign states. “Government” also includes domestic, as well as foreign entities. A laboratory 
is “owned or controlled, in whole or in part, by a government” if any one of the following 
characteristics applies:   

(1) A governmental entity holds a 1 percent or greater ownership interest, whether direct or 
indirect, in the laboratory. Indirect ownership interest is calculated by successive multiplication 
of the ownership percentages for each link in the ownership chain. 

(2) A governmental entity provides any direct financial investment or funding (other than fee 
for work). 

(3) A governmental entity has the ability to appoint a majority of the laboratory's senior 
internal governing body (such as, but not limited to, a board of directors); the ability to appoint 
the presiding official of the laboratory's senior internal governing body (such as, but not limited 
to, chair or president); and/or the ability to hire, dismiss, or set the compensation level for 
laboratory personnel. 

 (4) Laboratory management or technical personnel include any government employees. 

 (5) The laboratory has a subordinate position to a governmental entity in its external 
organizational structure (not including its relationship as a regulated entity to a government 
regulator); or 

 (6) Apart from its role as regulator, the government can determine, establish, alter, or 
otherwise affect: 

A. The laboratory's testing outcomes. 
B. The laboratory's budget or financial decisions. 
C. Whether the laboratory may accept particular offers of work; or 
D. The laboratory's organizational structure or continued existence. 

3.3 Laboratory and Ownership Information Saved 
 
The Laboratory Accreditation Registration System saves information concerning the laboratory 
and its ownership so that it does not have to be reentered each time a request for additional 
CPSC rules and/or test methods is submitted.  The information saved includes: 

• Legal Name of the Laboratory  
• Laboratory Name to be Displayed in Public Searches  
• Full Address of the Laboratory to be Displayed in Public Searches 
• Laboratory Website to be Displayed in Public Searches 
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• Laboratory Name to be Displayed in Public Searches  
• Laboratory’s Authorized Representative to be Displayed in Public Searches 
• Type of Laboratory, based on answers to Questionnaire concerning Ownership  
• Ownership Information for Firewalled and Governmental Laboratories 

The last applicant’s name and email address are also saved for use by CPSC to contact the 
laboratory; however, they must be entered with each submission.  The applicant’s information 
is not displayed in public searches.   

To change the Laboratory Website or Authorized Representative, use the “Update 
Representative or Website” option on the Main Menu.  To change other identifying information 
or ownership information, use the “Other Changes” option on the Main Menu.   

3.4 Upload Documents  
 
Certificate and Scope Documents - Most applications require that the certificates and scope 
documents associated with the CPSC rules and/or test methods be attached.   

You must attach the laboratory accreditation certificate and full relevant scope documents for 
the certificate.  All registrants must provide an English language copy of the laboratory 
accreditation certificate and relevant scope documents.  The electronic filenames must have 
only English letters and numbers because the CPSC system is not able to open files with names 
that contain non-English characters.  

When submitting laboratory accreditation applications, please be mindful that the scope must 
match the exact citation for the rule or requirement as listed at 16 CFR § 1112.15(b). Attach the 
full relevant scope document(s) to your application. Do not upload only sections of your scope 
document(s). Include information on where to find the CPSC-required rule and/or testing 
method references in your scope documents (e.g., page numbers) in the comment field. Also 
include in the comment field a description of your request (e.g., “first time applicant” or 
“requesting expanded scope”) and include any other helpful information such as a link to your 
scope on the accrediting body website.  

To upload documents:  

• First make sure that the appropriate document type is selected. 
• Click on the Browse button and select the document to be uploaded from your 

workstation.   
• When the document name appears in the field next to the Browse button, click on the 

Attach button.   
• The file name will be displayed under Attached files 

https://www.ecfr.gov/current/title-16/part-1112#p-1112.15(b)
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If there are additional documents to be uploaded, repeat these instructions. Each file size must 
be less than 10MB. You can upload up to 40 files. Executable and script files are not allowed.  

When you are finished uploading documents, click on the Save and Continue button.    

Firewalled Laboratories must upload copies of the materials the firm has used to train its 
employees on the process and means by which allegations of any attempt by the manufacturer, 
private labeler, or other interested party to hide or exert undue influence over test results can 
be immediately and confidentially reported to the Commission.  The documents must include: 

(1) The third-party conformity assessment body's established policies and procedures that 
explain: 

(A) How the third-party conformity assessment body will protect its test results from 
undue influence by the manufacturer, private labeler, or other interested party. 

(B) That the CPSC will be notified immediately of any attempt by the manufacturer, 
private labeler, or other interested party to hide or exert undue influence over the third-
party conformity assessment body's test results; and 

(C) That allegations of undue influence may be reported confidentially to the CPSC. 

(2) Training documents, including a description of the training program content, showing how 
employees are trained annually on the policies and procedures related to undue influence 

(3) Training records, including a list and corresponding signatures, of the staff members who 
received the training. The records must include training dates, location, and the name and title 
of the individual providing the training. 

(4) An organizational chart(s) of the third-party conformity assessment body that includes the 
names of all third-party conformity assessment body personnel, both temporary and 
permanent, and their reporting relationship within the third-party conformity assessment body. 

(5) An organizational chart(s) of the broader organization that identifies the reporting 
relationships of the third-party conformity assessment body within the broader organization 
(using both position titles and staff names); and 

(6) A list of all third-party conformity assessment body personnel with reporting relationships 
outside of the third-party conformity assessment body. The list must identify the name and title 
of the relevant third-party conformity assessment body employee(s) and the names, titles, and 
employer(s) of all individuals outside of the third-party conformity assessment body to whom 
they report 
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For Firewalled Laboratories, the following will be displayed at the bottom of the Ownership 
screen: 

 

 

3.5 Draft Function  
 
The Draft function is available for returning laboratories (those with a Laboratory ID assigned by 
CPSC).  
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You can save an application in Draft without submission, if you need additional information or 
wish to have it reviewed before submission, by clicking on the Logout button or on the Save As 
Draft button.  If you use the Save as Draft button, the following screen will be displayed: 

 

In either case, the next time you log on to the system, only two options on the main menu will 
be available, the application in draft and the Delete Draft button.  Each Laboratory can only 
have one draft application saved at a time. 
 

3.6 Confirmation of Information  
 
Before submitting an application, you will be given the opportunity to review and correct the 
information that has been entered.  For example: 



CPSC Registration for Third Party Testing Laboratories User’s Guide 

Page 14 

 

Check to ensure that the information is accurate.  If necessary, return to the previous page(s) to 
make corrections. When you are finished, scroll to the bottom section of the page: 
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The authorized laboratory representative must indicate agreement to the statements by 
clicking on the two check boxes and adding his/her name and title to the signature blocks.   

When you are finished, click the Confirm to Send button.  If there are no errors, the following 
message will be displayed. 
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The representative and applicant will receive an email message similar to the following: 

 

 

  

The reference ID is 900559 
 
Your request has been submitted to US CPSC. 
Following are the data you have submitted: 
Legal Name: The Test Lab 
Listed Name: The Test Lab 
Street 1: 100 Main Street 
City: Denton 
State: MD 
Country: United States 
Postal Code: 21629 
Website: www.thetestlab.us 
Registered Body: Third Party Conformity Assessment Body 
Third Party Attestant: Jack Jones 
Representative First Name: Jack 
Representative Last Name: Jones 
Representative Title: Lab Manager 
Representative Email: jack.jones@thetestlab.us 
Applicant First Name: Jack 
Applicant Last Name: Jones 
Applicant Title: Lab Manager 
Applicant Email: jack.jones@thetestlab.us 
Certificate Accreditor: AB (Accrediting Body) 
Certificate Number: AB-1001 
Certificate Effective: 10/17/2009 
Certificate Expiration: 10/16/2011 
Scope: Small Parts Regulation, 16 CFR Part 1501 
Scope: Lead in Children's Metal Products, CPSC-CH-E1001-08 
Comment: refer to pages 2-3 of scope document.  This is our first application 
for CPSC recognition.  Link to accrediting body website:  
www.accreditingbody.us/thetestlab-denton.html 
Attachment: certficate.doc 
Document Type:  Certificate and scope 
 
*****!!! Unless otherwise stated, any views or opinions expressed in this e-
mail (and any attachments) are solely those of the author and do not 
necessarily represent those of the U.S. Consumer Product Safety Commission. 
*****!!!  

http://www.thetestlab.us/
mailto:jack.jones@thetestlab.us
mailto:ementon@cpsc.gov
http://www.accreditingbody.us/thetestlab-denton.html
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4. Initial Application 
After clicking on the First Time User link, the 
registration form will be displayed.  It requests 
information about your laboratory, its 
ownership, accreditation bodies, and the CPSC 
rules and/or test methods for which you are 
applying.  It will ask you to upload copies of the 
certificates of accreditation and scope 
documents, as well as copies of training 
materials if you are a Firewalled Laboratory.   

Capitalize only the first letter of words and names (except for abbreviations) when filling out 
this form.  

NOTE: An asterisk (*) denotes a required field. 
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3.1 General Information about the Laboratory 
 

 

Legal Name of the Laboratory – Enter the legal name of the laboratory as shown on the 
certificate.   

Full Address of the Laboratory – Enter the full address of the laboratory.  This should match the 
information on the certificate.  This information will be displayed on the public search site. 
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Laboratory Name to be displayed in Public Searches – If different than the legal name, enter 
the laboratory name as you wish it listed on the CPSC website.  Otherwise, leave this field 
blank.  It will be auto filled with the legal name. 

Laboratory’s Authorized Representative - Enter the name, title, email, telephone and fax 
numbers for the laboratory’s authorized representative.  You can enter more than one email 
address; separate them with a semi-colon (;).  This information will be displayed on the public 
search site when the laboratory is accepted by CPSC. 

Laboratory Website – Enter the laboratory’s website address, if available.   This information will 
be displayed on the public search site. 

Applicant’s Information – Enter the name, title, and email address of the point of contact for 
registration questions. You can enter more than one email address; separate them with a semi-
colon (;).   This information will not be displayed on the CPSC website. 

When you are finished entering information, click on the Save and Continue button. 

3.2 Laboratory Type Questionnaire  
 
The next section of the application is used to enter information about ownership of the 
laboratory.  Refer to Section 3.2 for a detailed description of each type.  Respond Yes or No to 
each question.  Based on your responses, the appropriate Ownership Information screen will be 
displayed. 
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After responding to the question, the authorized laboratory representative must agree to the 
attestation statement.  Enter the name of the laboratory representative making the attestation.  
Then, click on the Save and Continue Button.     

*Note: It is possible to have a firewalled/government conformity assessment body, if at least 
one question is answered yes in each section. 
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3.3 Ownership Information  
 
If the laboratory is applying as an independent laboratory, the following screen will be 
displayed: 

  

Click on the checkbox to confirm that the laboratory representative is attesting that the 
laboratory is independent and click on the Save and Continue button.  If the laboratory is not 
independent, click on the Previous Screen button to return to the questionnaire. 

If the Laboratory is a Firewalled Laboratory: 

Complete the Firewalled section of the next screen: 
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Name of Owner – Enter the names of owners with a 10% or more interest if they are 
manufacturers or private labelers of children's products subject to the safety requirements for 
which you are applying. 

Percentage Owned – The total percentage owned must between 10 and 100.  Enter a number 
without the percent sign (%).   

Confidentiality Request – You may request that the CPSC consider manufacturer or private 
labeler ownership information as confidential and exempt from public disclosure by checking 
the box. This request of confidentiality does not relieve the applicant from the obligation to 
provide CPSC with the required ownership information. 
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If the laboratory is a Governmental Laboratory: 

 

Enter a separate line for each Governmental Entity; complete the following information for 
each government entity. 

Name of Governmental Entity – Enter the name of the Governmental Entity. 

Percent Owned or Controlled – The total Percent Owned or Controlled must be between 0 and 
100%.  Enter a number without the percent sign (%).     

For Firewalled Laboratories, the following will be displayed at the bottom of the Ownership 
screen: 
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Firewalled Laboratories must submit a copy of the firm's established materials used for training 
its employees on policies to protect against undue influence. These documents typically include 
laboratory operations or quality manuals and/or other training materials.   

To upload documents: 
 

• Click on the Browse button and select the document to be uploaded from your PC. 
• When the document name is displayed in the field next to the Browse button, click on 

the Attach button. 
• The file name will be displayed under Attachments. 
• If there are additional documents to be uploaded, repeat these instructions. 
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You can remove an attachment by clicking the box next to the file name and then clicking on 
the Remove selected attachment(s) button.   
 
When you are finished uploading documents, click on the Save and Continue button.   

3.4 Accreditation and Scope Information 
 
The next section requests information about the applicable certificates.  For each certificate, 
you will enter information about the certificate, select the applicable CPSC rules and/or test 
methods for which you are applying, and upload the associated certification documentation.  
 

 

The Laboratory must be accredited by an ILAC-MRA signatory accreditation body. The 
accreditation must be to ISO Standard ISO/IEC 17025:2017-- General Requirements for the 
Competence of Testing and Calibration Laboratories, and the scope of the accreditation must 
expressly include the CPSC rules and/or test methods for which you are applying.   

You can enter as many certificates as necessary  

Click on the Add Certificate button.  The following screen will be displayed: 
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Name of ILAC-MRA full member – Select the ILAC-MRA signatory accreditation body that 
issued your certificate from the drop-down list. If the name is not listed, confirm that the 
accrediting body is a full ILAC member.  If it is, contact labaccred@cpsc.gov.   

Date of Accreditation to ISO/IEC 17025:2005 – Enter the date the accreditation certificate was 
issued in the format mm/dd/yyyy. 

Certificate Number – Enter the certificate number from the accreditation certificate.  

Expiration Date – Enter the expiration date in the format mm/dd/yyyy if it is available.  

Click on the Select Scopes button.  Before proceeding the system does a series of edit checks to 
ensure that valid information has been entered.  It also checks to see if the laboratory already 
exists in the Laboratory Accreditation System.  If the name, but not the address is identical, you 
will get the following message: 

 

mailto:labaccred@cpsc.gov
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If you are uncertain as to whether this is a duplicate, go to the Public Search at 
http://www.cpsc.gov/cgi-bin/labsearch/.   Check the information to see if it is the same 
laboratory.   

If both the name and address match an existing laboratory, the following message will be 
displayed at the top of the registration form: 

 

If this message is displayed, you will not be able to proceed with the request.   Logout and 
contact the Laboratory Representative shown on the public search (http://www.cpsc.gov/cgi-
bin/labsearch/) to obtain your laboratory ID and password. 

Once the edit checks are complete, the following screen will be displayed: 

http://www.cpsc.gov/cgi-bin/labsearch/
http://www.cpsc.gov/cgi-bin/labsearch/
http://www.cpsc.gov/cgi-bin/labsearch/
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CPSC Rules and/or Test Methods – Check off the applicable CPSC rules and/or test methods 
from the CPSC accreditation scope listing.  This list will be modified as additional rules and/or 
test methods are approved by the Commission for laboratory applications.  Be very careful to 
select the appropriate scope item you also have in your AB approved scope.   Also, please 
ensure that the AB approved scope lists scope items exactly as specified in the CPSC scope 
listings.  The CPSC scope items are listed at 16CFR1112.15 (See 
https://www.ecfr.gov/current/title-16/chapter-II/subchapter-B/part-1112).   
 

IMPORTANT NOTE:  If your AB scope does not exactly match the scope as listed in the CPSC 
regulation, your application will be delayed until an updated AB scope listing is provided. For 
example, if the AB scope listing is “ASTM F963-23 Section 4.3.5”, that does not meet the 
specific scope items listed in 16 CFR 1112.15.  The AB scope must specify the CPSC scope items 
explicitly, which in this example would be Sections 4.3.5.1(2) and 4.3.5.2.  

https://www.ecfr.gov/current/title-16/chapter-II/subchapter-B/part-1112
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When you are finished, click on the Save Scope Selection button at the bottom of the page.  You 
will return to the Laboratory Accreditation Information screen. The scopes you have selected 
will be displayed in the Scopes box.  You can add or delete scopes by click on the Select Scopes 
button and updating the Scopes list. 

Attach Associated Certificates and Scope Documents 

You must attach the laboratory accreditation certificate and full relevant scope documents for 
the certificate.  All registrants must provide an English language copy of the laboratory 
accreditation certificate and relevant scope documents.  

The electronic filenames must have only English letters and numbers because the CPSC system 
is not able to open files with names that contain non-English characters.  
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When submitting laboratory accreditation applications, please be mindful that the scope must 
match the exact citation for the rule or requirement as listed at 16 CFR § 1112.15(b). Attach the 

https://www.ecfr.gov/current/title-16/part-1112#p-1112.15(b)
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full relevant scope document(s) to your application. Do not upload only sections of your scope 
document(s). Include information on where to find the CPSC-required rule and/or testing 
method references in your scope documents (e.g., page numbers) in the comment field. Also 
include in the comment field a description of your request (e.g., “first time applicant” or 
“requesting expanded scope”) and include any other helpful information such as a link to your 
scope on the accrediting body website.  

To upload documents:  

• Click on the Browse button and select the document to be uploaded from your workstation 
• When the document name appears in the field next to the Browse button, select the 

document type (Certification, Scope, or Certification/Scope). 
• Click on the Attach button 
• The file name will be displayed under Attached files 
• If there are additional documents to be uploaded, repeat these instructions.  

Each file size must be less than 10MB. You can upload up to 40 files. Executable and script files 
are not allowed.  

When you are finished uploading documents, click on the Save and Continue Button.  The 
following screen will be displayed: 
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You can add another certificate and its associated scope and documents by clicking on the Add 
Certificate Button.  When all of the certificates have been added, click on the Save and 
Continue button.  The next screen summarizes the information that has been entered.  

 

Check to ensure that the information is accurate.  If necessary, return to the previous page(s) to 
make corrections. When you are finished, scroll to the bottom section of the page. 
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The authorized laboratory representative must indicate agreement to the statements by 
clicking on the two check boxes adding his/her name and title to the signature blocks.   

When you are finished, click the Confirm to Send button.  If there are no errors, the following 
message will be displayed. 
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The representative and applicant will receive an email message similar to the following: 

  

The reference ID is 900559 
 
Your request has been submitted to US CPSC. 
Following are the data you have submitted: 
Legal Name: The Test Lab 
Listed Name: The Test Lab 
Street 1: 100 Main Street 
City: Denton 
State: MD 
Country: United States 
Postal Code: 21629 
Website: www.thetestlab.us 
Registered Body: Third Party Conformity Assessment Body 
Third Party Attestant: Jack Jones 
Representative First Name: Jack 
Representative Last Name: Jones 
Representative Title: Lab Manager 
Representative Email: jack.jones@thetestlab.us 
Applicant First Name: Jack 
Applicant Last Name: Jones 
Applicant Title: Lab Manager 
Applicant Email: jack.jones@thetestlab.us 
Certificate Accreditor: AB (Accrediting Body) 
Certificate Number: AB-1001 
Certificate Effective: 10/17/2009 
Certificate Expiration: 10/16/2011 
Scope: Small Parts Regulation, 16 CFR Part 1501 
Scope: Lead in Children's Metal Products, CPSC-CH-E1001-08 
Comment: refer to pages 2-3 of scope document.  This is our first application for 
CPSC recognition.  Link to accrediting body website:  
www.accreditingbody.us/thetestlab-denton.html 
Attachment: certficate.doc 
Document Type:  Certificate and scope 
 
*****!!! Unless otherwise stated, any views or opinions expressed in this e-mail 
( d  h )  l l  h  f h  h  d d   il  

           

http://www.thetestlab.us/
mailto:jack.jones@thetestlab.us
mailto:ementon@cpsc.gov
http://www.accreditingbody.us/thetestlab-denton.html
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5. Returning Laboratories 
 
After your laboratory has submitted its first application, do not use the First Time User link.   

4.1 Password    
Each laboratory is assigned one of two types of 
user ids.  First time users are assigned a 
Reference ID which is the reference number 
created when the first application is submitted.  
You will use the Reference ID to request a 
password and click on the login button in 
response to a request for additional 
information from CPSC. 
 
Once a request is approved, the laboratory is 
assigned a Laboratory ID and password.  This ID 
is used to access the system for all subsequent 
changes.   

 
To obtain an updated password, enter the Laboratory ID or Reference ID and click on the 
Request Password button.  CPSC will send an email – similar to the one shown below from 
labaccred@cpsc.gov to the registered representative and applicant’s email addresses with a 
new password.  This password is valid for 180 days after it was last issued or used, whichever is 
later, or until replaced by a new password.  You can request a new password at any time, with a 
limit of one request per day. 
 

4.2 Login 
If you already have a username and password, 
login from the Home page.   
 
Laboratory ID/Registration ID – Enter your 
Laboratory ID if it has been assigned by CPSC 
or enter the Reference ID provided when you 
submitted your initial application. 
 
Password Word – Enter your password.   
 
Click on the Login button.   
 
The Main Menu will be displayed.  Various 

options are available based on the status of any pending request or draft and your status as a 
new user or approved laboratory.  After submitting an application, no options are available for 

mailto:labtest@cpsc.gov
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up to 15 minutes, while the application is processed by the system. Approved laboratory 
information will also be prefilled into the first page of each application. 
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6. Request an Addition to Your Scope 
This option is used to request the addition of new CPSC rules and/or test methods to your CPSC 
scope.  Copies of the certificates and scope documents must be attached as part of the process. 

 

The current type of laboratory is displayed. If the type has changed, logout of this screen and 
use the Other Changes Option to request approval of the change in type of assessment body 
along with the expanded scope.   

Applicant’s Information – Enter the name, title, and email address of the point of contact for 
registration questions.  The applicant’s email address will be prefilled with what was used in the 
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last submitted application.  This field can also be edited to add or change the pre-filled address. 
This information will not be displayed on the CPSC website.   

Click on the Save and Continue Button.  The following screen will be displayed: 

You can add a new certificate with its scope or add additional scope to a certificate that has 
already been approved.   

 

Certificate and Scope Information - Enter information on the certificates and CPSC rules and/or 
test methods for which you are applying.   

Name of ILAC-MRA signatory accreditation body – Select the ILAC-MRA full member who 
issued your certificate from the drop-down list. If the name is not listed, confirm that the 
accrediting body is a full member.  If it is, contact labaccred@cpsc.gov.   

Date of Accreditation to ISO/IEC 17025:2005 – Enter the date the accreditation certificate was 
issued.  This field must be entered for both new and existing certificates. 

Certificate Number – Enter the certificate number from the accreditation certificate.  

Expiration Date – Enter the expiration date, if available.   

mailto:labaccred@cpsc.gov
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Click on the Select Scope button.  The following screen will be displayed: 

 

CPSC Rules and/or Test Methods – For each certificate, check off the applicable CSPC rules 
and/or test methods.  CPSC rules and/or test methods included in the scope for which your 
laboratory has been approved are not included on this list, which will be modified as additional 
rules and/or test/methods are approved by the Commission.   

When you are finished, click on the Save Scope Selection button at the bottom of the page.  You 
will return to the Laboratory Accreditation Information screen.  The scopes you have selected 
will be displayed in the Scopes box.  You can add or delete scopes by click on the Select Scopes 
button and updating the Scopes list. 

Attach Associated Certificates and Scope Documents 

You must attach the laboratory accreditation certificate and full relevant scope documents for 
the certificate.  All registrants must provide an English language copy of the laboratory 
accreditation certificate and relevant scope documents.  
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The electronic file names must have only English letters and numbers because the CPSC system 
is not able to open files with names that contain non-English characters.  

 

When submitting laboratory accreditation applications, please be mindful that the scope must 
match the exact citation for the rule or requirement as listed at 16 CFR § 1112.15(b). You must 
attach the laboratory accreditation certificate and the full relevant scope documents for each 
certificate, even if you have submitted them in the past.  Do not upload sections of your scope 
document.  In the Comment field, include information about where to find the CPSC required 
references in your scope document (e.g., page umbers).   Also include in the comment field a 
description of your request (e.g., “first time applicant” or “request to expand scope”) and 
include any other helpful information such as a link to your scope on the accreditation body 
website.  Each file must be less than 10 MB.  You can upload up to 40 files.  Do not upload 
executables or script files. 

To upload documents: 
 

https://www.ecfr.gov/current/title-16/part-1112#p-1112.15(b)
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• Click on the Browse button and select the document to be uploaded from your PC. 
• When the document name is displayed in the field next to the Browse button, select the 

Document Type. 
• Click on the Attach button. 
• The file name will be displayed under Attachments. 
• If there are additional documents to be uploaded, repeat these instructions. 

 
You can remove an attachment by clicking the box next to the file name and then clicking on 
the Remove selected attachment(s) button.   
 
When you are finished uploading documents, click on the Save and Continue button. 

When you are finished entering Certificate and Scope information, click on the Save and 
Continue button.  The following screen will be displayed: 

 

When you are finished entering Certificate and Scope information, click on the Save and 
Continue button.  The following screen will be displayed: 
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After reviewing the information, the authorized laboratory representative must agree to two 
statements.   
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The authorized laboratory representative must indicate agreement to the statements by 
clicking on the two check boxes adding his/her name and title to the signature blocks.   

From this screen you can return to the application form to make changes (Previous Screen 
button), save the request as a draft (Save as Draft button), or send the final version of your 
application to CPSC (Confirm to Send button).   

After clicking on the Confirm to Send button, the following screen will be displayed:   
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Click on the Logout button.   

The representative and applicant will receive an email message confirming receipt of the 
request. 
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7. Submit Additional Information 
 
CPSC staff may send you an email request asking for additional information. To respond to that 
request, go to the Main Menu and click on the Provide Additional Information link.   
 

 
The information that you submitted in your original request will be displayed.  Move through 
the application form and make any needed changes.   When you are finished, click on the Save 
and Continue button.  The following screen will be displayed: 

The next screen summarizes the information that has been entered.  
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Check to ensure that the information is accurate.  If necessary, return to the previous page(s) to 
make changes. 

The authorized laboratory representative must agree to two statements. 
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The authorized laboratory representative must indicate agreement to the statements by 
clicking on the two check boxes adding his/her name and title to the signature blocks.   

When you are finished, click the Confirm to Send button.  If there are no errors, the following 
message will be displayed. 

After clicking on the Confirm to Send button, the following screen will be displayed:   
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The representative and applicant will receive an email message confirming that the information 
has been transmitted. 
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8. Update Certificate Date(s) and Renew CPSC Acceptance  
When a certificate is approaching the expiration date assigned by the accreditation body, you 
will need to submit an updated certificate with the new accreditation and expiration dates.  
Copies of the certificates and scope documents must be attached as part of the process. 

  
 

Full address of the laboratory – These fields will be automatically filled in with approved 
information but are available for edit. 

Laboratory’s authorized representative – These fields will be automatically filled in with 
approved information but are available for edit. 

Applicant’s Information – Enter the name, title, and email address of the point of contact for 
registration questions.  The applicant’s email address will be prefilled with what was used in the 
last submitted application.  This field can also be edited to add or change the pre-filled address. 
This information will not be displayed on the CPSC website.   
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Then click on Save and Continue. 

 

7.1 Laboratory Type Questionnaire  
 
The next section of the application is used to enter information about ownership of the 
laboratory. The information entered on the Laboratory Type Questionnaire screen will then 
lead to a screen specific to that laboratory type (Independent, Firewalled or Government).  

Definitions:  

Independent Laboratory: Independent third-party conformity assessment bodies (laboratories) 
are laboratories that are neither owned, managed, or controlled by a manufacturer or private 
labeler of a children's product to be tested by the laboratory, nor owned or controlled, in whole 
or in part, by a government. 

Firewalled Laboratory: A laboratory must apply for firewalled status if: 

(1) It is owned, managed, or controlled by a manufacturer or private labeler of a children's 
product. 

(2) For purposes of determining whether a laboratory is firewalled, “manufacturer” includes a 
trade association. 

(3) A manufacturer or private labeler is considered to own, manage, or control a laboratory if 
any one of the following characteristics applies: 

(A) A manufacturer or private labeler of the children's product holds a 10 percent or 
greater ownership interest, whether direct or indirect, in the laboratory. Indirect 
ownership interest is calculated by successive multiplication of the ownership 
percentages for each link in the ownership chain. 

(B) The laboratory and a manufacturer or private labeler of the children's product are 
owned by a common “parent” entity; or 

(C) A manufacturer or private labeler of the children's product has the ability to appoint 
any of the laboratory's senior internal governing body (such as, but not limited to, a 
board of directors), the ability to appoint the presiding official (such as, but not limited 
to, the chair or president) of the laboratory's senior internal governing body, the ability 
to hire, dismiss, or set the compensation level for laboratory personnel, regardless of 
whether this ability is ever exercised; 
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     AND 

The laboratory intends to test a children's product that is subject to a CPSC children’s 
product safety rule for the purpose of supporting a Children's Product Certificate and 
the product is made or imported by the owning, managing, or controlling entity of the 
laboratory. 

Governmental Laboratory: Governmental laboratories are owned or controlled, in whole or in 
part, by a government. For purposes of this part, “government” includes any unit of a national, 
territorial, provincial, regional, state, tribal, or local government, and a union or association of 
sovereign states. “Government” also includes domestic, as well as foreign entities. A laboratory 
is “owned or controlled, in whole or in part, by a government” if any one of the following 
characteristics applies:   

 (1) A governmental entity holds a 1 percent or greater ownership interest, whether direct or 
indirect, in the laboratory. Indirect ownership interest is calculated by successive multiplication 
of the ownership percentages for each link in the ownership chain. 

 (2) A governmental entity provides any direct financial investment or funding (other than fee 
for work). 

(3) A governmental entity has the ability to appoint a majority of the laboratory's senior 
internal governing body (such as, but not limited to, a board of directors); the ability to appoint 
the presiding official of the laboratory's senior internal governing body (such as, but not limited 
to, chair or president); and/or the ability to hire, dismiss, or set the compensation level for 
laboratory personnel; 

 (4) Laboratory management or technical personnel include any government employees. 

 (5) The laboratory has a subordinate position to a governmental entity in its external 
organizational structure (not including its relationship as a regulated entity to a government 
regulator); or 

 (6) Apart from its role as regulator, the government can determine, establish, alter, or 
otherwise affect: 

A. The laboratory's testing outcomes. 
B. The laboratory's budget or financial decisions. 
C. Whether the laboratory may accept particular offers of work; or 
D. The laboratory's organizational structure or continued existence. 
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After responding to the question, the authorized laboratory representative must agree to the 
attestation statement.  Enter the name of the laboratory representative making the attestation.  
Then, click on the Save and Continue Button.    
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7.2 Ownership Information  
 
If the laboratory is applying as a third-party laboratory, the following screen will be displayed: 

  

Click on the checkbox to confirm that the laboratory representative is attesting that the 
laboratory is independent and click on the Save and Continue button.  If the laboratory is not 
independent, click on the Previous Screen button to return to the questionnaire. 

 

If the Laboratory is a Firewalled Laboratory: 

Complete the Firewalled section of the next screen: 
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Name of Owner – Enter the names of owners with a 10% or more interest if they are 
manufacturers or private labelers of children's products subject to the safety requirements for 
which you are applying. 

Percentage Owned – The total percentage owned must between 10 and 100.  Enter a number 
without the percent sign (%).   

Confidentiality Request – You may request that the CPSC consider manufacturer or private 
labeler ownership information as confidential and exempt from public disclosure by checking 
the box. This request of confidentiality does not relieve the applicant from the obligation to 
provide CPSC with the required ownership information. 
 

If the laboratory is a Governmental Laboratory: 
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Enter a separate line for each Governmental Entity; complete the following information for 
each government entity 

Name of Governmental Entity – Enter the name of the Governmental Entity. 

Percent Owned or Controlled – The total Percent Owned or Controlled must be between 0 and 
100%.  Enter a number without the percent sign (%).     

For Firewalled Laboratories, the following will be displayed at the bottom of the Ownership 
screen: 
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Firewalled Laboratories must submit a copy of the firm's established materials used for training 
its employees on policies to protect against undue influence. These documents typically include 
laboratory operations or quality manuals and/or other training materials.  The documents must 
include: 

(1) The third-party conformity assessment body's established policies and procedures that 
explain: 

(A) How the third-party conformity assessment body will protect its test results from 
undue influence by the manufacturer, private labeler, or other interested party. 
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(B) That the CPSC will be notified immediately of any attempt by the manufacturer, 
private labeler, or other interested party to hide or exert undue influence over the third-
party conformity assessment body's test results; and 

(C) That allegations of undue influence may be reported confidentially to the CPSC. 

(ii) Training documents, including a description of the training program content, showing how 
employees are trained annually on the policies and procedures related to undue influence 

(iii) Training records, including a list and corresponding signatures, of the staff members who 
received the training. The records must include training dates, location, and the name and title 
of the individual providing the training. 

(iv) An organizational chart(s) of the third-party conformity assessment body that includes the 
names of all third-party conformity assessment body personnel, both temporary and 
permanent, and their reporting relationship within the third-party conformity assessment body. 

(v) An organizational chart(s) of the broader organization that identifies the reporting 
relationships of the third-party conformity assessment body within the broader organization 
(using both position titles and staff names); and 

(vi) A list of all third-party conformity assessment body personnel with reporting relationships 
outside of the third-party conformity assessment body. The list must identify the name and title 
of the relevant third-party conformity assessment body employee(s) and the names, titles, and 
employer(s) of all individuals outside of the third-party conformity assessment body to whom 
they report. 

The electronic filenames must have only English letters and numbers because the CPSC system 
is not able to open files with names that contain non-English characters. 

To upload documents: 
 

• Click on the Browse button and select the document to be uploaded from your PC. 
• When the document name is displayed in the field next to the Browse button, click on 

the Attach button. 
• The file name will be displayed under Attachments. 
• If there are additional documents to be uploaded, repeat these instructions. 

 
You can remove an attachment by clicking the box next to the file name and then clicking on 
the Remove selected attachment(s) button.   
 
When you are finished uploading documents, click on the Save and Continue button.   
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7.3 Accreditation and Scope Information 
 
The following screen will be displayed: 

 

Click on the Action button for the appropriate certificate and select Edit.  The following screen 
will be displayed: 
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Name of ILAC-MRA member providing accreditation – The field is prefilled and cannot be 
changed. 

Date of Accreditation to ISO/IEC 17025:2005 – Enter the date the accreditation certificate was 
issued. 

Certificate Number – Verify that the correct certificate number is displayed.   

Expiration Date – Enter the expiration date, if available.   

The scopes associated with the certificate are listed.  If necessary, you can check the box next 
to the scope for any that should be removed.  Enter a brief note describing why it is being 
removed.  Continue to the Certificate and Scope Documents portion of the screen: 
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You must attach the laboratory accreditation certificate and full relevant scope documents for 
each certificate, even if you have submitted them in the past.  Do not upload sections of your 
scope document.  In the Comment field, include information about where to find the CPSC 
required references in your scope document (e.g., page numbers). Also include in the comment 
field a description of your request (e.g., “first time applicant” or “request to expand scope”) and 
include any other helpful information such as a link to your scope on the accreditation body 
website.  Each file must be less than 10 MB.  You can upload up to 40 files.  Do not upload 
executable or script files. 

To upload documents: 
 

• Click on the Browse button and select the document to be uploaded from your PC. 
• When the document name is displayed in the field next to the Browse button, select the 

Document Type. 
• Click on the Attach button. 
• The file name will be displayed under Attachments. 
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• If there are additional documents to be uploaded, repeat these instructions. 
 
You can remove an attachment by clicking the box next to the file name and then clicking on 
the Remove selected attachment(s) button.   
 
When you are finished uploading documents, click on the Save and Continue button.   You will 
return tol the prior screen. 
 

 
 
When all certificates have been updated, click on the Save and Continue button.  The next 
screen summarizes the information that has been entered.  
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Check to ensure that the information is accurate.  If necessary, return to the previous page(s) to 
make changes. 

The authorized laboratory representative must agree to two statements. 

  

The authorized laboratory representative must indicate agreement to the statements by 
clicking on the two check boxes adding his/her name and title to the signature blocks.   

When you are finished, click the Confirm to Send button.  If there are no errors, the following 
message will be displayed. 

After clicking on the Confirm to Send button, the following screen will be displayed:   
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The representative and applicant will receive an email message confirming that the information 
has been transmitted. 
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9. Audit  
 
Laboratories are REQUIRED to submit an Audit Application no less than every two years. The 
CPSC will use this application to check that the laboratory is in conformance with the CPSC rule 
at 16 CFR Part 1112 and is accredited by an ILAC-MRA signatory accreditation body for the 
scope of CPSC rules and/or test methods for which it has been CPSC-accepted.  This application 
does not schedule your laboratory for an on-site assessment by the CPSC. 
 
Information from your latest application is used to pre-fill this form (except for certificates and 
CPSC rules and/or test methods). 

  

 
 
Full address of the laboratory – These fields will be automatically filled in with approved 
information but are available for edit. 

Laboratory’s Authorized Representative – If necessary, enter the name, title, mail, e-mail, 
telephone and fax numbers for the laboratory’s authorized representative.  This information 
will be displayed on the public search site when the laboratory is approved by CPSC. 

Applicant’s Information – Enter the name, title, and email address of the point of contact for 
registration questions.  This information will not be displayed on the CPSC website.  

8.1 Ownership Criteria  
 
The next section of the application is used to enter information about ownership of the 
laboratory.  Refer to Section 3.2 for a detailed description of each type.  Respond Yes or No to 
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each question.  Based on your responses, the appropriate Ownership Information screen will be 
displayed. 
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After responding to the question, the authorized laboratory representative must agree to the 
attestation statement.  Enter the name and title of the laboratory representative making the 
attestation.   

8.2 Ownership Information  
 
If the laboratory is applying as an independent laboratory, the following screen will be 
displayed: 

  

 If the Laboratory is a Firewalled or Laboratory: 

Complete the Firewalled section of the next screen: 
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Name of Owner – Enter the names of owners with a 10% or more interest if they are 
manufacturers or private labelers of children's products subject to the safety requirements for 
which you are applying. 

Percentage Owned – The total percentage owned must between 1 and 100.  Enter a number 
without the percent sign (%).   

Confidentiality Request – You may request that the CPSC consider manufacturer or private 
labeler ownership information as confidential and exempt from public disclosure by checking 
the box. This request of confidentiality does not relieve the applicant from the obligation to 
provide CPSC with the required ownership information. 
 

If the laboratory is a Governmental or Laboratory: 
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Enter a separate line for each Governmental Entity; complete the following information for 
each government entity 

Name of Governmental Entity – Enter the name of the Governmental Entity. 

Percent Owned or Controlled – The total Percent Owned or Controlled must be between 0 and 
100%.  Enter a number without the percent sign (%).     

For Firewalled Laboratories, the following will be displayed at the bottom of the Ownership 
screen: 



CPSC Registration for Third Party Testing Laboratories User’s Guide 

Page 71 

 

Firewalled Laboratories must submit a copy of the firm's established materials used for training 
its employees on policies to protect against undue influence. These documents typically include 
laboratory operations or quality manuals and/or other training materials.  See Section 3.4 for 
additional information on the documents that must be included. 

To upload documents: 
 

• Click on the Browse button and select the document to be uploaded from your PC. 
• When the document name is displayed in the field next to the Browse button, click on 

the Attach button. 
• The file name will be displayed under Attachments. 
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• If there are additional documents to be uploaded, repeat these instructions. 
 
You can remove an attachment by clicking the box next to the file name and then clicking on 
the Remove selected attachment(s) button.   
 

 
 
When you are finished uploading documents, click on the Save and Continue button.   

8.3 Accreditation and Scope Information 
 
The next section requests information about the applicable certificates.  For each certificate, 
you will enter information about the certificate, select the applicable CPSC rules and/or test 
methods for which you are applying, and upload the associated certification documentation.  
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Click on the Action dropdown for each certificate and edit. The following screen will be 
displayed: 

 

Date of Accreditation to ISO/IEC 17025:2005 – Enter the date the accreditation certificate was 
issued in the format mm/dd/yyyy. 

Expiration Date – Enter the expiration date in the format mm/dd/yyyy.  
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Verify the Scope List for this Certificate- Click on the Remove button to select any scope to be 
removed.  The following pop-up screen will be displayed: 

 
 
 
You must enter a reason for removal and save the record.  Do so for each scope to be removed. 
Each record will be flagged with a red X. 
 

 
 
Use the Retain button to cancel a removal request. 
 
When you click on Save Certificate, the previous screen will be displayed with updated 
information showing the number of active and removed scopes. 
 

 
 
Click on the Save and Continue button.  The system will display a verification screen.  

Attach Associated Certificates and Scope Documents 
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Attach the certificates and scope documents associated with the CPSC rules and/or test 
methods to be attached.   

 

You must attach the laboratory accreditation certificate and full relevant scope documents for 
the certificate.  All registrants must provide an English language copy of the laboratory 
accreditation certificate and relevant scope documents.  

The electronic filenames must have only English letters and numbers because the CPSC system 
is not able to open files with names that contain non-English characters.  

 Please attach the full relevant scope document(s) to your application. Do not upload only 
sections of your scope document(s). Include information on where to find the CPSC-required 
rule and/or testing method references in your scope documents (e.g., page numbers) in the 
comment field. Also include in the comment field a description of your request (e.g., “first time 
applicant” or “requesting expanded scope”) and include any other helpful information such as a 
link to your scope on the accrediting body website.  
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To upload documents:  

• Select the document type (Certification, Scope, or Certification/Scope). 
• Click on the Browse button and select the document to be uploaded from your workstation 
• When the document name appears in the field next to the Browse button, select the 

appropriate document type. 
• Click on the Attach button 
• The file name will be displayed under Attached files 
• If there are additional documents to be uploaded, repeat these instructions.  

Each file size must be less than 10MB. You can upload up to 40 files. Executable and script files 
are not allowed.  

When you are finished uploading documents, click on the Save and Continue Button.  The 
following screen will be displayed: 

 

Repeat this process for each certificate by selecting Edit as the Action.  When all the certificates 
have been updated, click on the Save and Continue button.  The next screen summarizes the 
information that has been entered.  
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Check to ensure that the information is accurate.  If necessary, select the Previous Screen 
button to return to correct any items.  

 

The authorized laboratory representative must indicate agreement to the statements by 
clicking on the two check boxes and adding his/her name and title to the signature blocks.   

When you are finished, click the Confirm to Send button.  If there are no errors, the following 
message will be displayed:   
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The authorized laboratory representative and applicant will receive a confirmation email. 
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10. Remove Certificates or Scopes 
 
 
If a laboratory wishes to voluntarily remove CPSC rules and/or test methods from your scope on 
the CPSC website or remove one of your certificates from the CPSC website, select the 
Voluntarily Discontinue Certificates or Scopes option from the main menu.  The following 
screen will be displayed:   

 

 
 

Enter the Application Information at the bottom of the screen and press the Save and Continue 
button.  The following screen will be displayed: 
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Select "Edit" from the Action drop-down of a certificate to choose CPSC rules and/or test 
methods to discontinue.  To discontinue an entire certificate, select all of the CSPC rules and/or 
test methods associated with that certificate. 
 

 

 
 
Click on the Remove button to select each scope to be removed.  The following pop-up screen 
will be displayed: 
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You must enter a reason for removal and save the record.  Do so for each scope to be removed. 
Each record will be flagged with a red X. 
 

 
 
Use the Retain button to cancel a removal request. 
 
When you click on Save Certificate, the previous screen will be displayed with updated 
information showing the number of active and removed scopes. 
 

 
 
Click on the Save and Continue button.  The system will display a verification screen.  
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Check to ensure that the information is accurate.  If necessary, return to the previous page(s) to 
make changes. 

When you are finished, click the Confirm to Send button.  The following screen will be 
displayed:   
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11. Remove the Laboratory from CPSC Accreditation 
 
If a laboratory wishes to discontinue its participation in the Accreditation Program, select the 
Remove the Laboratory from CPSC Accreditation option from the main menu.  The following 
screen will be displayed: 
   

 

Complete Section 6 and click on the Save and Continue Button.  The following screen will be 
displayed: 
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From this screen you can return to the application form to make changes (Return to Change 
button) or send the final version of your application to CPSC (Confirm to Send button).   

After clicking on the Confirm to Send button, the following screen will be displayed:   

 

Click on the Logout button.  The representative and applicant will receive an email message 
confirming receipt of the request. 
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12. Update Representative/Website Information 
 
If the representative, applicant, or website information changes; use the Update 
Representative/Website Information to report the change.   

 

 
 
Laboratory’s Authorized Representative – You can update the name, title, email telephone, 
and fax numbers for the laboratory’s authorized representative.  You can enter multiple email 
addresses with a semi-colon (;) between each of them.  This information will be displayed on 
the public search site when the laboratory is approved by CPSC. 

Laboratory Website – You can add, update, or delete the website.  This information will be 
displayed on the public search site when the laboratory is approved by CPSC. 

Applicant’s Information – Enter the name, title, and email address of the point of contact for 
registration questions.  You can enter multiple email addresses with a semi-colon (;) between 
each of them.  This information will not be displayed on the CPSC website. 

When you are finished, click on the Save and Continue button, the following screen will be 
displayed: 
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From this screen you can return to the application form to make changes (Previous Screen 
button), save as a draft, or send the final version of your application to CPSC (Confirm to Send 
button).   

After clicking on the Confirm to Send button, the following screen will be displayed:   

 

Click on the Logout button.  The representative and applicant will receive an email message 
confirming receipt of the request. 
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13. Other Change Request  
 
Use this option ONLY for requested changes that are not covered by the other options on the 
Main Menu. This may include: 
 
1. Change the accreditation body and/or certificate number for one or more CPSC rules and/or 
test methods.  
2. Change the laboratory’s ownership information and laboratory classification 
3. Change the name of the laboratory.    
4. Change the address of the laboratory.    
 
In each case, you will be asked to submit a copy of the Certificate of Accreditation and Scope 
Document. 
  
To request that this information be corrected for simple typographical errors or clarifications, 
email labaccred@cpsc.gov. 
 
Information from your latest application is used to pre-fill this form (except for certificates and 
CPSC rules and/or test methods). 
 

 

 
 
Legal Name of the Laboratory – Enter the legal name of the laboratory as shown on the 
certificate.   

mailto:labaccred@cpsc.gov


CPSC Registration for Third Party Testing Laboratories User’s Guide 

Page 89 

Full Address of the Laboratory – Enter the full address of the laboratory.  This should match the 
information on the certificate.  This information will be displayed on the public search site. 

Laboratory Website – Enter the website’s address, if available, e.g., 
http://www.labaoratory.com.   This information will be displayed on the public search site. 

Laboratory name to be Displayed in Public Searches – If different then the legal name, enter 
the laboratory name as you wish it listed on the CPSC website.  Otherwise, leave this field 
blank.  It will be auto filled with the legal name. 

Laboratory’s Authorized Representative -– Enter the name, title, mail telephone and fax 
numbers for the laboratory’s authorized representative.  This information will be displayed on 
the public search site when the laboratory is approved by CPSC. 

Applicant’s Information – Enter the name, title, and email address of the point of contact for 
registration questions.  This information will not be displayed on the CPSC website.   

12.1 Ownership Information 
 
The next section of the application is used to enter information about ownership of the 
laboratory.  Refer to Section 3.2 for a detailed description of each type.  Respond Yes or No to 
each question.  Based on your responses, the appropriate Ownership Information screen will be 
displayed. 
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Note: If the laboratory has not previously completed the questionnaire, the responses will be 
blank. 
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After responding to the question, the authorized laboratory representative must agree to the 
attestation statement.  Click on the check box and enter the name and title of the laboratory 
representative making the attestation.  After responding to these questions, the system will 
calculate the laboratory type.  

12.2 Ownership Information  
 
If the laboratory is applying as a third-party laboratory, the following screen will be displayed: 

  

 If the Laboratory is a Firewalled Laboratory: 

Complete the Firewalled section of the next screen: 
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Name of Owner – Enter the names of owners with a 10% or more interest if they are 
manufacturers or private labelers of children's products subject to the safety requirements for 
which you are applying. 

Percentage Owned – The total percentage owned must between 1 and 100.  Enter a number 
without the percent sign (%).   

Confidentiality Request – You may request that the CPSC consider manufacturer or private 
labeler ownership information as confidential and exempt from public disclosure by checking 
the box. This request of confidentiality does not relieve the applicant from the obligation to 
provide CPSC with the required ownership information. 
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If the laboratory is a Governmental Laboratory: 

 

Enter a separate line for each Governmental Entity; complete the following information for 
each government entity 

Name of Governmental Entity – Enter the name of the Governmental Entity. 

Percent Owned or Controlled – The total Percent Owned or Controlled must be between 0 and 
100%.  Enter a number without the percent sign (%).     

Firewalled Laboratories must upload copies of the materials the firm has used to train its 
employees on the process and means by which allegations of any attempt by the manufacturer, 
private labeler, or other interested party to hide or exert undue influence over test results can 
be immediately and confidentially reported to the Commission.  For Firewalled Laboratories, 
the following will be displayed at the bottom of the Ownership screen: 
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To upload documents: 
 

• Click on the Browse button and select the document to be uploaded from your PC. 
• When the document name is displayed in the field next to the Browse button, click on 

the Attach button. 
• The file name will be displayed under Attachments. 
• If there are additional documents to be uploaded, repeat these instructions. 

 
You can remove an attachment by clicking the box next to the file name and then clicking on 
the Remove selected attachment(s) button.   
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When you are finished uploading documents, click on the Save and Continue button.  

12.3 Accreditation and Scope Information 
 
The next section requests information about the applicable certificates.  
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You can add a new certificate with its scope or add additional scope to a certificate that has 
already been approved.    

 

Certificate and Scope Information – Enter information on the certificates and CPSC rules 
and/or test methods for which you are applying.   

Name of ILAC-MRA signatory accreditation body – Select the ILAC-MRA full member who 
issued your certificate from the drop-down list. If the name is not listed, confirm that the 
accrediting body is a full member.  If it is, contact labaccred@cpsc.gov.   

Date of Accreditation to ISO/IEC 17025:2005 – Enter the date the accreditation certificate was 
issued.  This field must be entered for both new and existing certificates. 

Certificate Number – Enter the certificate number from the accreditation certificate.  

Expiration Date – Enter the expiration date, if available.   

Click on the Select Scope button.  The following screen will be displayed: 

mailto:labaccred@cpsc.gov
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CPSC Rules and/or Test Methods – For each certificate, check off the applicable CSPC rules 
and/or test methods.  CPSC rules and/or test methods included in the scope for which your 
laboratory has been approved are not included on this list, which will be modified as additional 
rules and/or test/methods are approved by the Commission.   

When you are finished, click on the Save Scope Selection button at the bottom of the page.  You 
will return to the Laboratory Accreditation Information screen.   The scopes you have selected 
will be displayed in the Scopes box.  You can add or delete scopes by clicking on the Select 
Scopes button and updating the Scopes list. 

Attach Associated Certificates and Scope Documents 

You must attach the laboratory accreditation certificate and full relevant scope documents for 
the certificate.  All registrants must provide an English language copy of the laboratory 
accreditation certificate and relevant scope documents.  

The electronic filenames must have only English letters and numbers because the CPSC system 
is not able to open files with names that contain non-English characters.  
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You must attach the laboratory accreditation certificate and the full relevant scope documents 
for each certificate, even if you have submitted them in the past.  Do not upload sections of 
your scope document.  In the Comment field, include information about where to find the CPSC 
required references in your scope document (e.g., page numbers).   Also include in the 
comment field a description of your request (e.g., “first time applicant” or “request to expand 
scope”) and include any other helpful information such as a link to your scope on the 
accreditation body website.  Each file must be less than 10 MB.  You can upload up to 40 files.  
Do not upload executables or script files. 

To upload documents: 
 

• Click on the Browse button and select the document to be uploaded from your PC. 
• When the document name is displayed in the field next to the Browse button, select the 

Document Type 
• Click on the Attach button. 
• The file name will be displayed under Attachments. 
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• If there are additional documents to be uploaded, repeat these instructions. 
 
You can remove an attachment by clicking the box next to the file name and then clicking on 
the Remove selected attachment(s) button.   
 
When you are finished uploading documents, click on the Save and Continue button. 

 

When you are finished entering Certificate and Scope information, click on the Save and 
Continue button.  The following screen will be displayed: 
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Check to ensure that the information is accurate.  If necessary, return to the previous page(s) to 
make corrections.  When you are finished, scroll to the bottom section of the page. 

 

The authorized laboratory representative must indicate agreement to the statements by 
clicking on the two check boxes adding his/her name and title to the signature blocks.   

From this screen you can return to the application form to make changes (Return to Change 
button) save the request as a draft (Save as Draft button) or send the final version of your 
application to CPSC (Confirm to Send button).  After clicking on the Confirm to Send button, the 
following screen will be displayed:   
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Click on the Logout button.   

The authorized laboratory representative and applicant will receive an email message 
confirming receipt of the request. 
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14. Delete Draft Application 
 
If you have saved an application in draft, you have the option to delete it.  Go to the Main menu 
and click on the Delete Draft Application.   
 

 

The system will delete the draft application and redisplay the Main Menu.  You can select a 
different option or log out. 

15. Public Search 
 
Once a laboratory has passed the application processes, it will be added to a list of Active 
accepted labs on CPSC’s website along with a list of approved scopes and additional 
information about the Laboratory. This list can be found at http://www.cpsc.gov/cgi-
bin/labsearch/ , where it can be viewed and searched.  This tool is helpful for businesses to find 
a laboratory to test their children’s products. 

 
Select a Laboratory form the list and click Submit to view detailed laboratory information.  A 
search can be conducted using the following criteria: 
 
Keyword/Letters – Only laboratories containing these letters are listed.  Leave blank to not 
limit by letters  
 
Region – only laboratories in selected region are listed; select blank at top to not limit by region 
 
Scope – only laboratories accredited for the selected rule(s) are listed; select blank at the top to 
not limit by rule.  Use the Ctrl key to make more than one selection. 
After entering/selecting search criteria, click Narrow List and make your selection.   
 
A video tutorial on how to use this tool can be found at 
http://www.cpsc.gov/en/Newsroom/Multimedia/?vid=69581.  
 
After selecting a laboratory from the list and clicking on the Submit button, the Detailed 
Laboratory Information for the selected laboratory will be displayed, similar to the following: 

http://www.cpsc.gov/cgi-bin/labsearch/
http://www.cpsc.gov/cgi-bin/labsearch/
http://www.cpsc.gov/en/Newsroom/Multimedia/?vid=69581
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