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4.1
GENERAL:  This article is written for the Design Professional Consultant.  The sentence structure and contents are understood as “directed” to the consultant.

4.1.1
Purpose:  The purpose of these requirements is to achieve clear, complete, correct, concise and coordinated specifications for ease of checking, for clarity of presentation and for avoidance of errors.  For the purposes of this Article 4, the term “Specification(s)” used by the Department shall include all pertinent elements of “Construction Specifications Institute (CSI) Project Manual.”  The major elements are the Project Title Page, Table of Contents, Solicitation Documents, Contract Requirements (Division 0 and Division 1), and Technical Specifications.

4.1.2
Quality of Work:  All work shall be in accordance with the best architectural or engineering practices.  Specification sections shall be consistent and follow the industry standards and the standards established herein.  Specification shall be prepared by experienced professional certified specification writers or licensed architects or licensed engineers.  The Department will not accept poorly written or poorly coordinated specifications.  The Contracting Officer may require the consultant hire an independent CSI Certified Construction Specifier or other experienced licensed professional to review, correct and rewrite specifications that do not meet acceptable standards.  Consultant shall bear all remedial costs.

4.1.3.
Specification Standards:  Follow the PageFormat, SectionFormat, and MasterFormat (for section names and numbers), as published by the Construction Specifications Institute (CSI), latest edition, except as modified herein.

4.1.4
Paper Type and Weight:  Print complete specifications on plain white heavy weight bond paper, minimum 20 lb weight.  Use the same weight paper throughout the specifications.

4.1.5
COORDINATION AND DATES:  For all submittals, make sure the drawing sheets and specifications have the same date.

4.2
FORMAT

4.2.1
Cover Format:  Refer to TG 00001, Project Title Page Technical Guide.  Do not use a footer on the Project Title page.

4.2.2
Page Format:  Refer to attached CC Article 4 Specification Format Appendix.

4.2.3
Section Format:  As noted in paragraph 4.1.4, follow CSI’s SectionFormat.  Use care to:

4.2.3.1

Include Items for Summary and Submittals in Part 1

4.2.3.2

Do not include submittal requirements in Part 2 or Part 3

4.2.3.3

Include Field Testing in Part 3, not Part 1

4.2.3.4

Include Materials listing in Part 2, not Part 3

4.2.3.5

Include in the Submittals item the quantities required for all submittals only if the quantities are different from the quantity “8” for all submittals except samples.  Sample quantities are defined by the quantity the State and Designer need, plus the quantity the Contractor needs.

4.3
METHOD OF SPECIFYING

4.3.1
General:  The four methods of specifying defined by CSI in the Manual of Practice may all be employed in writing the project specifications, subject to the limitations included herein.  An individual section may employ more than one method of specifying, and the specifications as a whole may employ more than one method of specifying.  The goal is to solicit bidding by means of performance requirements on the widest competitive basis, while maintaining the required quality.

4.3.1.1

Performance:  Consultant shall use performance specifications when practical.  Write generically and allow the bidders, suppliers and contractors a chance to open the competition and furnish products or systems without the need to “pre-qualify” products. 

4.3.1.2

Manufacturers or Product Specifications (Open Proprietary):  If using product specifications and listing manufacturers, a minimum of three products must be specified.  Do not limit the selections to only the three products.  Include a provision for “or equal”, as substitutions must be allowed.
4.3.1.3

The Department has determined that to meet open competition, any specification must be written to allow at least three manufacturers or products to be furnished and used in the Project.  Any thing less than the 3 sources is a restrictive specification, and will require approval to use.

4.3.2
Descriptive:  Necessary critical features must be described, and must be available in an existing product.  Avoid specifying unnecessary, minutely detailed features.  Include submittal and other procedures necessary to ensure that acceptable products will be provided.

4.3.3
Performance:  Performance requirements stipulated must be able to be met by using available technology.  Avoid limitations on the methods for achieving the desired results.

4.3.4
Reference Standard:  Reference accepted industry standards such as ASTM, ANSI, CS, and PS.  Consultants must have a copy of the standards that they reference, in order to expeditiously resolve any questions regarding requirements.  Do not reference Federal Specifications (FS).  Review and select all choices available in a standard.  Only list the date when a version other than the most current at time of bid is applicable.

4.3.5
Proprietary:

4.3.5.1

Closed Proprietary (Restrictive Specifications):  Using closed proprietary specifications is not recommended, however, if required by projects conditions, the consultant shall confirm the procedures with the Project Coordinator.  When only one proprietary item  (manufacturer, brand, model) are proposed to be specified, the name of the item and the justification therefore must be submitted for sole source approval (permission to write a restrictive specification), from the State Procurement Office.  The consultant shall obtain SPO’s approval prior to inclusion in the specifications.  Inclusion without this approval is a violation of Hawaii Revised Statutes.

4.3.5.2

Open Proprietary:  When employing this method of specifying, manufacturer, model, and model number must be specified for at least 3 acceptable products.  Include in the specification the important physical and performance features, and fabrication methods common to the specified products that will be used to evaluate the proposed products.

4.4
SPECIFICATION CONTENT

4.4.1
Sentence Structure:  The use of the Imperative Mood is preferred, as it is concise and brief.

4.4.2
Repetition:  Specify work and materials only once and in the proper Section.

4.4.3
Cross Referencing:  Cross reference related work in other Sections.

4.4.4
Technical Guides and Specifications:  

4.4.4.1

Availability:  Electronic copies of the latest versions of Guide Specification Sections are available.  The consultant shall contact the Project Coordinator.

4.4.4.2

Purpose and Use:  These documents were developed to standardize the specifications, and to preclude the recurrence of previous problems.  They are for the consultant’s use in preparing the project specifications.  However, it is the consultant’s responsibility to appropriately edit these Guide Specifications and use the information to develop the project specific requirements and specification.  The version date shall remain in the document footer to confirm the consultant is utilizing the most current version.

4.4.4.3

Consultant’s Responsibility:  Do not blindly use the Guide Specifications, but rather make sure the information is appropriate, accurate and correct for the project.  Do not use previous versions; do not copy specifications from previous projects.  Because the Consultant is responsible for the information presented in the final construction documents, deviations from the Technical Guides and Guide Specifications are expected.  Consultant shall identify and justify the deviations at the submittal review session.

4.4.5
Section Titles and Numbers:  Follow the CSI MasterFormat latest edition listing (1995 is the current edition as of this Article 4 version).  Section Titles and Numbers that are not addressed in MasterFormat shall fit into the system, using a Level Four number.

4.4.6
Hawaii Products and Recycled Products:  Include reference to “Hawaii Products” and “Recycled Products” where these locally available products meet the requirements of the specifications.  These product lists are maintained by the State Procurement Office, and are available for downloading on the SPO Website, www. hawaii.gov/spo/SPO/code/index_html.

4.4.7
END OF SECTION:  At the end of every section, insert the words “END OF SECTION” centered on page.  Never allow this to occur on a page by itself.  Adjust text to bring back to preceding page, or insert spaces on previous page to allow text to occur at top of last page before the end of section.

4.4.8
Outline Specifications:  For schematic submittals, outline specifications are acceptable.  Include title sheet and intended table of contents for all divisions and sections.  

END OF SECTION
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SPECIFICATION FORMAT Appendix 1

[Use Division Name and Title only on the first Section of each Division]
DIVISION 00 - DIVISION NAME [bold, 12 point]
SECTION 00000 - SECTION NAME [bold, 12 point]
PART 1 - GENERAL [bold, 11 point]
1.01
SUMMARY [bold] [11-point]

A.
Do not use the old paragraph ‘General Conditions As Specified in Section 00700’, to begin the section.  Use the “SUMMARY” paragraph. 

1.02
USE ALL CAPITALS FOR ITEM HEADING


A.
Use letters for paragraph identifiers.  First paragraph shall not have a space between the paragraph and item heading above. 


B.
Provide space before and after second paragraph.


C.
This third paragraph shows spacing when using subparagraphs. 



1.
Use numbers for subparagraph identifiers.  First subparagraph shall not have a space between it and the paragraph above.



2.
Provide space between subparagraphs and any following text such as an article, paragraph or subparagraph.



3.
Provide space between subparagraphs and any following text such as an article, paragraph or subparagraph unless starting a sub-subparagraph. 




a.
Use small case letters for sub-subparagraphs identifiers.  First sub-subparagraph on list shall not have a space between it and the subparagraph above.




b.
Do not provide a space between sub-subparagraphs unless following text is an article, paragraph or subparagraph.   

1.03
ITEM HEADINGS [bold, 11 pt]

A.
Paragraph


B.
Paragraph



1.
Subparagraph



2.
Subparagraph




a.
Sub-subparagraph




b.
Sub-subparagraph





1)
Clause if needed



3.
Subparagraph


C.
Paragraph



1.
Subparagraph



2.
Subparagraph

1.04
ITEM HEADINGS
If only providing a single paragraph, the paragraph identifier “A” may be eliminated.  However, it is our preference to maintain the paragraph identifier. 

PART 2 - PRODUCTS [3 spaces from text above]
2.01
MATERIALS

A.
Old Asbestos Paragraph - Do not use the old “Asbestos Prohibition” paragraph in any of the Sections.  Asbestos prohibition is covered in the General Conditions for construction.

2.02
PAPER and PRINTING


A.
Originals on plain white bond paper, minimum 20 pound weight, 8.5-inch x 11-inch letter size.  Print on one side.



1.
Final Specifications will be published on 2 sides.


B.
Start Sections on a new page.  It is not necessary to manipulate the Sections so that they are located only on the ‘right’ side of a book layout page.  The printing company will insert blank pages so that the sections always start on the right side.  

2.03
PAGE MARGINS


A.
Top: 3/4-inch 


B.
Sides: 1-1/4 inch right and left


C.
Bottom: 1/2-inch 

2.04
TAB SPACING


A.
The preferred format is 1/4-inch tab spacing as in this appendix format, but 3/8-inch spacing is also acceptable.  Spacing in excess of 3/8-inch tends to ‘spread’ the text making it difficult to read.

2.05
FONT


A.
Use only one font throughout the entire specification. 


1.
Acceptable Fonts:




a.
News705BT




b.
Arial




c.
Times New Roman 


B.
Use Capitol and bold fonts for Division, Sections and Part names and numbers.

2.06
FOOTER


A.
Provide a two-line footer. 



1.
Left Side: 
Reference Source [TG 06300 v04.08] above the







DAGS Job Number [DAGS Job No: 00-00-0000]


2.
Right Side: 
Section Name [Use Initial Capital Letters] above the







Section number - page number. [00000 - 1]

B.
Provide 2 or 3 spaces between the last line of the body of the specification text and footer.  

2.07
UNDERLINING


A.
Do not underline the Section, Part, Item and even Paragraph headings; rather use bold fonts.

2.08
JUSTIFYING TEXT


A.
Left justified text is preferred.  Fully justified text is acceptable.


B.
Try and maintain at least 2 lines of a paragraph on the same page.  Use the word processing features such as window / orphan or conditional end of page or keep text together tools.

PART 3  - EXECUTION
3.01
INFORMATION SOURCES


A.
If the information is provided in the General Conditions, Supplementary Conditions, Special Conditions or Division 1 Sections, do not duplicate the same information in the Technical Specification Section.  Rather, direct readers to the governing reference.


B.
Duplicating information easily leads to conflicts in the Construction Documents.

3.02
PERFORMANCE SPECIFICATIONS


A.
Use Performance specifications when practical:  Intent of Specifications to write generically and allow the Bidders, Suppliers and Contractors a chance to open the competition and furnish products or systems without the need to “pre-qualify” products. 


B.
Manufacturers or Product Specifications (Open Proprietary):  If using product specifications and listing manufacturers, a minimum of three products must be specified.  Include pertinent standards, performance requirements, and salient features that will be used to judge the submitted or ‘equivalent’ products. 

3.03
CSI FORMAT


A.
Use CSI three-part Specification Format and Organization.


B.
Use CSI Division and Section numbering. 


C.
Use CSI Section Format and Organization.


END OF SECTION

[centered in caps]

DESIGN CONSULTANT CRITERIA

Specification Requirements  v04.08
CC – Article 4-1

