GUIDELINES TO WRITING

SPECIFICATIONS AND SPECIAL PROVISIONS

A.
COMPOSITION - The following consists of suggestions on wording, punctuation, abbreviations, etc. in the writing of Standard Specifications and Special Provisions.  These guidelines are not all-inclusive, but in any case should serve the purpose of an interim guide for uniformity.

1.
ABBREVIATIONS:  Use standard abbreviations for specifications (ASTM, MoDOT Test Method, IMSA, etc.).  Internal section references are abbreviated as “Sec” with no period following.  Metric units should be abbreviated when preceded by a numerical qualifier, such as 6 inches (150 mm).  When units are provided without numeric qualifiers, as can be found within the “Method of Measurement” section, and elsewhere in the spec book, the entire word shall be written, such as:  square foot (square meter).  A list of acceptable abbreviations can be found in Sec 101.1 of the Standard Specifications.  When creating or modifying specifications, any standard abbreviation frequently used within a specification that is not currently listed within Sec 101.1 should be submitted for inclusion into Sec 101.1 with the proposal.  


Abbreviations may be used in tables and figures if space limitations warrant their usage.


Do not use abbreviations for English units, with the exceptions of Fahrenheit (F) and pounds per square inch (psi).


Do not use periods for abbreviations unless the abbreviation itself spells a word, 
i.e. abbreviate foot - ft, abbreviate inch - in.

2.
BIDDER/CONTRACTOR:  An individual, partnership or joint venturer is a bidder or prospective bidder prior to the award of contract, after which the term contractor is used.

3.
BID PRICE/CONTRACT PRICE:  Bid prices are contained in the bidder's proposal.  After the award of the contract, bid prices are referred to as contract prices.  In the Basis of Payment or elsewhere in the specifications, use "contract unit price"; do not use the phrase "contract bid price" or "contract unit bid price".

4.
COMMAS:  Do not use commas before "and" or "or" in list of multiple items, unless needed for clarification, such as in long multiple phrases.  The following may serve as examples of commas in a series:



(a)
The box shall be constructed to the height, width and length shown on the plans.



(b)
The falsework shall include all timbers, struts and bracing, nuts, bolts, and washers.

The preceding applies equally to the use of the word "or" in a series.

5.
GENDER TERMS:  Do not use the gender terms, "he, she, his, hers,” etc. in specifications or special provisions.  Do not use the words "their, them, it,” etc. when referring to the contractor or bidder.  Use the words "it" or "its" only in reference to the Commission.

6.
LIST OF ITEMS:  The listing of items after "follows" for specifications and special provisions, uses (a), (b), (c), etc.  Do not use (1), (2), (3), etc.

7.
VERBIAGE (SHALL/WILL):  In specifications and special provisions, use the word "shall" if the contractor, producer or supplier is to perform the act, and use the word "will" if the engineer, MoDOT or the Commission is to perform the act. 


Examples:



(a)  A minimum of four terminals shall be provided for each terminal block.  



(contractor’s responsibility)



(b)  Signs for signal installations will be furnished by the Commission.




(MoDOT’s responsibility)



(c)  The engineer will sample and analyze all soil prior to disposal.




(MoDOT’s responsibility)
8.
CAPITALIZATION:  Within sentences of specifications, the only words that should be capitalized are "Commission", "State", proper nouns (i.e. Portland cement, January, etc.), functional units (i.e. Traffic, Project Operations) and other words that require capitalization for clarity.


Do not capitalize the words “engineer” or “contractor” unless starting a new sentence.


Do not capitalize, bold type or underline words to emphasize a point within a sentence or paragraph.

9.
GRAMMATIC USAGE OF SOME COMMON TERMS:

a.
AMOUNT/QUANTITY:  In general, use "amount" only if referring to a dollar value, and use "quantity" if referring to a volume.

b.
ASSURE/ENSURE/INSURE:  The word "assure" is a personal guarantee based on reputation and is not used.  The word "ensure" is used when the party is to make certain of something or to be careful.  This word should be used almost without exception in the Standard Specifications and special provisions.  The word "insure" is to be used for actions protected by insurance, and would indicate that money is involved.


c.
CALIBER/CALIPER:  Caliber is the size.  Caliper is the instrument for measuring.


d.
CENTERLINE:  Centerline is one word.


e.
COMMENCE:  Somewhat archaic.  Use a simple word, such as begin, when writing specifications.


f.
DIMENSIONS:  Use words such as high, wide and long in lieu of "in height", "in width", and "in length", except for a diameter.





Preferred


Not Used




6 feet high


6 feet in height





4 feet long


4 feet in length





2 feet in diameter

2 feet diameter





2-foot diameter

2 foot in diameter


g.
FILL/EMBANKMENT:  Use the word "fill" when referring to a slope, such as "spill fill" or "fillslope".  Use "embankment" when referring to the volume.


h.
HYPHENS:  In numbers, when using full size type for fractions, do not hyphenate the number.  Instead, simply provide a space between the whole number and the fraction, i.e. 1 1/2 inches, 12 3/4 feet.  


Hyphenate when the dimension is used as an adjective, i.e. 8-inch pile, 1/2-inch sieve, 12-foot lane, 12 3/4-inch base.


i.
GAGE/GAUGE:  Gage is the size or thickness.  Gauge is the instrument for measuring.


j.
GUARDRAIL/GUARD RAIL:  Guardrail is one word.


k.
MATERIAL/MATERIALS:  Do not use the plural "materials" except for Materials Division, Materials Details (Division 1000 of Standard Specifications) or when it is absolutely necessary to be plural for clarity.  Normally the word "material" already implies plural usage.


l.
MULTI DIMENSIONS:  Use "x" in lieu of "by".



Examples:






8 x 8 - inch pile caps






box measuring 2 x 2 x 4 feet






angle measuring 3 x 3 inches x 1/8 inch






use a post measuring 8 x 8 inches x 10 feet


m.
NUMERALS:  


Zero in text is zero; zero in tables is 0.


One in text is one; one in tables is 1.


Use numerals from 2 through 10 in text if followed by an accepted measure, otherwise spell out the number.



(2 feet, six books, 9 miles, eight sections).


Use numerals for all numbers in excess of ten.



(11 feet, 14 books, 26 miles, 12 sections)


For numbers, do not use a comma for less than 10,000 (example - 9642; 11,364).  


Tables should contain only numerals.  


Spell out numerals at beginning of sentence:  "Twelve men went...".


n.
OPINION/JUDGMENT:  The engineer has no opinion, only judgment.


o.
PERCENT:  This is one word and is used for fractions, unity and plural, 
i.e. 0.5 percent (not 0.5 of one percent), one percent and 10 percent.


p.
PRACTICEABLE/PRACTICAL:  Practicable is archaic.  Use practical in the specifications.


q.
QUOTIENT:  Use the word "per" and not a solidus (/), i.e. use "foot per second" not "foot/second".


r.
RIGHT-OF-WAY:  A corridor, parcel of ground, etc.



RIGHT OF WAY:  Priority of movement of pedestrians, vehicles, etc.


s.
SLOPES:  Use one word for fillslope, inslope, foreslope and backslope.


t.
TEMPERATURE:  If specific values are used, designate them by the specific value, a space and the scale abbreviation, i.e. (25 F) (not less than 225 F nor more than 350 F).


If a range is designated by a number of degrees, the word degrees is used, i.e. (within 25 degrees F above or below) (plus or minus 40 degrees F).


u.
TRAVELED WAY/TRAVEL WAY/TRAVELWAY:  Use the word "traveled way" only, do not use "travel way" or "travelway".


v.
WHERE/WHEN/IF:  The use of "where" is reserved for use as location.  "When" is reserved for use as time.  "If" is used as a condition.  Use "if" in lieu of "in the event".

10.
REFERENCE TO FUNCTIONAL UNIT ENGINEERS:  Do not make reference to the “State Division Engineer” within the specifications.  When writing specifications, use only the title of the functional unit.  For example:  “Fabricators shall submit six copies of shop drawings and supporting calculations to Traffic” is correct, not “Fabricators shall submit six copies of shop drawings and supporting calculations to the State Traffic Engineer.”  See Sec 101.2 for the definition of “Engineer”.

11.
ENGLISH/METRIC:  The Standard Specifications use dual units.  English units are always provided first, followed by metric units in parentheses.  Do not use abbreviations for English units unless space limitations in tables and figures warrant their usage, with the exception of Fahrenheit (F) and pounds per square inch (psi).  See Numbers 1 and 9(t) above for further guidance. For guidance on converting English units to metric units, contact David Silvester at (573) 526-2903.

12.
REFERENCES TO PUBLICATIONS:  All publications referenced in the specifications will be italicized.  Do not use quotation marks or underlines.  For example:



(a)  All equipment shall meet the requirements established in Equipment and Materials Standards of the Institute of Transportation Engineers and as specified herein.   



(b)  All traffic control devices shall meet the requirements of the latest editions of the MUTCD and the Missouri Quality Standards for Work Zone Traffic Control Devices.
COMMON PHRASEOLOGY FOR MISSOURI STANDARD SPECIFICATIONS

The Missouri Standard Specifications has had a multitude of authors over the years.  In an attempt to standardize the format, the preferred phrases and terms should be incorporated into the spec book whenever possible.  

	Old Practice
	Preferred Practice

	With the approval of the engineer
	With approval from the engineer

	Shall meet the requirements of Sec 
	Shall be in accordance with Sec

	Not less than
	No less than

	When ordered by the engineer
	As directed by the engineer

	Shall conform to Sec
	Shall be in accordance with Sec

	The Division Engineer, Traffic
	Traffic

	As shown in the plans
	As shown on the plans

	As shown on the contract documents
	As shown in the contract documents

	Conforming to the requirements of
	In accordance with

	Required by Sec
	In accordance with Sec

	Comply with
	Be in accordance with

	No direct payment will be made for any incidental items necessary to complete the described work unless specifically provided as a pay item in the contract.
	Payment will be considered full compensation for all labor, equipment and material to complete the described work.

	Paid for at the unit price
	Paid for at the contract unit price

	Requirements set forth in
	In accordance with

	Complying with the requirements of
	In accordance with


THE OFFICIAL LISTING OF FUNCTIONAL UNITS FOR SPECIFICATION WRITING PURPOSES:

When referring to either business units or functional unit leaders, the following list shall be used consistently within the specifications:

Audit and Business Analysis

Bridge

Chief Counsel’s Office

Design

Human Resources

Maintenance

Office of the Secretary of the Commission

Project Operations

Research, Development and Technology

Traffic




