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	Project Manual (Specifications)  Preparation Instructions

for Building Construction Contracts


APPLICATION

· These instructions apply where the Alberta Infrastructure Master Specification System (the MS) is used by consultants to assist in the preparation of a project manual (specifications) for building construction contracts that are entered into by the department. The MS must be used as a starting point in the development of a project manual for Infrastructure projects to the extent that the contents respond to project requirements. 

Overview
· Failure to follow these instructions may require unnecessary re-work and project delays.

· The MS purpose is to:

· establish and convey the department's bidding, contracting, and technical standards,

· ensure consistency in the content and quality of project specifications for the department's projects,

· serve as the department's 'corporate memory', and

· provide the specifier with a  'production tool' or starting point for project specification preparation.

· The MS assumes that qualified and experienced construction specifiers, in each discipline, will prepare the project specifications. This responsibility must not be delegated to persons lacking specification writing knowledge and skills.

· Although use of the MS is mandatory, the consultant remains fully responsible for the project specifications.  Deviations from the MS contents must be identified and justified by the consultant to the government subject expert prior to release for tender.
· Specifications and drawings perform complementary functions and must be properly coordinated. Do not include specifications on drawings.

· One person should, on behalf of the prime consultant, be responsible for interdisciplinary review, co-ordination, and assembly of the entire project specification, in accordance with these instructions, and for co-ordination of the specifications with the drawings. 

ABOUT THE MASTER SPECIFICATION SYSTEM

· The Technical Resource Centre on the Infrastructure website at http://www.infrastructure.alberta.ca/507.htm contains a series of separate Master Specifications that comprise the MS. 

· Determine which Master Specification is appropriate for your project (in some cases elements from more than one may be needed).  Select and download the individual Sections required for your project. 

· To download a Master Specification Section from the MS in the Microsoft Windows environment: 

· right click on the Section number and select ‘Save Target As…’, then save to a project file.  

This method will retain all the required formatting. One button mouse Mac users should find similar steps using the Option key with a mouse. 

· Early involvement of Project Services Branch, Procurement Section staff in planning the project specifications is required to ensure that proper procurement issues are identified and implemented into the specification sections used.

· Because new and updated MS Sections are uploaded to the website on a “as need” basis, and use of the most current Sections is required, always download current Sections for each project when starting to prepare project specifications.

· Before editing, review the Cover Page, Data Sheets and Master Specification text of each Section to:

· gain an overview of Section content, 

· identify subjects that may require further investigation, 

· identify decisions that may need to be made, and 

· determine the best editing sequence for that Section. 

EDITING 

· Master Specification Sections are provided and must be submitted in Microsoft Word (MSWord) format. MSWord is to be used for editing to avoid conversion, formatting and word processing problems.
· With a few exceptions, MS Sections not meant to be edited are provided in Adobe Acrobat portable document format (PDF). Include these in your project specifications submissions as required.

· Fonts, font sizes, margins, indents, numbering, style sheets, 3 part Section format, page format, streamlined point form style, active voice, are not to be modified. 
· Maintain the format and writing style of the MS when editing  or creating new Sections.

· When creating new Sections, organize content into narrower scope Sections, to limit Section length to a maximum of 10 pages.
· Avoid splitting clauses between pages, separating introductory clauses or headings from a following clause on subsequent pages. Use the techniques provided for this purpose in the word processing program, e.g. Format / Paragraph / Line and Page Breaks -‘keep lines together’ and ‘keep with next’ codes in MSWord.  Do not insert forced page breaks or multiple paragraph spaces to accomplish these.
· MS text within square brackets ( [  ] ) indicates that an informed choice must be made from the options provided. Empty square brackets indicate that information must be inserted.  
Specifying TECHNIQUES

· The MS provides for extensive cross-referencing, typically under a 'Related Sections' article. Cross‑referencing should, however, be done very selectively and only where it will serve a useful purpose. Ensure that all cross-referenced Sections are actually included, particularly when cross-referencing is interdisciplinary.

· If a referenced standard is not current or some other part of the text is in need of correction or updating, make the necessary modifications for the project specification. Please inform the Manager, Standards and Specifications of such instances, so that the MS can be updated. 

· The MS typically reflects a non-proprietary approach to specifying products. Avoid specifying trade names if the required quality/performance can be obtained with a non-proprietary specification. If trade names are used, specify names of at least three acceptable, competitive, products. Discuss with, and obtain approval from, Procurement Section staff before specifying only a single trade name. 

· When specifying a product by trade name, always include a cross-reference to the Division 01 Section entitled ‘Product Options and Substitutions’. 

· Delete inapplicable text. Beware of the natural tendency to over-specify by retaining text when in doubt as to its necessity or appropriateness. Including such text can: 

· obscure the true nature or requirements of the work, causing bidders to include unnecessary cost contingencies when pricing the work,

· create ambiguities and conflicts, and

· detract from the overall credibility of the project specification.
BEFORE SUBMITTING SPECIFICATIONS FOR REVIEW

· Prepare a Table of Contents with an accurate listing of the Name and Section Number for each Section in the project specifications.  List each appended document.  Prepare a List of Drawings Section for inclusion in the specifications, with an accurate listing of all contract and information drawings. 

· After editing, proofread each Section for errors and omissions.  Check to ensure that proper numbering sequences and sub-clause indents have been maintained after editing. Check all cross-referencing within and between Sections.

· If more than one month has passed since starting a project specification, check the 'Technical Resource Centre' to see if any of the Sections used have been updated since downloading them for the project. If so, re-edit those Sections based on the updated MS Sections. 
· Submit specification drafts in accordance with ‘Required Specification File Formats’. Ensure that:

· PDF files are considerable smaller in size than the original MSWord files.

· No specification or information document file is larger than 1.5MB.

· All pages are properly oriented and formatted in a manner that is consistent with the Master Specifications and these instructions. 

· PDF files are compiled into one file and each Section is bookmarked.

· Hard copy printed from the PDF files is thoroughly checked prior to submission.

· The PDF formatted specifications will be uploaded to facilitate electronic access by bidders, especially trade contractors, on COOLNet Alberta and COOLNet Edmonton. Hard copy of the compiled PDF file will normally be issued to prime bidders and major subcontractors.

· Scanning documents usually creates large files that are difficult for bidders to access online. Please make every reasonable effort to avoid scanning. Information documents, whose electronic version is larger than the recommended maximum, should be restricted to hard copy made available for viewing at designated locations.
Submitting SPECIFICATIONS AND DRAWINGS for tender
· After an appropriate consultation and review period by procurement and technical staff, and adaptation of comments resulting from reviews, the prime consultant is expected to submit, in a single submission, a 100% complete set of project specifications and drawings, ready to be issued for bidding. Tender-ready documents will not be accepted from sources other than the prime consultant (e.g. sub-consultants).

· Submit the electronic files in the required formats via e-mail (as compressed files) or on a CD-ROM. Include the following information in the e-mail message or in a separate text file on the CD-ROM:

· Plan Number(s)

· Project ID / Building No.

· Project Name

· Name of the software and version used to create each type of file

· Submit in the same formats required during the specification review period. Hard copy should be unbound to facilitate the department copying for distribution.

· Except for bid documents that will not be posted electronically, do not submit hard copy drawings plotted from the DWG files and hard copy specifications printed from the MSWord files.
· Submit Lists of Drawings for inclusion in the specifications in the prescribed drawing number format.
· For more detailed drawing related requirements, refer to the 'Standards for Consultant Deliverables', accessible in the 'Technical Resource Centre' – Guidelines and Standards.
Inquiries

· For inquiries related to project manual development procedures contact:

Director of Operations

Project Services Branch, Capital Projects
Alberta Infrastructure
2nd Floor, 6950 – 113 Street NW
Edmonton, Alberta  T6H 5V7

Phone: 780.427.3962

· For inquiries related to technical specifications, contact:

Manager, Standards and Specifications

Technical Services Branch, Capital Projects
Alberta Infrastructure
3rd Floor, 6950 – 113 Street NW
Edmonton, Alberta  T6H 5V7

· For inquiries or to submit feedback related to site drawings, contact:

Supervisor, Drafting/Records


Technical Services Branch, Capital Projects
Alberta Infrastructure
3rd Floor, 6950 – 113 Street NW
Edmonton, Alberta  T6H 5V7

· For inquiries or to submit feedback related to building drawings, contact:

AutoCAD Supervisor


Divisional Coordination Branch, Capital Projects
Alberta Infrastructure

2nd  Floor, 6950 – 113 Street NW
Edmonton, Alberta  T6H 5V7
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