FORMATTING INSTRUCTIONS FOR SUBMITTING STANDARD SPECIFICATIONS

TITLE SHOULD BE ALL CAPS AND CENTERED (Times New Roman 11 Font)

Paragraphs.  

The first section number shall be the Section Number almost always followed by “.1”(101.1, 601.1, 901.1, etc), followed by TWO SPACES, then the Section Title (almost always Description) followed by a period, then another TWO SPACES, then begin the text of the paragraph.  There are exceptions to this rule, however.  In general, specifications and pay items should match (i.e. be the same number).  
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021 Description.  This work shall consist of funishing and insalling traffc signal
quipment and material 25 shown on the plan. All work shll meet NEC, NESC and NEMA
Sandards.




Occasionally, specification sections, when following the pay items, will contain a numbering system that appears “odd.”  For example, Sec 604 begins with Sec 604.10 - CONCRETE HEADWALLS, DROP INLETS AND MANHOLES.  This specification continues to follow the numbers of the pay items.  
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604,11 Discription. This wok shall conist ofthe constrction of headvwlls, drop e and
manhole in acoordanee wit these specificatons, and in confomniy sith the ines a0d srades
hown o the plans o established by th cnginecr:

60412 Material Al mateial shall conform 0 Divisin 100
specfically s ollows:
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In general, sections should be titled consistently.  If a title appears on a paragraph four places out, all paragraphs four places out should also have a title, as should all paragraphs for paragraphs one, two or three places out.  See the following for an example: 

[image: image3.png]62122 Misture. The contractor shall submit to the engineer a mix design including the
preportons and source of materal, admistures, dry cubic yand (cubic meter) haich weights
(masees) and actual 28 day compresive tet results whichshal exced 50 psi (345 kPa)

6212.2.1 Mix Design. Unless athersise specifcd,the mix shal contin a minimum of 100
pounds (60 ke of cement and 250 pounds (145 ke) of fly ash per cubic yard (cubic meter),
with the remainder ofthe volume compeced ofsand, watcr and any approved admistures.

6212.22 Consistency. Consitency of the fesh misture shll be tht of batr, not thin snd
watery. b shall be tesed by flling an open-ended three inch (75 mm) damete, six nch
(150 mm) high clinder to the top with the mixtare and immediately pullng the cylnder
stnight up. The corret consistency of the mixure vl prodics an approximate cigh inch
(200 ) diamete circular-ype spread with no segreation. Adjustments of the proportons
of fine aggegate or water may be made to achive proper slid suspension and optimum
Howabiity with the approval of the enaincer, however the theoretial sicld shall be
mainained a one b yard (1) fo the iven batch weights (masse).

62123 Approved commercal brand mistures intended specifically for use as flowable
backfill may be uscd provided the specified strnghs arc obined. I approved for e, the
material shall b placed in accordance with the manuficturer's recommendations which shall
e fumished o the engincer: All commercial mixtures shall e 100 punds (50 k) o more
ofcement pe cubic yard (cubicmeter) of il in place,




Section numbers and titles are bold.

The standard specifications follow an outline format.  No singular subsections should be used.  For instance, suppose a proposed specification were to be numbered in the following manner:


PROPOSED


PREFERRED



902.1



902.1



902.2



902.2



902.2.1



902.2.1



902.2.2



902.2.2



902.2.3



902.2.3



902.3



902.3



902.3.1



902.4



902.4



902.4.1



902.4.1



902.4.2



902.4.2

The problem with this numbering lies within Sec 902.3.1.  Since there is no Sec 902.3.2, the information contained within Sec 902.3.1 should either be added onto the end of Sec 902.3 or broken out into two sections so that you also have a 902.3.2.  

The following is an example taken from the spec book:

[image: image4.png]S03.3  Constraction Requirements. Bridge approach slabs shall be constructed in
accordance with the spplicable requirements of Secs 703 and 706 and shal atain &
compressive srenath of 4000 pounds pr square inch (28 MPa) prio o opening o taffc.

50334 Vaids Under Completed Approach Slabs. Pricr o acceptance of the work, all
underscal aceess holes shall be opencd by the coniractor 1o permit imestigation by the
enaineer. Any voids o caviies found shall be filled by the contractor with a soflcement
Shurry pumped under pressure. The slury shall consis oF & sandy loam, approved by the
enaineer, mixed with Feur parts sl {0 ne part cement, by volume, with only suffcent water
toprsuce a mixturs that il flow o one hele to ncther while being pumped. Car shall
e aken during pumping operatons to aveid rasing the appreach slah. At completion of the
investizaion or underscal pumpin. the holes shall be flled with sand 1o wilkin one inch
(25 mm)ofth tp and th remainer il it ot sealing matrial,

5034 Method of Messurement. The area of the appreach slab will be measured and
compatd 1o the nearet square ard (square meter). This area will be measured tramsversely
o out to out and longtudinally from bridge fl face 1o centelin of slecper slab. Final
measurement of the completed bridze approach slab will ot be made except for autherized
changes during consrucion, or where appreciable o are found in the contract quantity
The resision or correction will be computed and added 1o or deducted. fom the contract
auaniy




In this example, Sec 503.3.1 should either be incorporated into Sec 503.3 or split into two separate sections (i.e. create Secs 503.3.1 & 503.3.2).

Spacing.

Put a blank line between each paragraph.

Each sentence should be followed by two spaces, except when using a carriage return.

Fonts.  

Use Times New Roman 11 font, single-spaced.

Tables.  

Use tables when necessary.  

All tables should have a title whenever possible.  

The title and headings should be in bold text.  

Tables should be centered horizontally on the page.

Tables should be preceded and followed by one blank line.  

Within the columns of a table, when text wrapping occurs, either adjust the size of the column to accommodate the text, or format the text in that column to be left justified.  

Grid lines and borders should be visible.  

When footnotes are required in a table, the superscript should be a lettera, not an asterisk* or a number1.  Footnotes should completely align with both the left edge and right edge of the table.

An example of a properly formatted table follows:
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* The PVC conting may b mesharically e chemically removed pricr to testing, if desived.




Page Settings.

All margins should be one inch.  This includes the top, bottom, left and right.  

All text should be fully justified.

When indenting within sections for listing, the first line should be indented using a 1/2-inch tab, and all successive lines should extend back out to the original margin.  Use letters of the alphabet in parentheses, not 1, 2, 3 or (1), (2), (3).  For example:  (a), (b), and (c).  Two spaces should follow the closing parentheses.  

All revisions shall be submitted in revision marking mode.  These must be generated by properly using the tracking tools in Microsoft Word.  Blue underlined will indicate new text, while red strikethrough will indicate deleted text.  

The revision mark line shall be located in the left margin.

Rules.

When referencing a Missouri Standard Specification Section number, use Sec # (ex. Sec 401.2).  

Example.  (This work shall be in accordance with Sec 301.)  Do not include the phrase “of the Missouri Standard Specifications.”

When designating ASTM and AASHTO references, type the source organization, followed by a space, followed by the letter, followed by one space, followed by the number.  


(i.e.  ASTM A 563 and AASHTO M 164

When designating MoDOT Test Methods, type “MoDOT Test Method” followed by a space, followed the letter T and number (with no spaces in between).


(i.e.  MoDOT Test Method T64, MoDOT Test Method T35)

It is important that these references be consistent for future spec revisions.  Do not use dashes.  Do not omit spaces between letters and numbers in ASTM and AASHTO designations. 

The paragraph title “Construction Requirements” should be located in a numbered paragraph, not floating within the center of a specification, as shown below.

[image: image6.png]‘expense.  lemporry construction 1s waork That 1s o be femaved priar 1o compiction of the:

3014 Fild Laboratory. The contactorshal povide a Type 3 Field Liboratoy meeting the
equiements of Sec 601, Nodirce payment il b made fr providing the labceatory

Constracton Reguiremments

301.5 Weather Limitations. Bituminous mixtures shall not b placed (1) when cther the air
femperture o the temperature of the sufues an which the mixture s to be placed i below 40

F (5.0), (2) o any wet o fozea surfce, or () when weather conditions prevent the proper





Final Submittal.  

As teams prepare to submit final specification revisions, each team will be expected to submit 5-6 key words relating to their assigned section to be placed into the specification book index.    

For example, the team reviewing Sec 606 may substitute the following list:

· Guardrail

· End Terminal

· Crash cushion

· One-strand cable

· Access restraint

· Guard cable

· Three-strand guard cable

Due Dates for Submittals:

· March 19, 2002

· April 23, 2002

· June 18, 2002

· July 23, 2002

· September 17, 2002

· October 22, 2002

· December 17, 2002

· January 21, 2003

Problems?  Questions?  

David Silvester – Design Standards Engineer

(573) 526-2903

silved@mail.modot.state.mo.us
Kirsten Munck – Standards Specialist

(573) 526-2919

munckk@mail.modot.state.mo.us
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