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2.0

Introduction
2.1

General

The purpose of this guide is to ensure consistency and coordination of the specifications, between the Alaska Department of Transportation and Public Facilities Standard Specifications for Highway Construction (Standard Specifications) and the Provisions as used in the Central Region Project Provisions:
a.
Each Regional Project

b.
Between the Regional Projects
c.
Between Regional and Statewide Projects

This guide provides the writer with:
a.
A standardized writing style

b.
A consistent use of terms and phrases

c.
Capitalization and abbreviation guidelines

d.
Punctuation and grammar rules

Standard Specifications for Highway Construction (Standard Specifications).  A book or electronic file of specifications approved by the Department for general application and repetitive use. (Standard Specifications 101-1.03 Definitions)
Provisions.  Special Provisions and Standard Modifications.
Standard Modifications.  Addition or revision that amends or supersedes the Standard Specification, and is approved by the Department for general application and repetitive use.  (Standard Specifications 101-1.03 Definitions)

Note:
not all Standard Modifications are applicable to all projects.  Standard modifications are applied as applicable to each project.

Special Provision.  Addition or revision that amends or supersedes the Standard Specifications or Standard Modifications, and is applicable to an individual project. (Standard Specifications 101-1.03 Definitions)

Note:
Central Region and Statewide Specials are approved (by the source) for general application and repetitive use.  Project Specials are applicable to an individual project and not intended for repetitive use.

Project Provisions.  Standard Modifications and Special Provisions applied to an individual project.  Review all Provisions for inclusion in the Project Provisions.
Order of precedence:
a.
Project Special

b.
Central Region Special

c.
Statewide Special

d.
Standard Modifications
2.2

References

1.
The following documents are available to assist in the preparation of Special Provisions.

a.
Alaska Preconstruction Manual
Available for download at: http://www.dot.state.ak.us/stwddes/dcsprecon/pop_preconstman.shtml
b.
Standard Specifications
Copies are available for purchase ($25.00) from the Department of Transportation and Public Facilities, Anchorage office, located at 4111 Aviation Avenue.

c.
Provisions
(1)
DOT&PF Employees, Consultants:  http://www.dot.state.ak.us/creg/design/highways/specs/
(2)
DOT&PF Employees:  hyd on "Aviation Ave File Server (hyperion)'. _:\SPECIFICATIONS

d.
Principles of Writing Highway Construction specifications
(1)

Reference Manual FHWA-NHI-03-040

(2)

Workbook FHWA-NHI-03-039

Copies are available upon request from the CR Specifications Engineer.

e.
Project Provisions - Guide (Central Region)
(1)
DOT&PF Employees, Consultants:  http://www.dot.state.ak.us/creg/design/highways/specs/
(2)
DOT&PF Employees:  hyd on "Aviation Ave File Server (hyperion)'. _:\SPECIFICATIONS

Address questions not answered in this Guide by consulting the United States Government Printing Office Style Manual, latest edition, and the Chicago Manual of Style, latest edition.
3.0

Organization of Specifications
The Standard Specifications generally follows the AASHTO specification format.

3.1

Divisions
The divisions of the Standard Specifications are:

DIVISION 100 - GENERAL PROVISIONS

DIVISION 200 - EARTHWORK

DIVISION 300 - BASES

DIVISION 400 - ASPHALT PAVEMENTS AND SURFACE TREATMENTS

DIVISION 500 - STRUCTURES

DIVISION 600 - MISCELLANEOUS CONSTRUCTION

DIVISION 700 - MATERIALS

Use only the Divisions included in the Standard Specifications.

3.2

Sections and Parts
The Divisions are separated into individual Sections.  The Sections are divided into parts.  Some Sections include one or two parts and others include up to five parts (AASHTO five-part format).  The subsections of each part are numbered sequentially starting with the Section Number (101, 102, 201, 202 etc. XXX), then the Part Number (1-5), followed by the Subsection Number (.01, .02, .03…).  The part name may separate the previous part from the next part (not numbered) or be the first subsection within the part.

	Section No.
	
	Part No.
	Subsection No.
	Part Name

	XXX
	-
	1
	.01, .02, .03…
	GENERAL/REQUIREMENTS/DESCRIPTIONS

	
	
	
	
	MATERIALS, or

	XXX
	-
	2
	.01, .02, .03…
	MATERIALS

	
	
	
	
	CONSTRUCTION REQUIREMENTS, or

	XXX
	-
	3
	.01, .02. .03…
	CONSTRUCTION REQUIREMENTS

	XXX
	-
	4
	.01, .02, .03…
	METHOD OF MEASUREMENT

	XXX
	-
	5
	.01, .02, .03…
	BASIS OF PAYMENT


When adding a Project Special, continue the series, start numbering from the last subsection in the Standard Specifications or if a Provision adds a subsection, then from the last subsection in the Provision.  Do not change the numbering or names of subsections in the Standard Specifications or Provisions.  Relate the content of a Project Special to the title of the subsection.

3.2.1
100s

Sections in Division 100 include Part 1 only.
XXX-1.01, .02, .03…Subtitle.

3.2.2
200s, 300s, 400s, 500s, 600s

Sections in Divisions 200, 300, 400, 500, and 600 include Part 1-5, except Section 644 includes Part 1-4.  Subsections 1.02, "Related Sections, Reference Organizations, and Standard Documents," 1.03 "Submittals," and 2.02 "Equipment" are dependent on topic.
XXX-1.01 DESCRIPTION

XXX-1.02 RELATED SECTIONS, REFERENCE ORGANIZATIONS, AND STANDARD DOCUMENTS

XXX-1.03 SUBMITTALS

MATERIALS

XXX-2.01 Subtitle, or

XXX-2.01 MATERIALS

XXX-2.02 EQUIPMENT

CONSTRUCTION REQUIREMENTS

XXX-3.01 Subtitle, or

XXX-3.01 CONSTRUCTION REQUIREMENTS

XXX-4.01 METHOD OF MEASUREMENT

XXX-5.01 BASIS OF PAYMENT

3.2.3
700s

Sections in Division 700 include Part 1 and 2 only, Part 1 intermittently and Part 2 always.
XXX-1.01 GENERAL REQUIREMENTS (Intermittent)
XXX-2.01 MATERIALS
4.0

Special Provisions
4.1

General

1.
Address the Contractor only.  Do not address individual subcontractors or trades (e.g. "Signal subcontractor to provide signal communications"); Refer to the specific subsection that provides the requirement (e.g. "Provide signal communications as specified in Subsection 000-0.00").
2.
Typically make the project special common to the industry without specifically identifying a manufacturer's product.  Do not use "or equal" statements, except as the last options.  If manufacturers must be identified, provide at least three acceptable manufacturers or products, two if only two are available.  If substitutions are acceptable, provide the statement "or approved substitutions."  This requires the Contractor to get approval before installation.

3.
Delete products and materials that will not be used on the project.  Exception, where a special replaces a complete Section of the Standard Specifications, and the technical content of the special is not being modified, keep all products and materials.
4.
Avoid using bold text except for text indicated in the specification template (the Standard Specifications, Typical Specials and Addendum format).  If bold text must be used, follow the established pattern.
5.
Avoid using underlined text except for text indicated in the specification template (the Standard Specifications, Provisions).  Emphasize text by CAPITALIZATION.  If underlined text must be used, follow the established pattern.
6.
Avoid duplicating requirements that are in the Standard Specifications.
a.
Common duplicates include:

(1)
Submittal procedures
(2)
Record Documents requirements
(3)
Operation and Maintenance Manuals

7.
Comply with the Division Section numbers and titles, and Pay Item numbers and names of the Standard Specifications, and Provisions.  Section numbers and titles, and Pay Item numbers and names for work not listed in the Standard Specifications and Provisions may be interpolated and generated from the known numbers and titles/names.  Consult with the Specification Engineer when the Standard Specifications, the provisions and existing documentation (supplemental list of Pay Item numbers and names, Bidtab historical data) does not address the project requirements, a specific scope of work, the method of measurement of, or the payment for.  Additional guidance is provided in the Central Region Project Provisions Guide.
4.2

Page Setup

The Provisions are saved as 97-2003 Microsoft WORD document files (.doc) and formatted similar to the Standard Specifications.
The template is the typical WORD document and incorporates the WORD style, "Normal."  Typically, the specials have been reentered using this template and style.  Where the specials are lengthy, the style may not always be "Normal."  The "original" documents are meant to be free of edits/markups and comments.  If edits/markups or comments are discovered in the original document please notify the Specification Engineer.
Clear all edits/markups and comments from the Project Provisions before submitting for review or publication.
4.2.1
Font (Body, Header, and Footer)
a.
Type:
Arial
b.
Size:
10 pt.

4.2.2
Margins and Tabs
a.
Margins:
1)
Left and right:
1.00"

2)
Top and bottom:
0.75"

3)
Header and footer:
0.25"

b.
Tabs:
0.25"

c.
Justification:
Left and right (inside and outside)
The margins, header, footer, and tabs use an increment of 0.25 inches.  The increment of 0.25 inches matches the typical Word ruler segment.  Provisions are double side copied from single side printed originals, and therefore require the left and right margin to be equal.
4.2.3.
Header and Footer

Text:  Small Caps.

Header:  Include the page number (1, 2, 3…), centered and without added dashes etc.

Footer:  Include the project name, number and Section number.

4.3

Section and Subsection Numbers and Titles
Type Section and subsection numbers and titles in BOLDED UPPERCASE TYPE.  Center the Section number and title.  Justify, or center subsection numbers and titles similar to the Standard Specifications.

4.4

Subparagraphs and Lists
Manually, individually apply/enter the hierarchy shown here, do not use auto bullets.  Number paragraph items and lists.  Underline parts of each paragraph level similar to the Standard Specifications and Provisions. Underlining is common to the numeric and alpha lists, each level of list.
1.
Primary Item Number.  Underline the subtitle if a subtitle exists.
or,

1.
If a subtitle does not exist there is no underlining.
a.
Secondary Item Number.
b.
…
(1)
Primary List.
(2)
…
(a)
Secondary List.
(b)
…
4.5

Abbreviations, Acronyms, and Symbols

1.
Definitions
Abbreviations are shortened forms of a single word or phrase, usually followed by period and often including lower case letters.  Examples:  Dr., etc., chap.  Typically do not use abbreviations of this form other than "No."
Initialisms are formed from the first letters of a string of words or an organizational name.  The letters in an initialism are pronounced separately.  Examples:  FAA, FHWA, PVC.  Do not use periods in an initialism.
Acronyms are shortened forms, often initialisms that can be pronounced as a word.  Examples:  OSHA, AKDOT.  Do not use periods in an acronym.
Symbols are free-standings signs, letters, or characters.  Symbols are not abbreviations and should not be punctuated.  Use a space before and after a symbol.  Do not precede a symbol by a hyphen or follow with a period.  Examples:  lb (pound), ft (foot), yd (yard).

2.
Rules for Use
The shortened forms used most often in the Alaska Department of Transportation and Public Facility's Standard Specifications are listed in Section 101, "Definitions and Terms" and symbols are included at the back of same document in the "Conversion Tables".  Additional forms are listed in this Guide and the listed references.  Do not invent or use forms that vary from these sources.
Before introducing a shortened form not listed in Section 101, write out the complete name or meaning at the first usage, followed immediately with the shortened form in parentheses.  When introducing a word-string of common nouns and adjectives set in lower-case letters that will later be used in a shortened form, maintain the lower-case letters in the full words and type the short form in capital letters.  Examples:  When horizontal elliptical reinforced concrete pipe (HERCP) is specified … Install the HERCP so that … 

Do not introduce a shortened form that will not be reused in the same named and numbered Section for Standard Specifications.  Reintroduce the shortened form each Section where used.
The list of acronyms shown here in Table 4.5-1, Acronyms and Abbreviations Used in Standard Specifications are in addition to those included in the Standard Specifications and Provisions.  Where conflicts occur between the Standard Specifications and this Guide the Standard Specifications govern.
Indirect articles "a" and "an." Initialisms, acronyms, and abbreviations that are pronounced as if they begin with a vowel are preceded by an.  If the short form begins as if it were pronounced with a consonant, use a.  Examples: an AASHTO requirement; an SAE specification (because the letter s is pronounced es), a PSC document.

4.5.1
Acronyms and Abbreviations Used in Standard Specifications
	TABLE 4.5 - 1

ACRONYMS AND ABBREVIATIONS USED IN STANDARD SPECIFICATIONS


	Acronym or Short Form
	Full Name or Meaning

	AADT

	annual average daily traffic

	ac

	alternating current

	a.m.

	ante meridian (before noon)

	AAN

	American Association of Nurserymen

	AAR

	Association of American Railroads

	AASHTO

	American Association of State Highway and Transportation Officials

	ACI

	American Concrete Institute

	AGC

	Associated General Contractors of America

	AIA

	American Institute of Architects

	AISI

	American Iron and Steel Institute

	AITC

	American Institute of Timber Construction

	ANSI

	American National Standards Institute

	AREMA

	American Railway Engineering and Maintenance-of-Way Association

	ARTBA

	American Road and Transportation Builders Association

	ASCE

	American Society of Civil Engineers

	ASLA

	American Society of Landscape Architects

	ASME

	American Society of Mechanical Engineers

	ASTM

	American Society for Testing and Materials

	ATSSA

	American Traffic Safety Services Association

	AWG

	American Wire Gauge

	AWPA

	American Wood-Preservers' Association

	AWS

	American Welding Society

	AWWA

	American Water Works Association

	CFR

	Code of Federal Regulation

	CMS

	changeable message sign

	CRSI

	Concrete Reinforcing Steel Institute

	DMS

	dynamic message sign

	EPA

	Environmental Protection Agency

	FCC

	Federal Communications Commission

	FHWA

	Federal Highway Administration

	FSS

	Federal Specifications and Standards, General Services Administration

	HID

	High intensity discharge

	ICEA

	Insulated Cable Engineers Association

	IEEE

	Institute of Electrical and Electronics Engineers

	IESNA

	Illuminating Engineering Society of North America

	IMSA

	International Municipal Signal Association

	ITE

	Institute of Transportation Engineers

	ITS

	intelligent transportation system

	LED

	light emitting diode

	MIL

	Military Specification

	MS

	Military Standard

	MUTCD

	Manual on Uniform Traffic Control Devices

	NEC

	National Electrical Code as approved by ANSI and NFPA

	NEMA

	National Electrical Manufacturers Association

	NFPA

	National Fire Protection Association

	NIST

	National Institute of Standards and Technology

	No.  

	Number

	NOAA

	National Oceanic and Atmospheric Administration

	OSHA

	Occupational Safety and Health Administration

	p.m.

	post meridian (after noon)

	PCI

	Precast/Prestressed Concrete Institute

	PE

	Polyethylene

	PTC

	positive temperature coefficient

	PVC

	polyvinyl chloride

	RSC

	rigid galvanized steel conduit

	SAE

	Society of Automotive Engineers

	SI

	International System of Units (metric system)

	SSPC

	Society for Protective Coatings

	U.S.

	United States

	UBC

	Uniform Building Code

	UL

	Underwriters Laboratories, Inc.

	VAC

	voltage - alternating current

	VECP

	Value Engineering Contractor Proposal

	VMS

	variable message sign


4.5.2
Method of Measurement Units and Basis of Payment Units

For pay units in the subsections "Method of Measurement" and "Basis of Payment" write out the full name.  Units of measure:  inch-pound units of U.S. Customary measure (USC).

4.5.3
Measurement Symbols

Measurements involve descriptions of quantities, and are composed of a numeric value and a unit of measure.  Use numerals for the numeric value of a measurement; use symbols to indicate the unit of measure.  Do not use words or abbreviations for the number or units in a measurement.  Examples:  A length of 24 ft.  The sand was measured as 30 ton.  Heat the oil to a temperature of from 34 (F to 68 (F.
Rules for Using Symbols:
1.
Do not follow with a period unless dictated by placement at the end of a sentence.  Measurement symbols are not abbreviations.

2.
Do not add an s to form a plural.  The symbol remains the same whether the quantity is one or many.  Examples:  1 ton, 2 ton (not 2 tons).
3.
Type a space between the quantity and the symbol.  Example:  1 ton, 2 hr, 68 (F.

4.
Precede only with numerals not words.  Examples: The weight is 34 ton; not thirty-four ton.

5.
Do not use symbols without accompanying numerals.  Example:  Measurement is by the cubic foot; not the ft3.
6.
Do not use symbols and names in the same expression.  Example:  ft/s or feet per second; not feet/second or ft/second.

7.
Print symbols and quantities in normal upright type regardless of surrounding text.

8.
Do not use unit abbreviations, short forms, or symbolic representations.  Examples:  2 ft; not 2'.
4.5.4
Mathematical and Other Signs and Symbols

1.
Type a space before and after.  Example:  2 ft x 2 ft x 6 ft.  Exceptions:  no space precedes the angular degree symbol 180(, 90(.

2.
In text, use words for quantitative relationships.  Example:  Fasten the reinforcing dowels except where the spacing is "less than" 1 ft; not fasten the reinforcing dowels except where the spacing is "(" 1 ft.
	Symbol
	Meaning

	+
	plus

	-
	minus

	(
	plus or minus

	=
	equal to

	<
	less than

	(
	less than or equal to

	>
	greater than

	(
	greater than or equal to

	x
	multiplied by, dimensional lumber

	(
	per

	%
	percent

	(
	degree (as a unit of angular measurement)

	(
	ohm

	:
	ratio; proportionality

	$
	U.S. dollar

	
	


4.5.5
Ranges
Do not use a dash (-) to indicate a range.

Use the words "from" and "to" in text to indicate range of values in which the endpoints are included (in tables use only "to.")  Provide the unit symbol after each numeric value.  Examples:  From 10 ft to 25 ft; from 25 (F to 30 (F.  Exceptions:  When a range is described with the word "percent," or when an unambiguous span of time is described using "second," "minute," or "day," use the word only once, at the end of the range.  Examples:  12 to 18 percent; from 19 to 23 hours.  
To indicate a range from which the endpoints are excluded, use the words "between" and "and."

A hyphen is only used when writing a number with the unit as a word.  Example:  2-foot vs. 2 ft.

4.5.6
Additional Rules

Write: so that it is completely clear to which unit symbols the numerical values of the quantities belong.
1.
Measurement symbols always require a preceding numerical value and are never preceded or followed by a hyphen.  The spelled-out unit name may be preceded by a number expressed as a word, and must be preceded by a hyphen when the number and name are used together as an adjective.  Examples:  a 1-inch pipe; a 2-inch diameter mandrel.
Use the multiplication cross symbol (x) to indicate dimensionality, not "(" and not "by."  Provide the unit symbol after each numeric value.  Example:  2 in x 4 in; not 2 in by 4 in.

Additional Examples:
6 ft x 6 ft
tolerance should be minus 0 degrees; plus 45 degrees
6 ft x 6 ft x 6 in
heated to 200 (F for a length of 1 in

2 yd x 2 yd x 1 ft
nitrogen per 100 yd2
9:00 a.m.; 2:00 p.m.
make posts from No. 1 structural lumber
1 in ( 1/32 in
90 percent finer than a No. 4 sieve

A slope greater than 1:20
after storage for 30 days at 75 (F ( 5 (F
4.6

Numerals vs. Words

Use numerals for measurements, sizes, and critical or precise quantities.  Examples:  Maintain a surface temperature of 10 (F for 48 hours; rocks not more than 4-inch; a pressure not greater than 3000 psf.
Use numerals when cross-referencing Sections, subsections, and other parts of the Specifications.  Example:  Aggregate required by Section 703.

Use numerals for numerical values greater than ten, i.e., use numerals for the number 11 and higher.

Use words for numbers at the beginning of a sentence; if a number greater than ten appears at the beginning of a sentence, reorder the sentence if possible.

Use words for quantities or values of ten and below that are not critical, precise or of paramount importance in the context.  Examples:  Furnish three sets of drawings.  Fabricate from not more than one piece of sheet steel.
When quantity and size are expressed together, use numerals for the size and words for the quantity.  Examples:  two 1/2-inch bolts; thirty-three 2-ton blocks.

Be consistent.

4.6.1
Decimals

Express decimals in numerals, not words.  Example:  0.1, not one-tenth.

Never leave decimal point "naked" - that is, without numerals on both sides.  Examples:  1.5, 0.125.

4.6.2
Time and Date

Use numerals for clock times.  Keep zeros when describing times "on the hour."  Use the 24-hour system.

Use words (written in full) for the names of months and numerals for days of the month and years.  Do not use ordinal designators (e.g., th and rd) in dates.  Examples:  May 15, 2001; from June 1 to September 15.

4.6.3
Money

Use numerals for monetary amounts.  Do not include the decimal and zeros for the cents when amounts are in whole dollars; do not leave a space between the dollar sign ($) and numeric value.  Example:  bill at the rate of $1,500 per mix.

4.6.4
Fractions

Do not use fraction characters (i.e. ½, ¾, etc.).  Use individual characters (i.e. 1/4, 1/2, etc.) in dimensions.
Determine whether it is technically correct to use fractions or decimals.  In most cases, use numeric fractions when expressing inch-pound measures and sizes.  Examples:  Leave the cut end at least 1/4-inch above the base; drill to a depth of 1/2-inch.  However:  Construct from aluminum alloy sheet at least 0.041-inch thick.

Use numerals for mixed fractions; do not leave a space between the whole number and simple fraction.  Examples:  Join the top to the bottom with an arc of not more than 22 1/2 degrees; leave a distance of not more than 1 3/4 times the diameter of the bolt.

Use numeric fractions when forming a unit-modifier or compound adjective; follow the fraction with a hyphen, and use the full unit name.  Examples:  a 1 1/2-inch pipe; a 1/4-mile open space.
Use words for simple fractions that do not describe a measurement or a precise quantity, that stand alone, or that come before the words "of a" or "of an."  Use a hyphen to connect the numerator and denominator.  Examples:  Add mulch when the tank is at least one-third full of water.  Use a spray bar three-fourths the length of the mixer or greater.

4.6.5
Percent
Use the word "percent" in text and precede with a numeral.  Examples:  If the average density is less than 95 percent, but no one sample is less than 92 percent, divide the samples into two, five-sample lots.

4.6.6
Hyphens and Unit Modifiers

When a number and word (usually a unit name) work together to describe something else (usually an object or material, like a pipe, bolt, or a board), they are acting as a single word, or adjective, called a unit modifier.

Use a hyphen between the number and word in unit modifiers; do not use hyphens with unit symbols.  Examples:  flame- or saw-cut two, 4 1/2-foot long test samples of any size 400-grade bar.  Install a 400-watt, 120-volt, bar-type electric heating unit in all controller cabinets.  A 1-pound sample vs. a 1 lb sample…
4.6.7
Commas vs. Spaces

In dollar figures, use commas in expressions of four digits or more.  Examples:  $800; $1,000; $10,000; $2,000,000.

In inch-pound expressions, use commas in numeric values with five or more digits.  Examples:  1000 ft; 2500 psi; 10,000 psi; 1,000,000 gal.

4.7

Punctuation
4.7.1
Serial Commas

In a series of three or more elements, separate the elements with a comma.  Use a comma before the conjunction ("and" or "or") joining the last two elements.  Examples:
Provide a minimum of eight individually selectable outputs, each selectable by time-of-day, day-of-week, and week-of-year.

Do not use mortar blocks, bricks, wood, or aluminum framework in supporting deck slab reinforcement.

Protect trees, shrubs, and other landscape features designated by the engineer for preservation from abuse, marring, or damage during construction.

4.7.2
With Closing Quotation Marks

Place periods and commas required by a sentence inside closing quotation marks, regardless of whether the period or comma is part of the quoted matter.  Examples:
Lay the downstream end of each blanket on top, creating a "shingle effect."

The contact pressure is "the average ground contact pressure," expressed in pounds per square inch.

4.7.3
Quotation Marks When Referencing Signs and Labels

When referring to specific words that appear elsewhere on signs, labels, drawings, and the like, use quotation marks.  Do not use all-capitals, bold typefaces, or similar typographic features for added emphasis.  Examples:
Mark each drawing "final."

Submittals will be marked "approved," "approved as corrected," or "not approved."

Mark the pull box covers "XXXXX Traffic Signal" when the box contains traffic signal conductors.

4.7.4
Letters as Shapes

Type letters used as shapes in a ARIAL BOLD.  Do not use quotes around the letter.  Link the letter and following word with a hyphen if warranted.  Examples:
U-shaped staples
Y-connector
an A-frame structure
U-bolts
I-connector
an S curve
O-ring
H-pile
a J-seam

4.7.5
Parentheses

Use parentheses to insert and set off additional information relevant to the sentence.  Do not use dashes for this purpose.  Example:
Nut rotation is relative to the bolt regardless of the element (nut or bolt) that is turned.

Parentheses are also used to insert and set off counterparts or equivalencies, such as metric measures or chemical formulas.  Examples:
Lay conduit at least 18 inch (0.3 m) below sidewalk subgrade.

Conform to the requirement for chrome oxide (CR2O3) green.

Place commas, semicolons, periods, or other punctuation that the main sentence might need after the closing parenthesis mark.

4.8

Capitalization
Aim for consistency, especially within specifications.  Avoid over-capitalization.  Excessive capitalization slows reading and reduces the very emphasis capitalization is meant to achieve.
4.8.1
Capitalize
Capitalize the following words or categories of specific names and things:

ACRONYMS and INITIALISMS

Bid and pay item names in "Measurement" and "Payment" subsections; examples:
Liquid Asphalt

Structural Steel

Sign Posts, Wood

Document titles; examples:
The Engineer's Weekly Report

Certificate of Compliance

Laws and legislative acts; examples:
The XXXXX Seed Law

The Federal Seed Act

Clean Air Act

XXXXX Statute 11-14-101

Official titles; example:
The State Bridge Engineer

Program (when referring to specific programs within XXXXX). Examples:
Highway Development Program

Materials Program Traffic Design Program

Traffic Operations Program

Proper nouns

Titles of Sections, subsections (when numeric reference is included), tables, and figures.
Specific words:

Central Region Specials

Class (as in "Class" of concrete)

Contract (referring to the contract between the Department and Contractor)
Contractor

Department (referring to the Department of Transportation)
Engineer (referring to the Construction (Project) Engineer)

Item (referring to a Pay Item)

Pay Item

Plans 
Project Provisions
Project Specials

Provisions

Section (referring to a "Section" in the Standard Specifications)
Specifications

Standard Modifications
Standard Specifications
Statewide Specials

Subsection XXX-X.XX

Type (as in "Type II" concrete)

4.8.2
Do Not Capitalize
bidder

district (when referring to the districts of XXXXX)

district engineer

fabricator

grade (when referring to a designated grade of materials; e.g., grade No. 1 timbers)

inspector

portland cement
special provisions

subcontractor

subsection

work (even when referring to the defined term)

4.9

Tables and Figures
Keep as simple as possible, both in layout and content.  Display information so it can be grasped quickly and without confusion.

4.9.1
Tables

Number all tables, with the number itself preceded by the word "Table."  Use the section number, followed by a hyphen and the number of the table within the section, starting with numeral 1.  Begin renumbering with each new section.
Give every table a title; capitalize all letters of the table title and the first letter only of all significant words of each subtitle.  Do not place a period at the end.

Center the table, number, and title horizontally on the page.  Place the table number and title each on their own line, and set both in bold-faced type.  Set the table number above the title, and place both above the table.

In text, refer to tables by number and title; do not capitalize the word "table" when making such a reference.  Example:  See table 402-1, "Application Temperatures for Bituminous Materials."

Tables may be created with grid lines, but use no more than are needed for clarity.

Example:

TABLE 404-6

APPLICATION TEMPERATURES FOR BITUMINOUS MATERIALS
	Material Grade and Style
	Application Temperature Range

	
	Spray (F
	Mix (F

	
	
	

	
	
	

	
	
	


4.9.2
Figures

Number all figures, with the number itself preceded by the word "Figure."  Use the section number, followed by a hyphen and the number of the figure within the section, starting with numeral 1.  Begin renumbering with each new section.

Give every figure a title; capitalize the first letter only of all significant words.  Do not place a period at the end.

In text, refer to figures by number and title; do not capitalize the word "figure" when making such a reference.  Example:  See figure 601-1, "Evaporation Nomograph."

Center figure, number, and title horizontally on the page.  Place the figure number and title each on their own line, and set both in bold-faced type.  Set the figure number above the title, and place both below the figure.

Example:

	
	
	Real Cold
	
	Cold
	
	Just Right
	
	Hot
	
	Real Hot
	
	Don't go there

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Real Fast
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Fast
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	In-between
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Slow
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	Real Slow
	
	
	
	
	
	
	
	
	
	
	
	


Figure 601-1

Evaporation Nomograph (Adapted)

4.10
Wording of Specifications
Use the simplest language that says clearly and accurately what needs to be said.  Write as if you were speaking or giving directions aloud; avoid jargon, contorted wording, and pseudo-legalisms.  Use terms with legal meanings only on advice from counsel.

4.10.1
Active Voice

Voice is a property of verbs that may be either active or passive.  In the active voice, a verb makes clear within the sentence itself who is doing what.  That is, the active voice leaves no doubt who is responsible for the action described.  When reduced to their simplest form, another characteristic of verbs in the active voice is their self-sufficiency; everything that needs to be said about the action is said by the one word.  Example:
The contractor ordered the concrete.
The contractor did the deed, and the verb ordered says in one word what he did.

In contrast, sentences in the passive voice needn't say anything about the doer of the action.  Responsibility does not have to be assigned.  However, verbs in the passive voice always need help, and even at their simplest must always be accompanied by a form of the verb to be (which include is, was, will be, shall be, etc.).  Example:
The concrete was ordered.
The contractor may have done it, but we don't know; the sentence doesn't say.  Furthermore, the passive ordered must be helped by was.  These are the traits of a sentence in the passive voice:  the verb is packaged in a phrase with at least two words, and the doer of the action does not have to be identified.  (If the doer is identified, the identification comes after the verb in a phrase that begins with by.  For example:  "the concrete was ordered by the contractor.")

The active and passive voice each have their uses.  The active voice is best used when it is important to identify the party responsible for the action in a sentence.  Example:
Weigh masters will determine tonnage.
The passive voice is appropriate when the action is more important than the doer.  Example:
Tonnage will be determined.
As a general rule for writing in Standard Specifications, and except as noted elsewhere in this Guide, use the active voice rather than the passive.

4.10.2
Mood
Mood is a property of verbs that conveys the writer or speaker's belief about the truth or nature of the sentence-whether it is meant to be fact, conjecture, or command.  There are three verb moods in English.
The indicative mood is the most common, and is used to indicate statements of fact and description.  In the following example, the statement is intended as a simple description of what is, or is meant to be, and the verb "ordered" is the indicative.  (Because most verbs have voice and mood at the same time, the sentence is in both the indicative mood and, as noted previously, the active voice.)  Example:
The contractor ordered the concrete.
The subjunctive mood is little used in works like "Standard Specifications."  It is used to convey doubt or conjecture, or to pose a "what if" situation.  Example:
If the contractor were to order the concrete now; it would be here after lunch.
The Imperative mood is used to give a command or instruction.  A distinctive feature of statements in the imperative is that they leave out the subject of the sentence-that is, the subject is understood, but never explicitly stated.  Example:
Order the Concrete.

This sentence is written in both the active voice and the imperative mood.  Because the context of Standard Specifications already makes clear who the direction is addressed to, the party responsible for carrying out the directive-the-contractor is left unsaid.  The complete sentence is understood to be:
[contractor,] order the concrete.

Or, less awkwardly but no longer in the imperative:

[the contractor will] order the concrete.
4.10.3
Voice and Mood in Standard Specifications
Use the active voice and imperative mood for instructions to the contractor.  Examples:
Furnish and install high strength fasteners for structural connections.

Meet the requirements of Section 000, "Hydrated Lime."

Give two copies of the completed form to the engineer.
When using mineral filler, provide an additional bin.
Use the indicative mood to provide information.  In most situations, use the combination of "active voice" and indicative mood.  Examples:
The State retains ownership of salvaged materials.

The Department will not accept computer printouts for design calculations.

When the emphasis is on a condition or situation, the passive voice and indicative mood may be most appropriate.  Example:
Approximate areas are shown on the Plans.

4.10.4
Description Subsections
The purpose of this subsection is to describe the work identified in the Section title and addressed by the remainder of the Section.  Use the active voice and indicative mood.  Example:
000-1.01 DESCRIPTION
This Section describes the requirements for constructing or modifying bridge, pedestrian, or approach railings.

Do not use phrases such as "… in accordance with these specifications and as shown on the plans."  This point is covered in division 100, "General Provisions," and need not be repeated.
4.10.5
Material Subsections

The purpose of this subsection is to tell what materials must be used to accomplish the work addressed in the Section.  Use the active voice and imperative mood.  Example:

000-2.01 MATERIALS
Provide materials conforming to the following subsections:

Emulsified Asphalt
000-0.00, "Emulsified Asphalt"

Aggregates
000-0.00, "aggregate Analysis and Acceptance"

Stockpile aggregates in accordance with Section 000, "Stockpile Maintenance."

4.10.6
Equipment Subsections

The purpose of this subsection is to tell what equipment is needed to accomplish the work addressed in the Section.  Use the active voice and imperative mood.  Example:
000-2.02 EQUIPMENT
Support pile hammers in leads when driving piles.  Construct leads to permit free movement of the hammer and rig to hold the pile and hammer in alignment during driving.  Use steam, air, or diesel hammers capable of delivering enough energy to drive the piles to the required bearing capacity.  Do not use gravity pile hammers.

4.10.7
Construction Subsections

The purpose of this subsection is to tell how to accomplish the work addressed in the Section.  Use the active voice and imperative mood.  Example:
000-3.01 CONSTRUCTION REQUIREMENTS
Apply paint on clean, dry surfaces.  Do not apply when the temperature of the steel or paint, or the ambient temperature is below 40 (F.  Do not apply to wet, damp, frosted, or ice-coated surfaces.

4.10.8
Measurement Subsections

The purpose of this subsection is to tell how the Engineer will measure items for payment.  Use the active voice and indicative mood to introduce the Engineer as the party responsible for measurements; extended discussion of measurement may then be continued in the passive voice.  Use wording similar to:  "The Engineer will measure [pay item name] by the [unit of measure]; [second pay item name] will be measured by the [unit of measure]; [third pay item name] will be measured by the [unit of measure]." 
Do not use the phrases "complete in place" or "the accepted quantities," or include statements that belong logically in "Payment" subsections.  Use full, spelled-out names for measurement units.  Capitalize the names of bid and pay items.  Example:
000-4.01 METHOD OF MEASUREMENT
The Engineer will measure Stockpiled Aggregate by the ton or cubic yard.  Natural moisture in the material will not be deducted before measurement.

The Engineer will use the average area end method or a digital terrain modeling technique to measure the volume of stockpiles in cubic yards.
4.10.9
Payment Subsections

The purpose of this subsection is to tell the reader what is being paid for and how the Department will pay for measured items.  Use the active voice and indicative mood.  Use full, spelled-out names for pay units.  Capitalize the names of bid and pay items.
(
Define all Pay Items needed to complete the unit of work

(
Identify all work incidental to the payment

(
Ensure that the Bid Item reflects a discrete unit of work that includes the labor, materials, and equipment related to the work
Example:
000-5.01 BASIS OF PAYMENT.  Payment is full compensation for furnishing all materials, equipment, labor, and incidentals to complete the work as specified, including removing and disposing existing materials and preparing the existing surface.
Payment will be made under:
Pay Item No.
Pay Item
Pay Unit
000(0)
Concrete Overlay
Cubic Yard
4.11
Other Wording and Usage
Choose the wording that says most clearly and efficiently what needs to be said.  Say no more than that, but say exactly that.
4.11.1
Needless Words and Jargon

Many words serve only as filler.  Their use adds clutter and can hinder a reader's ability to grasp what's important.  Consider the following:

Omit needless words that do not add substantive meaning.  Whenever possible, choose a single word instead of a phrase.  Avoid jargon.
Omit words that do not add meaning.  Favor a single word over a phrase.  Avoid jargon.
The first passage is longer than necessary and commits the very sin it preaches against.

	Alternatives to Common Wordy Phrases

	Instead of…
	Use or Consider…

	a minimum of

	at least

	absolutely essential

	essential

	as may be necessary

	as necessary

	at a later date

	later

	cost thereof

	cost of

	enclosed herewith

	enclosed

	fails to

	does not

	give due and sufficient written notice

	give written notice

	in order to

	to

	in lieu of

	instead of

	in the event of

	if

	in advance of

	before

	practicable

	practical

	prior to

	before

	through the use of

	by

	until such time as

	until

	utilize

	use


4.11.2
Words and Phrases Not to Use
Many of the words or phrases in the following list add no meaning, do add confusion, or introduce passages that are unnecessary because the same information is covered elsewhere in Standard Specifications, usually in division 100, "General Provisions."
	Do Not Use

	"as shown on the plans," or similar wording

	"as approved by the engineer," or similar wording

	"at the contractor's expense"

	"care shall be taken"

	"conformance"

	"contract item"

	"in the plans"

	"in the specifications"

	"neither Y nor"

	"pertinent"

	"special attention of the contractor"

	"subsidiary"

	"the attention of the contractor is directed to …"

	"unless otherwise specified"


4.11.3
Usage of Specific Words or Phrases

And/Or This construction is awkward and confusing.  Write "red, blue, or both" not "red and/or blue."  For Example, "Fabrication includes… other inserts, sleeves, or both," not "Fabrication includes… other inserts and/or sleeves."

Appropriate Use instead of "pertinent" for stating or attaching relevant information.  Example:  "Include material thicknesses and other appropriate data needed for fabrication."

As shown on the Plans This phrase is generally unnecessary because the contractor's obligation regarding plans is specified in subsection 105-1.03, "Conformity with Plans and Specifications."
As specified in  Use instead of "as described in," "as designated in," " as indicated in," " pursuant to," or similar phrases that reference Provisions of a specification.

At no additional cost to the Department  Use instead of "at the contractor's expense."

Bid item As defined in Section 101, use before a contract is signed; use instead of "contract item," "contract bid item," or similar phrases.  After a contract is signed, use "pay item."

Conform, Conforming, and Conformance  Use "accordance" or "according to" instead of "conformance." Example: "Provide magnesium sulfate according to AASHTO T 104."  The word "to" always follows "conform;" "conforming" is followed by "to" or "with."

Ensure vs. Insure vs. Assure  These are three different verbs with three different meanings.  In Standard Specifications, the correct word will almost always be "ensure," which means "to make sure of" (Example:  extend the pipe to ensure proper drainage).  Use "insure" only when speaking of the sort of financial insurance coverage offered by insurance companies.  "Assure" is only used when giving reassurance to another person, as in "Let me assure you that…"
In the Contract  Use instead of "in the specification."

Incidental  Use instead of "subsidiary."  Example:  "When the contract does not contain pay items for the removal of structures and obstruction, including culverts and storm drains, that work is incidental to the contract work."

May Use as appropriate instead of "exercise its option to," "reserve the right to," or similar phrases that describe a party's prerogatives.

On the Plans  Use instead of "in the plans."

Pay item  As defined in Section 101, for use after a contract is signed; use instead of "contract item," "contract pay item," or similar phrases.  Before a contract is signed, use "bid item."

Shop drawings  As defined in Section 101.  Shop drawings are a form of working drawings.
Quantity vs. Amount  Use "quantity" for material.  Use "amount" for money.

That vs. Which  "That" and "which" are often used as if they are interchangeable.  They are not.  "That" is properly used to introduce information or a phrase that is essential to the meaning of a sentence.  "Which" introduces information that is not essential to the meaning of a sentence.  If, without changing the meaning of the sentence, a comma can be placed before the word you want to use ("that or "which") the right word is "which." If a comma would change the meaning, the right word is "that."
Unless otherwise shown on the Plans Use as necessary for flexibility.  Example:  "If aggregate from local pit sources is used, the Contractor will adhere to all agreement stipulations including, but not limited to… repair or obliteration of haul roads … and fencing.  Payment to complete the agreement stipulations is incidental to other contract items, unless otherwise shown on the Plans."
Working Drawings  As defined in Section 101 and 105.
4.11.4
Hyphenation, Word Separation, and Standard Phrasing 
English changes over time and words that are commonly used together tend to migrate, first staying paired but separate, then finding frequent use with a linking hyphen, then joining eventually into a single word.

It can be hard to know where in this progression a word pair or phrase may be.  Some common combinations are shown below in the form they should be used in Standard Specifications.
	Hyphenated Words, Compound Words, Word Separation, and Standard Phrasing for use "Standard Specifications"

	Instead of …
	Use …

	&
	and

	air entraining
	air-entraining

	center line
	centerline

	cross section
	cross-section

	edge line
	edgeline

	guard rail
	guardrail

	high-early-strength
	high early strength

	pre-construction
	preconstruction

	right of way
	right-of-way

	steel wheel
	steel-wheel

	straight edge (the tool)
	straightedge

	sub-base
	subbase

	water reducing
	water-reducing

	work site
	worksite


4.11.5
Cross-references

Refer to Sections or subsections of Standard Specifications by number and title.  Capitalize the word "section." Capitalize the word ''subsection" when making a reference that includes the number; do not capitalize subsection when the number is not included in the reference.  Follow the number with a comma, and enclose the title in quotation marks.  Example:  Cure Precast concrete member according to Subsection 601-4.06, "Curing Concrete."
4.11.6
Mailing Address for Central Region AKDOT&PF
State of Alaska Department of Transportation and Public Facilities

P.O. Box 196900

Anchorage, AK 99502
Blank
APPENDIX A
Editing Symbols
Common editing symbols:
Examples:

(
Under a letter means make a capital letter.
provide subbase aggregate.


(
Add a space.
Add aspace here.

Add.
Water is to seed.


Take out.
Remove the the sand.


lc
Make a lowercase letter.
Remove the Sand.


Add a period.
Remove the sand


Add a comma.
Add aggregate, sand and water.

¶
Start a new paragraph.
¶ Aggregate is measured by the ton.
subsidiary





lc
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