Specifications Guide
· Introduction

The Appendix “A” defines the scope of AE services.  This Specification Guide further defines the specification services identified in the Appendix “A” and identifies the technical and submittal requirements for specification writers doing work for NAVFAC Atlantic.

· Communications

Direct communication with the NAVFAC Atlantic specification reviewers is encouraged.  If you have a question concerning a particular comment, contact your NAVFAC Atlantic reviewer. This may avoid re-submittal of plans and specifications due to a misunderstood comment.  The reviewer’s name, phone number and email address can be found on the comment sheets.  

· Specification Requirements

· General Requirements for the Preparation of Project Specification

The project specifications form a part of the contract documents.  Format and general instructions for the preparation of project specifications are provided in UFC 1-300-09N, Design Procedures.  Specifications are required to be in SpecsIntact system format, based on Unified Facilities Guide Specifications (UFGS), edited and supplemented to suit the particular project.  The specifications shall be as brief as possible, definitive, and free of ambiguities and omissions that might result in controversies and contractor claims for additional compensation.  Further information on the preparation of specifications is provided in the “Specification Preparation Manual” (SPM), which is available on the NAVFAC Atlantic Spec Support 
 page.  

· SpecsIntact System and CCB

The Construction Criteria Base (CCB), available through the National Institute of Building Sciences (NIBS), is an extensive database of construction-related standards, specifications, manuals, and other documents available on CD and DVD.  Information on obtaining subscriptions to the Construction Criteria Base (CCB) may be obtained from the following:



National Institute of Building Sciences


Attn CCB


1090 Vermont Avenue, NW, Suite 700


Washington DC 20005-4905


Telephone:  202-289-7800


Fax:  202-289-1092


Internet:  www.nibs.org


Email:  nibs@nibs.org
SpecsIntact is the word processing software used to edit the UFGS.  SpecsIntact is available on CCB, or it can be downloaded directly from the SpecsIntact website.

· Guide Specifications

Use guide specifications of the Unified Facilities Guide Specifications (UFGS) series in the preparation of project specifications.  The UFGS replaces the Navy and Army guide specification databases by combining these two databases into one.  The UFGS are available for viewing and download from the UFGS website.  Electronic copies of the UFGS are available on CCB and on the Internet as described herein.  Any hard copy required by the AE may be printed from either source.  NAVFAC Atlantic Regional Guide specifications are available on the Regional Guide Specifications page on the NAVFAC Criteria website.  These guides are also available on CCB.  Sample specifications developed by NAVFAC Atlantic are available on the NAVFAC Atlantic Spec Support page.  The AE shall carefully edit, modify, and supplement these sections and prepare additional sections in the same format to ensure they are coordinated with the project design.  The latest guides, the “UFGS” series, should be considered as standards for format where they differ from earlier guides.  

NOTE:  It is imperative that the AE discuss the UFGS and SpecsIntact with the Specifications Branch Head prior to beginning any specification preparation so that an agreement can be reached regarding the proper version of SpecsIntact and the UFGS to use for a specific project.  
· Interim Specification Revisions (ISR)

The Specifications and Cost Engineering Branch at NAVFAC Atlantic maintains a document known as the Interim Specification Revisions (ISR) which is published within the Specification Preparation Manual.  This document indicates changes required in specific Unified Facilities Guide Specification sections until such changes are incorporated in the master guide specifications.  It is mandatory that these changes be incorporated into all project specification sections. The “Specification Preparation Manual” (SPM) is available on the NAVFAC Atlantic Spec Support page.  

· Design Services

UFC 1-300-09N, Design Procedures, provides general policy and standards for design of Naval shore facilities, and requirements related to the development of drawings and specifications.  Adherence to the requirements of this UFC is mandatory.

· Proper Phraseology and Terminology for Contract Specifications

The project specifications are a part of the contractual agreement between the Government and the Contractor.  As with any legal document, terminology and phraseology are very important.  Use of similar though incorrect words or phrases can hold serious legal ramifications when a dispute arises between the two parties.  UFC 1-300-02, Unified Facilities, Guide Specifications (UFGS) Format Standard provides valuable guidance in this regard.

· Standard Plates, Sketches, and Details

Plates, sketches, boring logs, and details shall be provided on the drawings and not in the specifications.

· Bid Items (Additives and Options)

Bid items are not required if the project cost estimate is clearly within the funds available.  However, if the estimated construction cost exceeds the project budget, additive bid items or option items may need to be established by the AE in conjunction with the PM and the station in order to ensure that an award can be made within the available funds

In composing bid items, the “base bid” must provide a usable facility.  Work increments for additive bid items and option items should be selected which can logically be separated from the project without rendering the facility unusable.  It is intended that the “base bid”, together with all the bid items, will provide the maximum usable facility for the funds available.

· Additive Bid Items

Additive bid items shall be arranged such that the most essential portion of the work is added first.  Succeeding items are arranged in decreasing importance.  During evaluation of the bids, additive items are added to the base bid in the order listed.  As each additive item is added, a new bid price is computed and compared to the available funds.  As additive items are determined to be within the funds available they are added to the Contractor’s bid price.  If they are not within the funds available they are skipped.  Each additive bid item shall be independent of the others.

· Option Items

When funding is not available to cover certain portions of the work at the time of bid opening, but there exists a high probability of attaining the funding in the near future, option items provide a means to obtain and hold competitive bid prices for these items of work.  Typically, the bid price for the option item(s) is added to the base bid price to determine the low bidder.  Options need not be listed in a particular order.  They are executed individually at the Government’s discretion.  A time limit is given in the contract documents for the Government’s right to execute each option.  Use of options in construction contracts must be approved by the Contracting Officer prior to advertisement.  Option items and additive bid items shall not be mixed on a single construction contract.

The number of bid items and the estimated cost per item will depend upon the nature of the project.  There shall be no more than four bid items without specific approval of the Contracting Officer.  Each estimated additive increment should tend to approximate 2% to 10% of the estimated base bid. Bid items shall not be indicated on the drawings or referenced anywhere in the specifications without prior approval of NAVFAC Atlantic Specifications Branch.  Do not use the term “alternate” to represent bid items.  Do not use the term “base bid” to indicate items in the primary bid item.  Deductive bid items are not permitted.

· DesignBuild

For all DesignBuild (DB) projects, except EFA MED projects, use the format and content provided on the NAVFAC Design-Build

 website in the preparation of the DB Request For Proposal (RFP).  All necessary files are available for download from the website.  The website also offers tutorial information concerning the RFP format and content.  

· Combining Projects

There are times when it is advantageous for the Government to combine multiple designs into a single construction contract.  This can be done in one of two ways.  The projects can be combined early on in the design process such that a seamless set of plans and specifications are created.  The danger with this methodology is that the projects are very difficult to separate if funding, scheduling, or other problems arise.

The second, and generally preferred method, is to design the projects as if they were separate contracts.  To put the projects together, one construction contract number is selected and used on all drawings and the cover sheets of all specifications.  Each project has a separate technical specification (Divisions 02-16) with its own specification number.  A single “front end” (Divisions 00 and 01) is created for the combined project.  The benefit of combining by this method is that the projects can be easily separated if desired.

Contact the Specifications Branch for specific instructions and examples concerning the combination of projects if this contracting method is being considered.

· Post Design Services

· Amendments

After release of the contract documents, and prior to bid opening or receipt of proposals, formal changes to the solicitation are made by amendments.  Terminology and layout of amendments are of critical importance to ensure clarity of the final contract documents.  All amendments shall be coordinated through the Specifications Branch.  Amendments may be created in Word or in SpecsIntact.  Any full specification section, either new or replacement, shall be created in SpecsIntact. Amendments may include new or revise drawings.  These shall be prepared on standard NAVFAC Atlantic drawforms.  If sketches are required, obtain sketch templates form NAVFAC Atlantic.  Available are both a full size sketch sheet and an 8 ½” X 11” sketch page.  Amendments shall be provided both in electronic and in hard copy.  Prior to submittal of an amendment, contact the Specifications and Cost Engineering Branch to determine the number of the amendment.  The following sample amendment illustrates the format and terminology desired:

SAMPLE AMENDMENT

CONTINUATION SHEET

DIVISION 00 DOCUMENTS

DOCUMENT 00102 LIST OF DRAWINGS
1.2   CONTRACT DRAWINGS

NAVFAC Dwg. Nos. 4376950 and 4376951 are added to the list of drawings and accompany this amendment.

NAVFAC Dwg. Nos. 4376308, 4376309, 4376310, 4376311, 4376312, 4376313, 4376314, 4376315, and 4376316 are revised as of March 17, 1998.  These revised sheets accompany this amendment.

Sketches SK-05-97-7040-1 and SK-97-7040-2 are added to the list of drawings.  These sketches accompany this amendment.

On NAVFAC Dwg. No. 4376290 (T-1)

General Notes: Delete Note 1 in its entirety and replace with the following:  “1.  One lane of Williamsburg Road shall remain open at all times."

PROJECT TABLE OF CONTENTS

Section 02457, “Steel Sheet Piles”, is added to the Table of Contents and accompanies this amendment.

Delete sections 16050, 16303, and 16520 in their entirety and replace with Sections “16050X, Basic Electrical Materials and Methods”, “16303X, Underground Electrical Work”, and “16520X, Exterior Lighting”.  Sections 16050X, 16303X, and 16520X accompany this amendment.

DIVISION 01 GENERAL REQUIREMENTS

SECTION 01500 TEMPORARY FACILITIES AND CONTROLS

1.3  CONSTRUCTION SITE PLAN

Delete this paragraph in its entirety.

1.4  STORAGE AREAS

At the beginning of this paragraph add the following:  “Contractor shall be responsible for security of his own property.”

1.4.1  Storage in Existing Buildings

Delete this paragraph in its entirety and replace with the following:
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“1.4.1  Laydown Area

The enclosed site available for storage shall be located at the North side of the building near the Lobby’s North entrance.

1.4.2  Material Storage

The Contractor will be working in and around an occupied building.  The storage of materials unless approved by the Contracting Officer will not be allowed in the building.”

DIVISION 16 ELECTRICAL

SECTION 16402  INTERIOR DISTRIBUTION SYSTEM

2.2.1  Surface Non-metallic Raceway

After the text “snap cover type”, add “color shall be white.”

3.1.3.1  Workmanship

After this paragraph, add the following:

“3.2  FIELD QUALITY CONTROL

Furnish test equipment and personnel, and submit written copies of test results.  Give Contracting Officer five working days notice prior to each test.

3.2.1  Devices Subject to Manual Operation

Each device subject to manual operation shall be operated at least five times, demonstrating satisfactory operation five out of five times.”


-- End of Amendment –
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Change Orders

After contract award, changes to the contract documents are made by change order.  If prepared officially by the AE, the format of a change order is the same as an amendment with the exception of a different header on the first sheet and different footers.  Change orders may be created in Word or SpecsIntact.  Any full specification section, either new or replacement, shall be prepared in SpecsIntact.  See the previous paragraph, “Amendments”, for direction on drawings and sketches.  Change orders shall be submitted both in electronic and hard copy.  The following sample change order illustrates the format desired:

SAMPLE CHANGE ORDER


N62470-96-C-6042


NAVFAC


SPECIFICATION NO.


05966042

PROPOSED CHANGE

TACTICAL SUPPORT VAN PAD

AT THE

MARINE CORPS AIR STATION, NEW RIVER

JACKSONVILLE, NORTH CAROLINA

DIVISION 00  DOCUMENTS

DOCUMENT 00102   LIST OF DRAWINGS
1.2   CONTRACT DRAWINGS

On NAVFAC Dwg. No. 4369801 (C-15)
Van Pad Pavement Detail A/C12/C12:  Change “(5.2 Mpa FLEXURAL STRENGTH)” to read “(4481 kPa FLEXURAL STRENGTH)”.

DIVISION 02   SITE WORK

SECTION 02762   JOINTS, REINFORCEMENT, AND MOORING EYES IN CONCRETE PAVEMENTS
3.3.7   Dowel Assemblies

Delete the first sentence of this paragraph.


-- End of Proposed Change Order –
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 Design Submittals

· Submittal Requirements

UFC 1-300-09N, Design Procedures provides a complete list of submittal requirements for both Design-Build and Design-Bid-Build project design submittals.

· Responding to Review Comments

The AE is responsible for the resolution and incorporation of government comments into the project design.  At each submittal, previous review comments shall be returned with each comment addressed.  If the comment was incorporated into the design, a response shall so indicate.  If the comment was not incorporated, an explanation shall be provided for not doing so.  The NAVFAC Atlantic reviewer shall be contacted to discuss any comment that will not be incorporated, for whatever reason.

· 35% Design Development Submittal

Before starting work on project specifications, the AE personnel who prepare the project specification shall confer as necessary with the NAVFAC Atlantic Specifications Branch to ensure a clear understanding of current Government requirements.  All AEs starting their first project for NAVFAC Atlantic shall confer with the Specifications and Cost Engineering Branch before starting any work.  AEs shall obtain the document entitled “Specification Preparation Manual” (SPM) available on the NAVFAC Atlantic Spec Support
 page.  This document shall be thoroughly studied prior to the preparation of project specifications.
· 100% Prefinal Submittal

Specifications shall be prepared using the SpecsIntact software with the NAVFAC Atlantic guide specifications.  Do not translate to another software.  For the 100% submittal of the specification, marked specifications are not acceptable.  100% specifications shall be edited in SpecsIntact using the redlining feature and shall be submitted with this feature visible.  Follow the procedures in Chapter 3, “Instructions to A&E’s and Typists” in the SPM.  All specifications shall be bound in one single volume, if feasible.  A submittal register shall be provided with the 100% submittal.  A completed Project Information Form (PIF), available on the NAVFAC Atlantic Spec Support

 page, shall also be provided.
· Final Submittal

The final submittal to NAVFAC Atlantic shall include the previously marked specifications and/or comment sheets, the final specification in SpecsIntact format, the submittal register program, a final PIF, and the final specification in .pdf format ready for Electronic Bid Solicitation.  Scan all computer disks for viruses using commercial virus scanning software prior to submittal.  
· Environmental Submittal Requirements (Asbestos, Lead Containing Paint, PCB’s, Petroleum, etc.)

Many projects include special requirements due to the presence of environmentally sensitive materials.  As part of the AE contract, investigations are conducted to determine the presence, levels, and limits of sensitive materials.  Reports are then provided by the investigative firm and the information is used in the design of the project.  It is important for the Government to provide this information to the contractor as part of the contract documents.  Reports should be made part of the contract specifications by including them at the end of the appropriate specification section, i.e. the asbestos report would be placed at the end of Section 13281, “Engineering Control of Asbestos Containing Materials”.  If there is a question as to the logical location for a report within the specification, contact the head of the Civil/Structural/Environmental section of the Specifications Branch at (757) 322-4307.  As part of the final specification submittal, provide an electronic copy of all reports included in the specification either in Word or SpecsIntact.  This requirement is necessitated by NAVFAC Atlantic’s use of electronic bid sets for the release of all contract documents.

· Overseas Requirements

· Specifying Foreign Materials

For overseas projects (except Puerto Rico and Guantanamo Bay, Cuba) the “Buy American Act” does not apply.  Therefore, specifications shall be written to reflect the use of local materials, standards and codes, except that projects in Iceland and the Azores shall be specified using U.S. Standards.  The AE shall comply with the specific instructions provided in the Appendix “A” for each project.

· EFA Med

· General
Materials shall be specified using current local standards to the maximum extent possible.  U.S. Standards are allowable only under the following conditions:

1. Standard is recognized and used in the country in which the project is located.
2. Only U.S. products are acceptable for the item in question.
Use Section 01015, “Special Conditions for Projects in the Mediterranean Area,” which is available on CCB or from the UFGS website

.

· Design-Build
For Design-Build (DB) projects in the EFA MED area of responsibility, use the format and content provided on the NAVFAC Design-Build website in the preparation of the DB Request For Proposal (RFP), except as indicated herein.

Part 2 - Supplement the UFGS available on the NAVAC Design-Build website with region specific Division 01 sections from the Italian and Spanish specifications databases available on the NAVFAC Atlantic Spec Support

 page.

Part 3 – Use the Project Program template available on the NAVFAC Design-Build website.

Part 4 – Do not use Performance Technical Specifications from the NAVFAC Design-Build website.  These sections utilize U.S. industry standards.  Use Section 01958, Design-Build Criteria – EFA MED”, available on the NAVFAC Atlantic Spec Support

 page. 

Part 5 – See NAVFAC Design-Build website.

Part 6 – See NAVFAC Design-Build website.

· Italy
NAVFAC Atlantic has created a database of guide specifications for use in Italy.  The Italian Guide Specification (IGS) database is available on the NAVFAC Atlantic Spec Support

 page. 

AE shall make maximum use of the IGS database for Italian projects.  If the AE does not find needed sections in the database, the AE shall regionalize the current UFGS, incorporating all ISR changes.  

· Spain
NAVFAC Atlantic has compiled a database of sample specification sections from recent projects in Spain for use in the development of future Spanish project specifications.  The Spanish Sample Specifications (SSS) database is available on the NAVFAC Atlantic Spec Support

 page.  These are NOT guide specifications.  However, they do provide reasonably well-developed, regionalized specifications for use in the development of project specifications in Spain.  

AE shall make maximum use of the SSS database for Spanish projects.  If the AE does not find needed sections in the database, the AE shall regionalize the current UFGS, incorporating all ISR changes.  

· Azores

Use standard UFGS to create project specifications, except that electrical systems and equipment shall be specified for operation at European power and frequency.  AE shall regionalize the current UFGS specifications for electrical systems and equipment.  Contact the Specifications Branch at (757) 322-4303 for other sample specifications used in the Azores.  Section 01014, “Special Conditions for Azores Projects”, is available on the UFGS website
.  Section 00120, “Supplementary Instructions to Bidders”, is available on the NAVFAC Atlantic Spec Support
 page, and is required on all Azores projects.

· Iceland

Use standard UFGS to create project specifications.  Section 01013, “Special Conditions for Iceland”, is available on the UFGS website
.  Determine from the project manager if the project will be standard IPC negotiated, National Competitive Bid (NCB), or International Competitive Bid (ICB).  Contact the Specifications and Cost Engineering Branch for special requirements on NCB and ICB projects, and for sample specifications used in Iceland.

· England

AE shall use guide specification database provided by Public Works London.  AE shall coordinate with EFA MED project manager to obtain these guide specifications.

· Guantanamo Bay, Cuba

Use standard UFGS to create project specifications.  Section 01011, “Special Conditions for Guantanamo Bay”, is available on the UFGS website
.  Contact the Specifications Branch for sample specification sections used in Guantanamo Bay.

· Puerto Rico

Use standard UFGS to create project specifications.  Incorporate appropriate paragraphs in accordance with criteria notes in the guide specification sections.

PAGE  
2
November 2004


