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WHO IS CONSPECTUS?

Conspectus, Inc. is a national specification consultancy, 
employing 16 specifiers, providing high quality, industry-
leading specifications and related consulting services on 
thousands of projects for some of the most prestigious 
design and engineering firms, government agencies, and 
private entities domestically and internationally.
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• No CDT ® certification - highly advisable to also read 

Project Delivery Practice Guide (PDPG).

• Yes CDT ® certification - brush up on the PDPG.

• Exam is based on CSI® Construction Specifications 

Practice Guide (CSPG) content and may not always reflect 

the real world; we will note items which may not align.

• Those who wrote the CSPG are not the same as the exam 

writers; study guides have divided the source material -

read the entire book.

• We encourage interaction in the chat and will also provide 

time for Q&A at the end of each session.

GENERAL FYI

CONSTRUCTION SPECIFICATION WRITING

ITEMS TO NOTE



Conspectus, Inc. is a registered provider of AIA-approved continuing education under Provider Number 40103229. All registered AIA CES Providers 

must comply with the AIA Standards for Continuing Education Programs. Any questions or concerns about this provider or this l earning program may 

be sent to AIA CES (cessupport@aia.org or (800) AIA 3837, Option 3).

This learning program is registered with AIA CES for continuing professional education. As such, it does not include content that may be deemed or 

construed to be an approval or endorsement by the AIA of any material of construction or any method or manner of handling, us ing, distributing, or 

dealing in any material or product. AIA continuing education credit has been reviewed and approved by AIA CES. Learners must complete the entire 

learning program to receive continuing education credit. 

AIA continuing education Learning Units earned upon completion of this course will be reported to AIA CES for AIA members. Ce rtificates of 

Completion for both AIA members and non-AIA members are available upon request.
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AIA Continuing Education



Construction Specification Writing Session 5: 

Production – Part Two

AIA LO1

AIA LO3

AIA LO2

AIA LO4

Discover how clarity and 

minimizing conflicts by aligning 

drawings and specifications into 

a cohesive set of contract 

documents can reduce barriers 

and miscommunication during 

construction, resulting in better 

projects for Owners, occupants, 

and communities

Review the procurement and 

contracting requirements, vital 

for administering the 

construction contract correctly 

as the Owner’s representative to 

provide the best results for 

future occupants.

Organize project documents 

according to CSI formats, 

prepare for publication and 

distribution of contract and 

procurement documents.

Translate design narratives and 

graphic information from drawings 

into 3-part technical specification 

text and learn how to develop specs 

throughout design phases to 

capture and convey project 

decisions which are not easily 

conveyable in drawings, including 

levels of quality and testing for 

materials and assemblies required 

for code compliance and meeting 

performance goals- which all 

directly affect the safety, health and 

well-being of inhabitants.



6A

6B

6D

6E

6J

6K

6L

COMPETENCIES

CONSTRUCTION SPECIFICATION WRITING

Develop outline specifications and project manuals.

Translate design narratives into specifications (e.g. 

UniFormat®  to MasterFormat ®).

Translate graphic info presented in drawings into succinct 

written form.

Review the procurement and contracting requirements.

Organize project documents according to CSI formats.

Prepare documents for publication and distribution.

Archive electronic files for version control.

 

DOMAIN 6:
PRODUCTION – PART TWO



PRODUCTION

“In all instances, someone by choice or 

assignment assumes the specifier’s 

role and becomes responsible for 

assembling the project specifications. 

Like architectural designers, some of 

these specifiers may find that they 

have a predilection for writing 

specifications proficiently.”

     -CSPG

CONSTRUCTION SPECIFICATION WRITING



PRODUCTION

COMPETENCY 6A

CONSTRUCTION SPECIFICATION WRITING

LO1

LO2

LO3

LEARNING 

OBJECTIVES

Identify the types and sources of information needed to 

begin writing specification sections. 

List common methods of assembling and recording 

specification information.

Convert full-length or shortform master guide 

specifications into outline specifications.

Develop outline specifications and project manuals.



Production

COMPETENCY 6A | LO #1

Type 1: Information regarding the specific project requirements:

CSPG REF: 11.2.2

Gathering Info

• Owner specific requirements:

• Mandatory products.

• Standard forms and details.

• Designation of a green building rating system and target goals.

• Owner’s intent to use FM Global to insure the structure.

• A/E design team drawings.

• Spec notebook or checklist with recorded product selections.

• Preliminary project description (PPD) or outline specification.

• Detailed cost estimate.

• Public project government request for proposal, with amendments and attachments.

• Applicable laws and building codes.



Production

COMPETENCY 6A | LO #1

Type 2: Reference materials about products and construction methods applicable to the 

specification section:  

CSPG REF: 11.2.2

Gathering Info

• Manufacturer info: Product data, guide specs, binders, catalogs.

• Reference material published by trade associations of mfrs, fabricators, and installers.

• Reference standards from trade associations, govt agencies, and national standards 

associations- ASTM, ANSI.

• Info from technical and professional societies- AIA, ASCE, ASME, ASHRAE, CSI, NSPE.

• Commercial master guide specs.

• Product representatives.

• Information from contractors, subcontractors, and special consultants.

• Personal experience of project team members.

• Specifications for similar projects/products/methods.

• Caution: Reference only; check mfrs/products, reference standards, and codes.

ASK!!!



Production

COMPETENCY 6A | LO #1

Trusted advisors! 

CSPG REF: 11.2.2

Product Reps

• Understand work of other trades that 

affects installation and performance.

• Identify related reference standards.

• Describe related work.

• Assist in determining system, assembly, 

product options and accessories.

• Identify modifications necessary to 

integrate system or product into project.

• Answer questions concerning delivery, 

storage, and handling.

• Explain installation procedures.

• Explain product and system installations.

• Identify required certifications.

• Discuss requirements for field quality 

control.

• Answer questions regarding composition 

and manufacturing processes.

• Provide a guide specification.

• Provide info on codes and regulations.

• Assist in obtaining AHJ approval.

• Provide product samples.

• Provide CAD drawings.

• Provide BIM Objects.



Production

COMPETENCY 6A | LO #2

Common methods:

CSPG REF: 11.3 and Fig 11.2

Recording Information

• Notes or Email Memoranda (Figure 11.2).

• Meetings minutes.

• Product Notebook.

• Folder of cut sheets.

• Specification Checklists (Figure 11.3).

• Specification Worksheets.

• Preliminary Project Description (PPD).

• Outline Specifications.



Production

COMPETENCY 6A | LO #2

CSPG REF: Fig. 11.3

Specification Checklist



Production

COMPETENCY 6A | LO #3

CSPG REF: 12.1.7

Converting Full-Length or Shortform to 
Outline Specifications

• Discard most of PART 1—GENERAL and 

PART 3—EXECUTION requirements. 

Maintain only unique items that add cost:

• Mock-ups, installation warranties.

• Contractor-provided field quality 

control testing.

• Remove typical reference standards.

• Condense text using streamlining 

techniques. Eliminate text not driving   

cost or schedule.

• Focus on PART 2—PRODUCTS. Retain 

content directly applicable to materials, 

products, and manufacturers (when 

known).

• Only info required to establish basic 

product and installation quality.

• Special fabrication or workmanship.

• Include special or custom finishes.

• Unique reference standards.

CSI provides no standard format for outline specifications.



Production

COMPETENCY 6A | LO #3

CSPG REF: 12.1.7

Streamlining

Subject first, keywords for quick reference:

• Adhesive: Spread with notched trowel.

• Equipment: Install plumb and level.

• Portland Cement: ASTM C150, Type 1.

• Aggregate: ASTM C33.

• Air-Entraining Agent: More-Air Brand, 

More-X Manufacturing Company.

Can include explanatory statement in 

Division 01 or supplementary conditions:

• These specifications are written using 

imperative mood and streamlined form. 

The imperative language is directed to 

Contractor unless expressly noted 

otherwise. The words “shall,” “shall be,” 

and “shall comply with,” as applicable 

to context, are included by inference 

where a colon (:) is used within 

sentences or phrases.



PRODUCTION

COMPETENCY 6B

CONSTRUCTION SPECIFICATION WRITING

LO1
LEARNING 

OBJECTIVES

Convert construction information from UniFormat® to 

MasterFormat®.

Translate design narratives into specifications (e.g. UniFormat® to 
MasterFormat®).



Production

COMPETENCY 6B | LO #1

UniFormat® provides a cross-reference to MasterFormat® Level 1 and 2 numbers.

REF: Appendix D

Translating UniFormat® to MasterFormat ®



Production

COMPETENCY 6B | LO #1

CSPG REF: 15.5.1 

Translating UniFormat® to MasterFormat ®

Uniformat®

B2010.40

Fabricated Exterior Wall Assemblies

• Curtainwall system, aluminum-framed 

entrances with panic hardware and      

low-E insulated glazing.

MasterFormat®

Level 2:

• 08 44 00 Curtain Wall and Glazed 

Assemblies.

Level 3 numbers and titles:

• 08 44 13 Glazed Aluminum Curtain Walls.

• 08 42 13 Aluminum-Framed Entrances.

• 08 71 00 Door Hardware.

• 08 80 00 Glazing.



Production Ref: Conspectus blog and podcast!

UniFormat® to 
Masterformat ®
Bonus Info!



PRODUCTION

COMPETENCY 6D

CONSTRUCTION SPECIFICATION WRITING

LO1

LO2

LEARNING 

OBJECTIVES

Outline the production process for developing 

specifications by extracting information about the 

project design as expressed in the drawings.

Recognize the importance of making the drawings and 

specifications complimentary.

Translate graphic information presented in drawings into succinct 
written form.



Production

COMPETENCY 6D | LO #1

Specs can be developed many ways:

CSPG REF: 11.2 

Spec Development Process

• Small firm.  (Principal)

• Medium firm.  (Full-time specifier)

• Large firm.  (Specifications department)

• Project team with 1 person coordinating/writing.

• Independent specification consultants.

• Project-by-project basis or all.

• Building product manufacturer specs.

• Door hardware, elevators, curtainwall.

• Require thorough review and editing.

• Remove proprietary information (not permitted for govt/public projects).

• Online building product services offer free outline and short-form specs from a checklist.

TIP! Look out for:

• Means and methods

• Language not for Contractor



Production

COMPETENCY 6D | LO #1

Spec Development Process

Dwgs indicate ACM-1: Manufacturer Name, Spectra Ocean



Production

COMPETENCY 6G | LO #2

Spec development requires close coordination with drawings as they are developed.

Regardless of who writes the specification sections or how they are developed, 

products must be:

• Researched.

• Selected.

• Evaluated.

• Coordinated with other products.

• Specified consistently and clearly.

• Coordinated with the drawings.

CSPG REF: 11.2.1

Complimentary Contract Documents



PRODUCTION

COMPETENCY 6E

CONSTRUCTION SPECIFICATION WRITING

LO1
LEARNING 

OBJECTIVES

Compile the procurement and contracting requirements 

into the project manual.

Review the procurement and contracting requirements.



Production

COMPETENCY 6E | LO #1

Procurement and Contracting Requirements

CSPG REF: Figure 11.1



Production

COMPETENCY 6E | LO #1

Procurement and Contracting Requirements

CSPG REF: Figure 11.1



PRODUCTION

COMPETENCY 6J

CONSTRUCTION SPECIFICATION WRITING

LO1
LEARNING 

OBJECTIVES

Summarize the intended use for CSI standards and 

formats.

Organize project documents according to CSI formats.



Production

COMPETENCY 6J | LO #1

CSI formats give order to specifications.

CSPG REF: Fig 13.1

Formats, Formats, Formats

• OmniClass® - Org info used by AEC

• Uniformat® - Org by functional elements

• PPDFormat® - Org prelim project description

• MasterFormat® - Org by work results

• SectionFormat® - Org section by 3 parts

• PageFormat® - Org page layout of sections



Production

COMPETENCY 6J | LO #1

• Table 11—Construction Entities by Function

• Table 12—Spaces by Function

• Table 13—Construction Entities by Form

• Table 14—Spaces by Form

• Table 21—Elements

• Table 22—Work Results

• Table 23—Products

• Table 31—Phases

• Table 32—Services

• Table 33—Disciplines

• Table 34—Organizational Roles

• Table 35—Process Aids

• Table 41—Information

• Table 42—Materials

• Table 49—Properties

CSPG REF: 13.3

OmniClass®



Production

COMPETENCY 6J | LO #1

Nine Level 1 categories:

CSPG REF: 13.4.1 and Appendix D

UniFormat®

• Project Description.

• A Substructure.

• B Shell.

• C Interiors.

• D Services.

• E Equipment and Furnishings.

• F Special Construction and Demolition.

• G Building Sitework.

• Z General.

Level 1 A    SUBSTRUCTURE

Level 2 A10    Foundations

Level 3 A1010   Standard Foundations

Level 4 A1010.10   Wall Foundations

Level 5  A1010.10.CF, or  Continuous Footing 

 A1010.10.03 30 00

Numbering system:



Production

COMPETENCY 6J | LO #1

REF: PPDFormat® Appendix (not in CSPG)

PPDFormat®



Production

COMPETENCY 6J | LO #1

REF: Appendix C

MasterFormat®



Production

COMPETENCY 6J | LO #1

REF: Fig 13.2 and Appendix E

SectionFormat®



Production

COMPETENCY 6J | LO #1

REF: Appendix E Fig PF-2a 

PageFormat®



Production

COMPETENCY 6J | LO #1

REF: Fig PF-1a and PF-4a PageFormat®

PageFormat®



PRODUCTION

COMPETENCY 6K

CONSTRUCTION SPECIFICATION WRITING

LO1
LEARNING 

OBJECTIVES

Outline a process for the final publication and 

distribution of the project manual.

Prepare documents for publication and distribution.



Production

COMPETENCY 6K | LO #1

• When no further substantial changes in content are expected…

• Final preparation = Processing edited content into a final draft of the project manual. 

• For final review and subsequent revision and publishing.

• Coordinated header/footer with consultants.

• Physical printing rare.

• Volumes recommended:

• Over 700 pages.

• Addenda and modifications.

• Multiple-prime contracts.

• Cross-checking sections with the table of contents for quality control.

CSPG REF: 11.11

Publication and Distribution



Production

COMPETENCY 6K | LO #1

Inclusion of Agreement and Conditions of the Contract into Project Manual

• Avoid including the agreement by reference only.

• More appropriate to include the actual agreement forms in the project manual.

• Referencing an incorrect or outdated form is eliminated if bound into the project manual.

• Include the conditions of the contract (general and supplementary conditions) along with 

the agreement.

• Note: AIA documents are under copyright by subscription holders.

CSPG REF: 11.11

Publication and Distribution



Production

COMPETENCY 6K | LO #1

• Final Owner review and revisions.

• Publish final documents.

• Bookmarked pdf file.

• Prints:

• Procurement.

• Funding approvals by financial institutions. 

• Distribute:

• All project team members.

• Regulatory agencies for permit.

• Public projects- plan rooms.

CSPG REF: 11.11

Publication and Distribution



PRODUCTION

COMPETENCY 6L

CONSTRUCTION SPECIFICATION WRITING

LO1
LEARNING 

OBJECTIVES

Maintain a project manual revision log.

Archive electronic files for version control.



Production

COMPETENCY 6I | LO #1

Revisions distributed and archived:

• Neutral format (PDF) or cloud-based posting.

• Consistent file naming protocol for version control:

• yyyy-mm-dd (ISO 8601).

• Security features to prevent modifications.

• Revision log:

• Project info.

• Spec section number and title.

• Brief description of  changes.

• Items to update in office master guide specs to capture lessons learned.

CSPG REF: 15.2

Archiving and Version Control



COMPETENCIES

CONSTRUCTION SPECIFICATION WRITING

RECAP: PRODUCTION – PART TWO

6A

6B

6D

6E

6J

6K

6L

Develop outline specifications and project manuals.

Translate design narratives into specification (e.g. 

UniFormat® to MasterFormat®).

Translate graphic info presented in drawings into succinct 

written form.

Review the procurement and contracting requirements.

Organize project documents according to CSI formats.

Prepare documents for publication and distribution.

Archive electronic files for version control.

 



CONSTRUCTION SPECIFICATION WRITING

Procurement, Contracting, 
& General Requirements

October 24 

No session October 17.

Will we see you at CSI National?



609.628.2390

mfontenot@conspectusinc.com

https://www.conspectusinc.com/

Questions about CEs and recordings:

tmontone@conspectusinc.com

CONTACT US
Melody Fontenot, CCS®

CONSTRUCTION SPECIFICATION WRITING

QUESTIONS?

https://www.conspectusinc.com/


THANK YOU

CONSTRUCTION SPECIFICATION WRITING
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