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APPENDIX F INFORMATION HANDOUT COVER TEMPLATE 

See Link: http://des.onramp.dot.ca.gov/office-engineer/office-construction-contracting-
coordination-and-quality-program 
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APPENDIX G SPECIFICATION TOOLS AND GUIDANCE 

SPECIFICATION TEMPLATES 

The following 3 types of templates are used for specification development and 
processing: 

1. "Macros" template contains all of the macros (e.g., strike and hide text, insert 
SSP). 

2. "Normal" template is the customized global document template that contains 
the document settings (e.g., autocorrect, option settings). 

3. "SSP" template contains the standard document paragraph styles. 

Use the templates (and installation instructions) available at: 
(http://www.dot.ca.gov/hq/esc/oe/2010_specifications_templates.html) 
 

SPECIFICATION TEMPLATE GUIDES 

Specification template guides are documents created using the correct format and 
standard document paragraph styles. (Note: These guides do not replace the 
specification templates mentioned above. The templates must still be installed for 
specification work.) 

For assembling a special provision package, use the SP_TEMPLATE.docx 
template guide available at 
(http://des.onramp.dot.ca.gov/office-engineer/office-construction-contract-
standards) 

For specification development work, use the template guides available at 
(http://des.onramp.dot.ca.gov/office-engineer/office-construction-contract-
standards) 
 

SPECIFICATION EDITING 

When editing specifications, use the following editing standards for uniformity and 
to identify the individual responsible for an edit: 

 User·initials·are·“comment”·style.¶ 

 New·text·is·blue·and·underlined.¶ 

 Deleted·text·is·red with strikethrough. 

 Interpret the term "delete" in the instructions of the SP template and 

specifications as "strike and hide." 
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Do not use the Microsoft Word track changes function. 

Do not use hyperlinks, comments, highlighted text, fields (headers are okay), 
embedded pictures, or bullets. 

Check your document with hidden text turned on and turned off to ensure correct 
style and formatting in your document. 

See list of tools and guidance at the end of this appendix for additional editing 
information. 

SSP Editing by Specification Engineer or Owner 

Identification Commentary

District User Initials** 

(e.g., JAD**) 

A District specification writer identifies an edit by adding 
his or her initials and a double asterisk.  The identification 
precedes each edited paragraph.  Information about the 
edit is added after the identification.  For a large project 
that has many edits, adding the date of the edit is 
recommended. 

SOE User Initials## 

(e.g., JAD##) 

An SOE specification writer identifies an edit by adding 
his or her initials and a double pound.  The identification 
precedes each edited paragraph. 

Owner's first initial and last 
name** 

(e.g., J.Duncan**) 

An Owner identifies an edit by adding his or her first 
initial, last name, and a double asterisk.  The 
identification precedes each edited paragraph. 

NEW + User Initials** 

(e.g., NEW JAD**, NEW 
JAD ##, or NEW 
J.Duncan**) 

For adding a new section or subsection, add "NEW" to 
the beginning of the identification.  A new subsection 
typically has a subsection title.  For adding a new 
paragraph to an existing SSP, do not add "NEW" to the 
identification. 
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SSP Editing by DES-OE Reviewer 

Identification Commentary

DES-OE User Initials*** 

(e.g., JAD***) 

A DES-OE reviewer identifies an edit by adding his or her 
initials and a triple asterisk.  The identification precedes 
each edited paragraph. 

NEW +User Initials*** 

(e.g., NEW JAD***) 

For adding a new section or subsection, the DES-OE 
reviewer adds "NEW" to the beginning of the 
identification.  A new subsection typically has a 
subsection title.  For adding a new paragraph to an 
existing SSP, "NEW" is not added to the identification. 

ADDED + User Initials*** 

(e.g., ADDED JAD***) 

For adding a new SSP to the PS&E submittal, the DES-
OE reviewer adds "ADDED" to the beginning of the 
identification. 

UPDATED + User 
Initials*** 

(e.g., UPDATED JAD***) 

For updating the version of an SSP in the PS&E 
submittal, the DES-OE reviewer adds "UPDATED" to the 
beginning of the identification. 

DELETED+ User Initials*** 

(e.g., DELETED JAD***) 

For removing an SSP from the PS&E submittal, the DES-
OE reviewer adds "DELETED" to the beginning of the 
identification.  The entire SSP except the SSP No. and 
issue date are removed.  The identification is inserted 
before the SSP number. 

The following are examples of applying the editing standards mentioned above. 

Edit a paragraph: 
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Strike and hide a paragraph: 

Strike and hide a series of paragraphs: 

(Note: Do not strike and hide the 1st paragraph's instructions.) 
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Strike and hide rows in the middle of the table: 

(Note: Strike and hide the mark at the end of each row with each row.) 

 

 

Strike and hide the 1st or last row of the table: 

(Note: If the 1st row below the column headings is struck and hidden, the double 
line format of the bottom border of the column headings gets replaced by a single 
line format. If the last row of a table is struck and hidden, the last remaining row 
will lose its bottom border. Therefore, for these instances, the following steps must 
be performed.) 

1. Strike and hide the rows as shown above: 
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2. Highlight the struck and hidden rows and convert the rows to text by selecting
the command "Convert to Text" and separating the text using commas: 

3. The converted rows will have this format:

Strike and hide list items: 

(Note: Renumber the list after list items are struck and hidden.) 
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ADDITIONAL GUIDANCE 

Specification Style Guide 2010 
(http://dot.ca.gov/hq/esc/oe/construction_contract_standards/2010/Style_Guide_
2010-2015.pdf) 
 
Standard Editing for Specification Development and Processing 
(http://www.dot.ca.gov/hq/esc/oe/rtl/std_editing.pdf) 
 
Correcting Styles with the SSP Template 
(http://des.onramp.dot.ca.gov/office-engineer) 
 
NSSP Guidance for the 2010 Standards 
(http://www.dot.ca.gov/hq/esc/oe/2010/2010%20training/) 
 
Outline leveling 
 
(Includes information regarding erroneous TOCs caused by the use of document 
map feature of Microsoft Word.) 
(http://des.onramp.dot.ca.gov/office-engineer/office-construction-contract-
standards
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APPENDIX H STEPS IN PROCESSING INFORMAL BID CONTRACTS 

BEFORE SUBMITTAL TO DES-OE: 

1. If the Department deems that it is in the best interest of the State for the informal 
contract to include a same day award provision, the District must do the 
following before submittal of the project to DES-OE: 

1.1 

a. The District Director must make a request to Office of Business and 
Economic Opportunity (OBEO) and justify a "zero" DBE or DVBE goal. 

b. OBEO approves or denies the request. 

c. If approved, DES-OE will assign a "zero" goal. 

1.2 

a. The project manager through the Director's Order, requests the capital 
allocation be made through the G-11 process, CTC vote, or Maintenance. 

AFTER SUBMITTAL TO DES-OE: 

 

2. DES-OE Independent Quality Assurance (IQA) Engineers will not prepare a 
DCR memo. 

3. Informal Coordinator assigns the project. 

4. Informal Coordinator provides the "Informal Contract Tentative Schedule" to 
affected group. 

5. BEES is locked after receipt of the “Informal Contract Tentative Schedule.” See 
Step 24 for BEES processing through Contract Awards. 

6. Scheduling keys in the advertisement and bid opening dates in the Project 
Database after receipt of the “Informal Contract Tentative Schedule.” 

7. IQA Engineers process informal project to meet the "Informal Contract 
Tentative Schedule." 

8. IQA Engineers obtain project plans from Project Plans Unit (PPU).   

9. IQA Engineers copy District SSPs and supporting documentation from 
submittals folder on the OE Fileserver into their own working folder. 
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10. IQA Engineers review the District PS&E's conformance to Section 1.3.6 of the
CCD Guide and Section 6 of the RTL Certification. DCC will be developed from
this verification.

11. IQA Engineer post their comments in DCRD.

12. IQA Engineers key in DCC dates in the Project Database when all comments
have been posted. The latest of these dates is the actual DCC date.

13. IQA Engineers send the "Notification of DCC" memo to the District OE and the
personnel listed in the “Notification of DCC” memo.

14. The dates for "Notification of DCC" memo and DCC in the Project Database
should be the same.

15. District responds to the comments in the DCRD.  Every comment must have a
posted response. District will e-mail IQA Engineers and Informal Coordinator
when all responses are posted.

16. IQA Engineers verify that all responses are complete and incorporate the
revisions in the project plans, estimate and special provisions.

17. IQA Engineers resolve each completed comment thread in the DCRD.  The
resolution of comment/reply constitutes agreement that the issue is resolved.

18. IQA Engineers key in respective DR dates in the Project Database. The latest
of these dates will become the actual DR date.  Note:  DES-OE will not enter a
DR date until all comments are resolved, NSSPs approved, and district submits
applicable permits and agreements, PCE, electronic information handouts and
cross sections, RR clauses/memo, Right of Way Certification, Environmental
Certification, and PE seal sheets.

19. IQA Engineers will:

a. Incorporate the specialty project plan redlines and revised or added SSPs.

b. Provide the completed redlined project plans with the Index, Sheet Number
and Plans Approval date to PPU for delineating redlines.

20. After delineation, PPU will provide the IQA Engineers with a hardcopy for
verification (proofing) and for any green lines.  The final plans will be posted on
the advertised projects website.

21. IQA Engineers key in the DCR date in the database.  If the specialty engineers
are involved, the latest of the date becomes the actual DCR date.

22. If the District requests RTL certification, the Scheduling unit will be responsible
for RTL Certification and Project Database updates.
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23. The BEES will be processed: 

a. Contract Awards locks the BEES and sets the goals after receipt of the 
"Informal Contract Tentative Schedule.” This is pending Office of Federal 
Resources determination of whether the contract will be "NO FED AID" or 
Federally funded. 

b. Contract Awards provides a copy of the estimate to the IQA Engineer. 

c. IQA Engineers redline the provided copy per review of the PS&E.  IQA 
Engineers to contact the Informal Coordinator if there are major revisions to 
the estimate.  The IQA Engineer is the Task Manager for the completed red-
lined estimate. 

d. IQA Engineer puts red-lined estimate in the "Estimate box" in Contract 
Awards no later than 2 days before project is "due to typing."  Contract 
Awards will assign one time item codes, and do other tasks as required. 

e. Contract Awards gives back the estimate with the one item time codes 
indicated in the BEES to the IQA Engineer 1 day before the project is "due 
to typing."  This is the so-called "Green-lined BEES." 

f. IQA Engineers proof the "Green-lined BEES" and returns to the "Estimate 
box" in Contract Awards. 

g. Contract Awards gives the original "Green-lined BEES" to BBAU on the day 
it is “due to typing.”  This will be the final and tagged copy in the Job File. 

24. IQA Engineer places the SSPs, PE Seals, XS, Contractor list, and IH (if 
applicable) in the "Informal" folder in the "Due to Typing" folder.  IQA Engineer 
sends an e-mail to "DES-OE Addenda" with a cc to the Informal Coordinator. 
This email informs BBAU that an informal contract documents has been placed 
in the due to typing folder. 

25. BBAU e-mails the Notice to Bidders and Special Provisions (NTB&SP) and Bid 
Books to the Informal Coordinator for editing. 

26. Informal Coordinator edits the NTB&SP and Bid Books and returns back to 
BBAU. 

27. BBAU incorporates the edits, prints the books and gives to the IQA Engineer 
to proof read. BBAU will also give the "Green-lined BEES" to the IQA Engineer. 

28. IQA Engineers proof the ”Green-lined BEES,” NTB&SP and Bid Books, make 
revisions and return back to BBAU. All revisions to the “Green-lined BEES” 
must go back to Contract Awards for incorporation; otherwise the BEES system 
will have errors. 
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29. BBAU incorporates revisions and prints a final copy. BBAU gives the hard copy
of the final NTB&SP and Bid Books to the IQA Engineer.

30. IQA Engineer provides the following documents to BBAU for electronic
advertisement:

a. Final Notice to Bidders and Special Provisions

b. Final Bid Book

c. IH if applicable (will be handled by BBAU as provided in Step 25)

d. Project plans

e. List of contacted contractors

31. BBAU posts the following electronic documents:

a. Notice to Bidders and Special Provisions

b. Project plans

c. Information Handout, if applicable

d. Federal Wages, if federal aid project

e. Cross sections, if provided

32. BBAU will email the Final Bid Book to the List of contacted contractors.

33. Project is advertised.

34. Scheduling will:

a. Pull the Bid Items List from the "Weekly-Estimate" in the "Informal" folder
located at (\\Stfmcaddm02\hqoevol\BBU Adden Prep) 

b. Post the Bid Items List in the Advertised Projects Website

35. If an addendum is requested, follow the procedures in the addendum manual.

36. Informal project bids are opened and the contract is awarded to the lowest
responsible bidder on the same day or within 10 days of bid opening depending
on the requirements of the provisions.




