CREATING A PROJECT SPECIAL PROVISION PACKAGE USING THE

CONSTRUCTION SPECIFICATIONS PAGE ON THE CDOT WEB SITE

This is one procedure for creating a special provision package using the documents on the Construction Specifications page of the CDOT web site.  There may be other and better procedures.  This procedure assumes that the user’s PC has Microsoft Word and a web browser such as Microsoft Internet Explorer.

To access the Construction Specifications page on CDOT’s internal site, go to the internal site (http://internal.dot.state.co.us/ ).  Then click on Construction Specifications under Engineering Design and Construction.

To access the Construction Specifications page on CDOT’s external site, go to the external site (http://www.dot.state.co.us/public/ ). Click on Business Communications.  Then click on Construction.  Then click on Construction Specifications.

To begin, open the spec package file as an MS Word document and access the Construction Specifications page on the CDOT web site.  Both windows must be active since you will be copying text from the web page documents to the spec package document.

Insert the appropriate special provision work sheets as follows:

1. Scroll down the web page to the list of special provision work sheets.

2. Click on the special provision to be added to open it in MS Word.  The first document will open slowly; subsequent documents will open faster.

3. In the Internet browser menu bar click on Edit.

4. In the pull down menu click on Select All.

5. Right click anywhere on the selected text.

6. In the pull down menu click Copy.

7. In the MS Word window click where you wish to insert the work sheet into the spec package file.

8. Click on the Paste icon.

9. In the Internet browser menu bar click on the Back arrow to close the work sheet and go back to the special provision list.

10. Repeat steps 2 through 9, inserting page breaks where appropriate, until you have inserted all needed work sheets.

Insert the appropriate sample project special provisions as follows:

11. Scroll up near the top of the web page.

12. Click on sample project special provisions to go to the list of project special provisions.

13. Follow steps 2 through 9 above  until you have inserted all needed sample project special provisions.

Notes:

1. Work sheets and sample special provisions are formatted as follows:  Top and bottom margins are 0.5 inch; left and right margins are 0.75 inch; default tabs are every 0.3 inch; font is 11 point Times New Roman.

2. Save your work frequently.

3. Other documents can be found on the construction specifications web page, including standard special provisions. Most are for information and are not intended to be incorporated into the project special provision package.  Do not modify standard special provisions for use as project special provisions without the concurrence of the Standards and Specifications Unit.

