CHAPTER 1
INTERIORS PROJECTS

In response to market demands, commercial interiors professionals have devel-
oped creative solutions for increased flexibility. To support the turnover in ten-
ant space, the building shell (exterior) and core (shared service space) have
evolved as separate from the office floors they support. This separation of base
building from leased space continues to meet today’s requirements.

Up to the 1950s, adapting office space to suit a tenant’s needs involved lit-
tle more than putting a fresh coat of paint on the walls of existing offices. Today,
speculative office building interiors are designed with maximum flexibility,
anticipating the wide range of tenants that will inhabit them. Each space is then
adapted, or built out, to suit its tenant.

Contemporary base buildings incorporate sophisticated floor duct systems
for routing utility wires to free-standing workstations; floor-to-ceiling partitions
are no longer required to act as chases for electrical wire or data cable. Movable
and demountable partition systems are available as replacements for con-
structed gypsum board walls. Moreover, the use of systems furniture offers an
even easier solution to the problem of relocating walls without downtime or the
creation of construction debris.

The separation of base building and infill can be traced through a series of
technologic and economic events. As the economy developed, technology and
the interior design profession responded with solutions.
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The commercial office building shell and core, which include essential services,
such as the heating, ventilating, and air conditioning (HVAC) system, elevators,
and toilet rooms, is commonly referred to as the base building. Tenant
improvements are those materials and constructions that form the infill
responding to the tenant’s needs that are not part of the base building.

The base building standard, or building standard, is a package of typical
tenant improvements provided by, and sometimes required by, the landlord. By
standardizing such building components as suite entry doors, suite signage,
lighting fixtures, and window treatments, the landlord can maintain coherence
in design and consistency in maintenance routines throughout the building. The
designation above base building standard refers to items that are not
included in the base building standard. These usually exceed the base building
standard in quality or quantity.

A significant point of negotiation between a leasing agent (or property
manager) and a prospective tenant is determining who will pay for construction
costs for building out the tenant’s space. Usually, there is a tenant improve-
ment allowance to cover standard items that will be installed at no cost to the
tenant. The quantity of tenant improvements is usually described per square
foot of rentable space: for instance, one telephone jack for every 125 sq ft (10
sq m) leased, one door every 300 sq ft (30 sq m), and so on. If such a quanti-
tative approach is not used, the allowance may be stated as a certain amount of
money to be provided by the owner per square foot of leased space.

The Lease and the Work Letter

A lease is an agreement between the property owner and the tenant. It gives
the tenant the right to the exclusive use and occupancy of a specified space for
a stated period of time in return for a stipulated rent. Virtually every lease pro-
vision is subject to negotiation.

There are standard improvements that landlords provide to tenants as part
of the rental rate. The document that describes these improvements to the
rented space is the work letter, which is attached to and becomes part of the
lease. The quantity and quality of the materials or construction are described in
the work letter (Figure 1.8). The lease and attached work letter are frequently
the subject of intense negotiation.

There are about a dozen different methods of measuring commercial office space
in current use. All methods make similar distinctions between gross area, usable
area, and rentable area, but they differ in how these areas are calculated. Gen-
erally, the gross area is the floor area construction, the rentable area is the
revenue-producing floor area, and usable areas are those that are occupiable.
The building gross area, defined as the “construction area” by the Build-
ing Owners and Managers Association (BOMA), is the floor area within the exte-
rior face of the building including the thickness of the exterior wall. It is the total
constructed space. This measurement is used in evaluating building efficiency
and comparing the construction costs of various projects. The floor area that the
tenant pays rent on is the rentable area, usually defined as the interior floor
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Building Standard Work Letter for Garden Court Towers

The following tenant work shall be provided by and at the expense of the
landlord and included in the stated base rent:

1) Standard interior partitions—One lineal foot consisting of steel
studs, 4” in gypsum wallboard on each side to ceiling height, taped
and spackled for every 10 square feet leased.

2) Standard demising partitions—One lineal foot for every 60 square
feet leased.

3) Standard interior doors with frame and hardware—One for every
400 square feet leased.

4) Standard corridor doors with frame and hardware—One for every
1,200 square feet.

5) Standard acoustical ceiling—Exposed grid suspended system
with 2" by 2" acoustical lay-in regular tiles throughout the demised
premises.

6) Standard recessed lighting fixtures—One for every 80 square feet

leased.

Duplex electrical outlets—One for every 120 square feet leased.

Light switches—One for every 200 square feet leased.

Telephone outlets—One for every 200 square feet leased.

Wall finishes—One prime coat and 2 coats building standard latex

paint. Colors shall be selected by the Tenant from building standard

selections, allowing one color per room and up to three colors per
suite.

11) Venetian blinds—One standard 1-inch slat, furnished and installed

at all windows.

12) Flooring—Building standard carpet or vinyl throughout. Color shall

be selected by Tenant from building standard samples.

13) Suite entry identification—Plaque for each Tenant indicating suite

number and firm name. Standard lettering and design shall be used
throughout the building.

Lexe

FIGURE 1.8 Sample work letter.

area excluding vertical penetrations through the floor (e.g., air shafts, elevators,
and stairways). This measurement is used to determine the income-producing
capability of a building. The usable area is the floor area that is inhabitable by
the tenant. This measurement is used in planning and designing the space.

It is critical to understand which method is used for a particular project. The
method of measurement determines the rental rate agreed to in the lease and
often affects the provisions of the work letter. Square footage calculations fre-
quently form the basis of the designer’s fee. American National Standards Insti-
tute (ANSI) Z65.1, Standard Method for Measuring Floor Areas in Qffice
Buildings, commonly known as the “BOMA method,” is widely accepted in
commercial real estate. The International Facility Management Association
(IFMA) measurements and classifications are consistent with the BOMA
method but describe some tenant-oriented measurements in greater detail.
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Contract Documents for Commercial and Residential Interiors
Commercial Interiors

The contract documents describe the proposed construction or furniture, fur-
nishings, and equipment (FF&E) installation. They include the written (specifi-
cations) and the graphic (drawings) documentation that communicate the
design of the project. There are two sets of contract documents that a designer
must prepare for a complete commercial interiors project (Figure 1.9):

The construction contract documents
The furniture, furnishings, and equipment (FF&E) contract documents

Table 1.1 provides a comparison of the phases of a construction contract and
FF&E contract from predesign through contract administration.

Residential Interiors

The contract documents for a complete residential project are similar to those for
a commercial project, but they may not include construction documents. If the
designer acts as a vendor, typically their compensation is based on a percentage
of the FF&E cost (for example, a designer who works in a textile showroom) or
construction material costs (for example, a designer who works in a ceramic tile
showroom). Other designers may charge a fee for their design services, typically
based on an hourly rate.

The Contract for Commercial Construction

The agreement between the owner and the construction contractor is the con-
tract for construction (Figure 1.10). The construction contractor’s responsibili-
ties are described in American Institute of Architects (AIA) A201 7he General
Conditions ¢of the Contract_for Construction. The construction contractor is
responsible for supervising and directing the construction of the project. This
includes providing labor, materials, equipment, tools, water, heat, utilities, and
other facilities and safety features. The construction contractor employs the var-
ious trades required to accomplish the work of the contract or makes agreements
with subcontractors. The work of these specialty contractors, such as electri-
cians, plumbers, painters, carpenters, and carpet installers, is coordinated by the
general contractor.

In addition to orchestrating various construction activities, construction con-
tractors perform a variety of administrative tasks. The general contractor is usu-
ally responsible for securing and paying for the building permit and other permits
required for completion of the project. He or she is usually responsible for the
preparation of a construction schedule and must prepare and submit shop draw-
ings and samples for the architect’s approval. Shop drawings illustrate specific
situations or details of a project. They are prepared by the construction contractor,
one of the subcontractors, or the product manufacturer or supplier and submitted
to the designer. Samples are examples of the materials or workmanship; they are
used to verify selections and to establish standards by which the completed work
will be judged. Shop drawings and samples are not contract documents. They are
submitted to demonstrate the way in which the construction contractor intends to
accomplish the design expressed by the contract documents.






TABLE 1.1

Comparison of Construction Contract and FF&E Contract by Project Phase

FF&E or
Construction Contract Construction
for Interiors FF&E Contract Designer Tenant Contractor
Predesign
Programming P A
Select Building Not Applicable R P
Work Letter/Lease Negotiation Space Planning or Test Layouts P R,A
Site Survey FF&E Inventory P
Building Standards Work Station Standards R
Schematic Design
Conceptual Design P A
Initial Plans P A
Conceptual Elevations P A
Outline Specifications P A
Consultant Coordination Consultant Coordination P
Acoustical Planting (interior landscaping)
Electrical Signage
Mechanical Furniture Project Manager
Structural
Preliminary Pricing P R,A
Meetings/Presentation P R,A
Design Development
Not Applicable Research FF&E P R,A
Construct Mockups Install Mockups/Manufacturer R,A A P
Presentation
Definitive Construction Documents Definitive FF&E Documents P R,A
Definitive Construction Specifications Definitive FF&E Specifications P R,A
Develop Budget for Construction Develop Budget for FF&E R P
Contract Documents
Final Construction Drawings Final FF&E Drawings P R,A
Final Construction Specifications Final FF&E Specifications P R,A
Prepare Bid Documents Prepare Bid Documents P R,A R

Unit Prices (adjustment to con-
tract made by change order
during contract administration)
—These prices are deter-
mined by bidder.

Alternates (options that are
priced separately)—Alternates
are accepted by tenant.

Allowances (monies reserved in
contract)—Tenant allows for
work not determined at time
of bid.

Unit Prices—Bids are itemized
as unit prices. Cost per item is
determined by contractor’s
discounted price.

Alternates—Less commonly
used. Costs are known during
design phase and are factor in
item selection.

Allowances—Less commonly
used. Tenant can use
allowances for budgeting
purposes.
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TABLE 1-1 (continued)

FF&E or
Construction Contract Construction
for Interiors FF&E Contract Designer Tenant Contractor
Bidding Or Negotiation
Prequalification of Bidders A
Issue Addenda P A R
Receive Bids R PA
Bid Review/Analysis P R
Confirm Performance Bond P
Confirm Insurance P
Award Contracts R P
Submit Construction Schedule | Submit P.O. Tracking Report R P
Contract Administration
Construction Installation
Determine Deposits/Orders for Long | Determine Deposits for FF&E Orders R P
Lead Items
Set Up Temporary Facilities Determine Staging Area A P
Project Coordination Contractor Project Coordination R P
responsible for sub-contractors. (Tenant coordinates FF&E con-
tractors and their work with con-
struction contractor.)
Construction Meetings Job Progress Meetings R,A A P
Submittal Review R,A P
Review Project Progress P A
Product Substitutions (Typically not permitted. Contractor R,A A p
Proposed by contractor. points out reason why substitution
must be made. Designer proposes
substitute to tenant.)
Authorize Payments P.0.’s may not be submitted to R,A P
Designer for approval
Issue Certificates of Payments Tenant pays P.O. invoice R,A P
Contract Document Revision P A
Issue Change Orders Issue, revise, or cancel P.O.’s R,A A P
Determine Substantial Completion Tenant pays P.O. invoice A P
Not Applicable P.0. Coordination R,A P
Prepare Punchlist P A R
Not Applicable Move Coordination P A
Determine Final Completion Tenant pays final P.O. invoice A P

P=Performs task; R=Reviews; A=Approves.

Source: Reproduced with permission of the American Institute of Architects, Washington, D.C.
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With few exceptions, such as when goods are picked up by the buyer (see
UCC Article 2 [Abridged], Appendix D), whoever has title to the goods bears the
risk of their being lost, stolen, damaged, or destroyed. The risk of loss is com-
monly indicated by the abbreviation “F.0.B.” The UCC defines F.O.B. as “free on
board” (UCC 2-319). F.O.B. at a named place indicates where title to the goods
and the risk of loss or damage pass from the seller to the buyer, typically the
FF&E vendor. The buyer pays the transportation costs from the point named in
the F.O.B. “place” (Table 1.2).

When goods are sent F.O.B. place of shipment, the buyer owns the
goods at the place of shipment (typically, the manufacturer’s factory loading
dock). The cost of the goods does not include shipping charges. The goods are
given to the carrier (typically, a truck), and the seller is no longer responsible for
the delivery of the goods or their condition upon arrival. The buyer pays for
shipping. If the goods are stolen, damaged, or destroyed in transit, it is the
buyer’s responsibility to recover damages from the carrier. When the terms of
shipment do not specify the shipping point or destination, it is assumed to be
F.0.B. place of shipment.

F.0.B. place of destination means that the seller is responsible for deliv-
ering the goods. The cost of the goods includes shipping charges. If the goods
are stolen, damaged, or destroyed in transit, it is the seller’s responsibility to
recover damages from the carrier (UCC 2-319) (Figures 1.17 a, b).

F.0.B. factory-freight prepaid means that the buyer has title to the
goods during transit but the supplier pays the transportation charges to the des-
tination. In this way, the buyer has the convenience of not having to arrange for
transportation and the supplier reduces its liability.

A drop shipment means that the goods will be shipped to a destination
different from that of the party who ordered and paid for them.

A bill of lading (Figure 1.18) is defined by the UCC as a document con-
firming the receipt of goods for shipment issued by a person engaged in the
business of transporting (UCC 1-201). The supplier prepares the bill of lading.
The carrier verifies that the goods loaded on its vehicle match those listed on the
bill of lading. The bill of lading lists the number of boxes, crates, or packages. It
is not meant to be used to verify that the goods being transported are the goods
that were ordered. A packing list (Figure 1.19) is a detailed list of the quanti-
ties and descriptions of the goods being delivered that is attached to the deliv-
ered goods. It is used to check the items, and it cross-references the bill of

TABLE 1.2

Passage of Title

Seller Assumes Expense
and Risk of . . .

Passage of Title
Occurs at .. ..

Price of Goods . . .

F.0.B. the place of ship-
ment

F.0.B. the place of
destination

Putting goods into the
possession of the carrier at
place of shipment
Transporting the goods to
the destination

Place of shipment (typi-
cally manufacturer’s factory
loading dock)

Destination (typically the
project site’s loading dock)

Does not include shipping
charges

Includes shipping charges
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CONTRACT LAW AND
COMMERCIAL LAW

Rules of Agencies, Boards, and Commissions: Administrative Law

Contemporary society often presents problems so complex that neither legisla-
tors nor judges have the expertise to provide adequate counsel. To assist in this
effort, legislators commonly delegate their power to others by creating adminis-
trative agencies, boards, and commissions. The rules made by administrative
agencies comprise administrative law (See Table 2.1, page 40).

All contracts contain agreements, but not all agreements are contracts. An
agreement may or may not be legally enforceable. To be enforceable, an agree-
ment must conform to the law of contracts. Contract law is the framework for all
commercial law. It serves as the basis for much of the law described in more spe-
cialized areas, such as the sale of goods.

Sales Contracts and Services Contracts

If the subject of a contract is real estate or services, common law and certain statu-
tory provisions govern. If the subject of a contract is goods, then the UCC applies.
Goods are defined as all things (except money, stocks, and bonds) that are mov-
able. When a contract includes both goods and services, the dominant element of
the contract determines whether it is a sales contract or a services contract.

A contract for construction, which is between the owner and the con-
struction contractor, is essentially an agreement to provide expertise and ser-
vice and includes the purchase of construction materials. It is regulated by
common law as modified by statute. A contract for FF&E, which is between
the owner and the FF&E vendor, includes services such as warehousing, deliv-
ery, and installation, but it is primarily a sale-of-goods contract. A contract for
FF&E is regulated by the UCC (Figure 1.21).

The Uniform Commercial Code (UCC) is the set of statutes that governs
the commercial transactions of all 50 states (except Louisiana, which has
adopted only Articles 1, 3, 4, and 5, the District of Columbia, and the Virgin
Islands). For practical purposes, the rules governing commercial transactions
are consistent throughout the country because of the UCC. Table 1.3 lists the
articles and contents of the UCC. Note that Article 2 of the UCC sets down the
rules for buying and selling goods and is presented in Appendix D.

In cases in which the UCC is silent, the common law of contracts and appli-
cable state statutes govern. Common law rules and UCC provisions are quite
often the same.

The UCC simplifies the law governing commercial transactions by making
the fundamental rules of contract law less rigid. UCC provisions are more appro-
priate than common law for a variety of circumstances typical of sales transac-
tions. Although many common law rules and UCC provisions are the same,
there are some significant differences (Table 1.4).

Differences Between Contract Law and Commercial Law Warranties

Offer and Acceptance in Formation of Contract (UCC 2-206). Rules of com-
mercial law regarding the way an offer is made and accepted are not as strict as
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TABLE 1.3

The Uniform Commercial Code Table of Contents

Article Title

Content

Article 1: General Provisions
Article 2: Sales

Article 2A: Leases

Article 3: Negotiable Instruments

Article 4: Bank Deposits and Collections
Article 4A: Funds Transfers

Article 5: Letters of Credit

Article 6: Bulk Sales

Article 7: Warehouse Receipts, Bills of
Lading and Other Documents of Title

Article 8: Investment Securities

Article 9: Secured Transactions; Sales of
Accounts and Chattel Paper

Article 10: Effective Date and Repealer

Article 11: Effective Date and Transition
Provisions

Purposes of the UCC

Sale of goods

Leasing of goods

Checks, cashier’s checks, travelers
checks, etc.

Bank transactions

Payments through the banking
system

Credit issued by a bank or other
entity

Large inventory transfers

Title transfer

Stocks
Security interests in personal property

The conditions under which the UCC
is in effect

TABLE 1.4

Differences between the UCC and Contract Law

ucc

Contract Law

Not all terms have to be included in the
contract (UCC 2-204).

Firm written offers by merchants for
3 months or less cannot be revoked
(UCC 2-205).

The price does not have to be included
to have a contract (UCC 2-305).

Variation in terms between the offer
and the acceptance may not be a
rejection (UCC 2-207).

A modification for the sale-of-goods
contract does not require mutual
agreement (UCC 2-209).

An offer must be definite enough for

the parties (and the courts) to ascertain
its essential terms when the contract

is accepted.

An offer can be revoked any time
before acceptance.

Price must be included.

Variation in terms between the offer
and the acceptance act as a rejection
of, and a counter offer to, the offer.

Modification of common law contract
requires mutual agreement.
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goods (UCC 2-104). A merchant is held to a higher standard of conduct than
those who are not professional vendors. This is only one reason that the deci-
sion of a designer to act as a vendor for profit for furniture and furnishings
deserves careful consideration.

For example, suppose that a business’s purchasing department places an
order over the phone for some chairs. The dealer puts the verbal agreement in
writing and sends it to the business for its signature. The purchasing department
signs the contract and changes the delivery date. Because only one party in this
contract is a merchant, the schedule modification is treated as a proposal. The
contract is not modified until the furniture dealer agrees to the proposed deliv-
ery date. If, however, both parties are merchants—for example, if this scenario
occurs between a furniture manufacturer and a furniture dealer—the changed
delivery date becomes part of the contract unless an objection is raised within a
reasonable period of time.

Warranties

The UCC is the primary source for rules regarding warranties in commercial
transactions. It defines two important types of warranties: express and implied.

An express warranty is a representation about the quality of a product.
There are three different ways to make an express warranty: by a statement of fact
or promise, by a description of the goods, or by a sample or model (UCC 2-313).

An implied warranty is not offered by the seller; it is imposed by law. It
is a warranty that is inferred from the nature of the transaction. Implied war-
ranties are designed to promote fairness and honesty. There are two types of
implied warranties: an implied warranty of merchantability and an implied war-
ranty of fitness for a particular purpose.

An implied warranty of merchantability assures the buyer that the
goods are fit for the ordinary purpose for which they are to be used. This war-
ranty type applies only to sales made by merchants who deal in goods of the
kind sold (UCC 2-314). For example, a furniture dealer makes an implied war-
ranty of merchantability every time it sells a desk, but a neighbor selling the
same desk at a yard sale does not. For a claim to be made for a breach of this
type of warranty, a defect must exist at the time the goods are purchased.

When a buyer relies on a seller’s judgment to select the goods, it is implied
that the seller warrants that the goods will be fit for the purpose for which they
are to be used. This creates the implied warranty of fitness for a particular
purpose. This warranty type applies to both merchants and nonmerchants. If
the seller knows that the buyer will use the goods and knows the buyer is rely-
ing on the seller’s skill in selecting the goods, there is an implied warranty of fit-
ness (UCC 2-315).

Residential Contract Forms

There is no industry standard form for residential projects. These contracts tend
to vary considerably based on the scope of the work and the experience of the
designer, construction contractor (if one is involved), and FF&E vendor (if that
entity is not the designer).

CUSTOM AND STANDARD
CONTRACT DOCUMENT
FORMS
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The contract for design services and FF&E procurement must include infor-
mation specific to the project such as:

Date the contract was executed (signed)

Schedule

Owner’s name and contact information

Description of the project

Description of the project site, including its boundaries

Description of the design services to be provided (this description can be
important during the project to determine what constitutes additional
services)

Procurement arrangements

Fee and method of payment for FF&E and payment schedule (usually a
percentage is paid upon signing the contract, and then payments are
made as the project is completed)

Fee and method of payment for design services and payment schedule
List of reimbursable expenses, which may include models, out-of-town
travel, reproduction or printing costs, and additional site visits

Method of payment for additional services

Contract termination conditions, including how many days notice must
be given

Photographic and publishing permissions

Standard Commercial Contract Forms

There are two sets of contract documents a designer prepares for a complete
commercial interiors project: the construction contract documents and the FF&E
contract documents (see Figure 1.22). Although the laws governing these two
contract types differ in significant ways, their organization is often the same.

The bidding requirements instruct prospective bidders on the procedures
that must be followed so that their bid will not be disqualified. The bidding
requirements are not part of the contract. They are not enforceable during the
administration of the contract. Bidding requirements typically include the fol-
lowing documents:

Invitation to Bid

Instruction to Bidders
Information Available to Bidders
Bid Forms and Attachments

Bid Security Forms

The contract documents describe the work included in the contract to the
construction or FF&E vendor. They consist of the following:

Contract Forms—the agreement, certificates of compliance with
required regulations, and, more typically in construction contracts, per-
formance bonds, and payment bonds

Conditions of the Contract

Specifications

Drawings

Contract Modifications
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SPECIFICATIONS

described. The provisions of these documents reflect common practice in the
United States.

When the general conditions must be modified to address circumstances
specific to a locality or project, supplementary conditions are included. They
pertain to the unique nature of each project and may include such items as office
procedures or progress payments. The supplementary conditions are not stan-
dard documents but are tailored to each project.

The design intent is conveyed in the specifications and drawings. These
two parts of the contract documents are the focus of the designer’s attention.

The specifications describe the quality of materials and their construction
(for construction contracts) or installation (for FF&E contracts). They include
information that cannot be communicated graphically in the drawings. Specifi-
cations are discussed in greater detail in the following section.

The drawings show the shape and form of the space, as well as the quan-
tities, sizes, and locations of materials and products. Drawings for construction
contracts include demolition plans, existing construction to be modified, new
construction, elevations, sections, and details. Drawings for FF&E contracts
include furniture and furnishing plans.

Contract modifications are changes to the construction or FF&E docu-
ments. Modifications made to the bidding documents are called addenda.
Addenda are typically issued before the bids are open. There are three means of
modifying a contract after it has been executed (signed):

Change order
Change directive
Supplemental instruction

A written modification altering the contract sum is called a change order.
Only the owner can authorize a change order. When an alteration of the con-
tract sum or schedule is required but has not yet been agreed upon, the modi-
fication is called a change directive. Change orders often originate as change
directives. When an interpretation or clarification is required of the designer
and it does not involve altering the contract sum or schedule, it is called a sup-
plemental instruction.

There are four basic types of specifications: proprietary, descriptive, perform-
ance, and reference standard. Most specifications incorporate features of more
than one of these types. For example, a proprietary specification for a particular
fabric might also include reference standards for flammability and abrasion
resistance.

Types of Specifications

Proprietary specifications require a specific product from a specific manufac-
turer indicated by a brand name or model number. The specifier has complete
control over what will be incorporated in the project when a proprietary specifi-
cation is used. FF&E specifications are commonly proprietary. For example,
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“Knoll Group, Studio Line, Barcelona Chair, with black leather upholstery” is a
proprietary specification.

Descriptive specifications detail the requirements for material proper-
ties and workmanship. Manufacturers and products are not named. Descrip-
tive specifications are the most difficult to write, because every aspect of the
topic must be considered. For example, an acoustical ceiling tile would be
specified by describing the tile material, pattern, finish, color, edge detail,
thickness, and size.

Performance specifications describe the required results. They describe
how a product or material is to perform, not necessarily what it is. The con-
struction contractor or FF&E vendor has a choice of products, materials, and
processes that will be used to achieve these results. Performance specifications
typically make reference to industry standards. It is helpful to include standard
test methods to ensure that performance requirements are met objectively. For
example, an acoustical wall panel could be specified by describing its fire-test-
performance characteristics, acoustical properties expressed by a Sound Absorp-
tion Average (SAA) value, and the abrasion resistance of its fabric covering.
This specification type is relatively rare, because designers are most often con-
cerned with a product’s appearance as well as its performance.

Reference standard specifications are based on requirements set by an
accepted authority. For example, by specifying compliance with ANSI A108,
Specifications for Installation ¢of Ceramic Tile, the requirements of the standard
are included in the specification by reference. Reference standard specifications
tend to be the briefest type of specifications. When referencing a standard, it is
important that the specifier understand the standard and verify that all provi-
sions of the standard apply to the project.

Specification Formats

The Construction Specifications Institute (CSI) has established formats for spec-
ification information classifications (MasterFormat), sections (SectionFormat),
and pages (PageFormat). These three formats provide the basis for a complete,
concise, and coordinated project manual in which information can be reliably
and easily located.

Specification Information Classification

In 1963, CSI introduced MasterFormat in an effort to standardize language,
project manual organization, and data filing systems. MasterFormat is a list of
numbers and titles that classify the materials and requirements of construction
and FF&E projects. It is used to organize project specifications and file product
information in the United States and Canada.

Specification Section Organization

SectionFormat organizes the information presented in each specification sec-
tion into three parts: Part 1—General; Part 2—Products; and Part 3—Execution
(Figure 1.23). Part 1—General describes the administrative and procedural
requirements specific to the section. Part 2—Products contains the requirements
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for the appearance and performance attributes of the items included in the sec-
tion. Part 3—Execution describes the preparation for and the construction or
installation of items included in the section. Each part of the section is divided
into articles. Article titles should be selected for inclusion based on their appli-
cability.

Specification Page Organization

PageFormat organizes each page of the project manual. It includes recommen-
dations for headers, footers, and part, article, and paragraph designations. Part
and article titles are presented in capital letters. For ease in referencing infor-
mation—for example, in correspondence or during contract administration—
articles are numerically labeled with a designation consisting of the part
number, a decimal point, and a two-digit number starting with 01 (Figure 1.24).
Paragraphs are outlined using the traditional alphanumeric system (e.g.,
A.la.l).

Division 1—General Requirements

The specification sections of Division 1 govern the execution of sections in the
remaining divisions. Division 1 contains the administrative and procedural
requirements pertaining to all the specification sections and is the key to admin-
istering a construction or FF&E contract.

Many Division 1 section titles are also article titles in the remaining divi-
sions. The Division 1 sections cover those aspects of the topic that apply to all
specification sections in the project manual; the section articles cover those
aspects that refer specifically to that section. For example, the Division 1 section
“Submittals” describes information for use with all submittals: the transmittal
form, how the submittals are to be numbered and identified, and the number of
copies required. The section article “Submittals” describes which materials, fin-
ishes, or products discussed in that section should be submitted and what infor-
mation the shop drawings or product data must contain.






