DEPARTMENT OF TRANSPORTATION

FORMAT FOR SPECIAL PROVISION FILE REQUIREMENTS


The format below shall be followed by all persons engaged in project design for the Department:


The following document codes shall NOT be used:


Styles


Tab Sets


Initial Font Codes


Top & Bottom Margins


Right & Left Margins


Line Height Adjustments


Headers/Footers


Page Numbering


All files shall be CREATED in WordPerfect and SAVED in WordPerfect 5.1 format.  All text shall be entered as follows:

1. Each title line should be upper case, centered, bolded, underlined, and marked for the Table of Contents level 2.  The center, underlining and bolding codes should NOT be included within the mark text codes.  If there are multiple title lines, the last title line only should be underlined.

2. There should be three hard returns (two blank lines) after the last title line followed by the description heading.  This is the only place where three hard returns are permitted.

3. The Description, Materials, Construction Methods, Method of Measurement, and Basis of Payment headings should be underlined and bolded.

4. Tabs and Indents are to be used INSTEAD of spaces of indenting.  This is important because we are currently using a proportional font and what may appear to be lined up correctly on the editing screen may not print properly.

5. Columns or tables are to be used to create tabular information.  Tabs shall NOT be used to create columns.  All tables shall be centered horizontally.  (Make sure that columns are turned OFF at the end of the document).

6. Do NOT insert LINE FORMAT codes that may change the appearance of the contract (such as hyphenation, justification, line height, line spacing, margins, tab sets, etc.).

7. Do NOT insert PAGE FORMAT codes which may change the appearance of the contract (such as force odd/even page, headers and footers, margins top/bottom, page numbering, paper size/type).  Page numbering is handled by the contract creation process and should not appear in the special provision documents.  Headers and footers are also defined within the contract creation process and SHALL NOT appear in the special provision files.

8. Do NOT insert DOCUMENT FORMAT codes which may change the appearance of the contract (i.e. initial font and base font).

9. If there is a need to change the APPEARANCE of certain characters in the special provision files, the APPEARANCE or SIZE options found under the FONT option shall be used in lieu of font codes.  This will allow for italic, fine, small, large, very large, and extra large type and is point size generic.
Basically, the fewer codes put into the special provision documents the better.  When in doubt, ask for approval to use a special format code.  We cannot list all of the codes available within WordPerfect 5.1 to indicate whether they may or may not be used; the documents will have to be created with the knowledge that it is going to be pulled in as part of a larger document and is only a piece of the final product.  We reserve the right to remove point size, font, margins, tabs, and all other formatting codes at any time.  If the special provision files are created properly, these types of changes should have absolutely no effect on them.


Included is a sample special provision document – one normally printed copy and one copy with the codes shown (from the Reveal Codes feature of WordPerfect 5.1).  This sample illustrates the basic format required for the special provision documents.  Notice that there are no formatting codes included in this document.  If there are any questions regarding these instructions or the sample document, please do not hesitate to contact this office.  Thank you for your assistance in making the contract creation process a success.

999990 – THIS IS TITLE LINE #1

999995 – THIS IS TITLE LINE #2
Description:

The first paragraph under the description heading should have a TAB at the beginning.  All lines within the paragraph should flow (do not include hard returns unless you are finished with the paragraph).


There should be one blank line between the paragraphs of a section.  Note that all section headings are in upper case and are underlined.  Notice also that the colon is NOT underlined.  When you are finished with one section, include one blank line before the heading line of the next section.

Materials:

Same sectional formatting rules apply here as they do in the “Description” section.
Construction Methods:

Same sectional formatting rules apply here as they do in the “Description” section.

Method of Measurement:

Same sectional formatting rules apply here as they do in the “Description” section.  If you use the block protection feature of WordPerfect, block protect no more than the heading and the first line of the first paragraph.  Otherwise it may cause large blocks of wasted blank space on the printed pages.  

Bases of Payment:

Same sectional formatting rules apply here as they do in the “Description” section.  In addition, the document should end with the last sentence of the last section.  Do NOT place hard page codes at the end of your document.  If an on/off feature is utilized in your document (such as columns), please be sure it is turned OFF at the end of your document.


Your compliance with the special provision file format for above is required for a smooth contract creation process.

[Center][BOLD][Mark:ToC,2]999990 – THIS IS TITLE LINE #1[End Mark:ToC,2][bold][HRt]

[Center][BOLD][UND][Mark:ToC,2]999995 – THIS IS TITLE LINE #2[End Mark:toC,2][und][bold][HRt]

[HRt]

[HRt]

[UND][BOLD]Description[und]:[bold][HRt]

[HRt]

[Tab]There should be one blank line between the paragraphs of a section.  Note that all section headings are in upper case and are underlined.  Notice also that the colon is NOT underlined.  When you are finished with one section, include one blank line before the heading line of the next section.[HRt]

[HRt]

[BOLD][UND]Materials[und]:[bold][HRt]

[HRt]

[Tab]Same sectional formatting rules apply here as they do in the “Description” section.[HRt]

[HRt]

[BOLD][UND]Construction Methods[und]:[bold][HRt]

[HRt]

[Tab]Same sectional formatting rules apply here as they do in the “Description” section.

[HRt]

[Block Pro:On][BOLD][UND]Method of Measurement[und]:[bold][HRt]
[HRt]

[Tab][Block Pro:Off]Same sectional formatting rules apply here as they do in the “Description section.  If you use the block protection feature of WordPerfect, block protect no more than the heading and the first line of the first paragraph.  Otherwise it may cause large blocks of wasted blank space on the printed pages.[HRt]

[HRt]

[Block Pro:On][BOLD][UND]Basis of Payment[und]:[bold][HRt]

[HRt]

[Tab][Block Pro:Off]Same sectional formatting rules apply here as they do in the “Description” section.  In addition, the document should end with the last sentence of the last section.  Do NOT place hard page codes at the end of your document.  If an on/off feature is utilized in your document (such as columns), please be sure it is turned OFF at the end of your document.[HRt]

[HRt]

[Tab]Your compliance with the special provision file format for above is required for a smooth contract creation process.[HRt]

[HRt]

