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ELCOME TO THE MArCH INSTALLMENT 
of the 2010 series of DHI Tech Tips. Consul-

tants will find it necessary to have a copy of the Con-
struction Specifications Institute’s (CSI’s) The Project 
resource Manual (PrM): CSI Manual of Practice 
(fifth edition), in order to successfully complete the 
monthly assignments for the remaining 2010 Tech 
Tip articles. (Copies of the CSI PrM can be pur-
chased directly from CSI’s web site at www.csinet.
org or DHI’s web site at www.dhi.org—the current 
cost of the PrM is $295, plus applicable shipping and 
handling charges. CSI members can save $59 by pur-
chasing the PrM directly from CSI.)
Note:  If you missed the Tech Tips from previous 
months, you can catch up by reading them in their 
respective issues of Doors & Hardware, reading the 
PrM sections, and completing the assignments.

This month’s Tech Tip is focused on the proper 
language style of specification writing. It is abso-
lutely essential that individuals who read your 
specifications have the same understanding of 
its requirements regardless of whether they are 
supplying, installing, or using the products that are 
being specified in a particular section. To ensure 
the greatest level of comprehension is reached by 
all parties, specifications need to be written using 
plain language that is unencumbered by legalese 
terms, ambiguous words or phrases, poor grammar, 
misspelled words, and incorrect punctuation. 

Consistency in the vocabulary you use when 
writing specifications is extremely important and 
will increase the reader’s comprehension by reduc-
ing confusion. Be aware of how words, terms, and 
phrases are used in other portions of the project 

manual and make sure your vocabulary is consis-
tent with how those terms are used. for instance, the 
words amount and balance are reserved for stating 
monetary figures. Do not use these words when stat-
ing quantities. 

Use simple sentence structure that follows basic 
English rules to give direction or to describe require-
ments for products or installation. Avoid using 
complex sentences where incorrect punctuation 
might affect the meaning of the statements, leading 
to unintended consequences. 

The old adage, “keep it simple” has great application 
when writing specifications. It may help you to think 
of the specifications you are writing as the Owner’s 
written instructions to the Contractor. Keeping this 
point in mind as you write the statements in your 
specifications will help you focus your thoughts 
directly on the information you are imparting to the 
users of your specs. 

Proofread your specifications. Look for statements 
like, “the Contractor shall...” and strike them from 
your specs. In most cases, you will find that the 
word following shall is an action word, which is the 
beginning of the statement. Avoid the temptation 
to direct specific parties to perform specific tasks 
in your specifications. Assigning responsibilities to 
parties outside the contract is improper and typi-
cally unenforceable—it also highlights the specifica-
tion writer’s lack of professional specification writ-
ing skill and experience. 

Bear in mind that the specifications you write are 
legally enforceable as part of the project’s construc-
tion documents. However, even though the speci-
fications become legally enforceable as part of the 
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construction documents, it does not automatically 
mean that each statement within the specifications is 
equally enforceable. Well-meaning requirements borne 
of prior experience might seem to prevent a situation 
from reoccurring, but in actuality are not enforceable 
unless they are properly written. 

Lastly, remember that it is not possible to quantify 
good intentions. Take your time when writing specifi-
cations. Consider how each statement you write might 
be interpreted by the readers of your specs and fine 
tune your specs accordingly. 

You will earn 3 CEP points by reading the article and answering the problems. Upon completion, copy or detach this page, fill in the form below, and 
submit your answers by mailing or faxing the page to DHI.

Door and Hardware Institute
Education and Technical Services Department
14150 Newbrook Drive, Suite 200, Chantilly, VA 20151-2232
703/222-2010; Fax: 703/222-2410

Name: ___________________________________________________ DHI ID number: ___________________________

Address: _________________________________________________________________________________________

City: ______________________________________  State: _____________________  Zip: _______________________

Phone:  __________________________________________________________________________________________

Retain a copy of this exercise for your Continuing Education renewal application. Answers to these problems will be  
posted on our website (www.dhi.org) on the first day of the next month following the issue month of the magazine.
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reading assignment:  PRM Section 5.8, Specification 
Language, (pages 5.69 through 5.74).

Exercise:  Using the principles and information you read in 
PRM section 5.8, write articles 1.04 QUALITY ASSURANCE 
(see outline below) and 3.01 EXAMINATION.

1.04 QUALITY ASSURANCE
1.04A SUPPLIER
1.04B MANUFACTURERS
1.04C INSTALLERS

3.01 EXAMINATION

Only Tech Tip assignments that are submitted via fax 
or mail and are accompanied by the monthly form will be 
accepted. Email submissions will not be acknowledged 
or accepted. Each Tech Tip is valued at 3 technical CEP 

points—partial points are NOT awarded for incomplete 
submissions. Be sure to include your name (and DHI ID 
number), date of submission, and the Tech Tip number at 
the top of each page of your written assignment(s).

CaUtION: Remember, the specification writing assign-
ments are to be your original work. Do NOT submit 
manufacturer’s or other specifications, regardless of their 
source, as your own work. Submission of plagiarized 
work will result in non-recognition of CEP points for that 
assignment.)

On the first working day of the following month, the 
answer(s) will be posted in the Tech Tips section of the DHI 
web site. In some cases, examples (good and bad) of speci-
fications that were submitted will be posted with an expla-
nation discussing the highlights and important elements 
of each month’s assignment.
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