Specification Committee Supplemental Instructions

December 9, 2005


The purpose of this document is to define the process by which specifications will be received, distributed, reviewed and approved by the Department of Transportation and the Federal Highway Administration.

References:  
1. Policy No.: 27 - 005(P), Effective: August 1, 2001.

2. Standard Procedure: 510-005(SP), Effective: December 1, 2004.

Scope: The Specification Committee Supplemental Instructions is a tool to guide the Specification Chairperson in the performance of the specification submission and approval process.  The processes are being defined in order to efficiently and expeditiously review and act upon specification matters presented to the committee.

The intent is to prevent prolonged and avoidable delays in the Specification Process by empowering the Chairperson through a structured review and tracking process.
Background and Purpose:  The Division of Construction Management revised the “Construction and Materials Specification Development Standard Procedures” effective December 1, 2004.  As a result of the changes to the Specification Development Standard Procedure, the role of the committee chairperson became the focal point as the liaison between industry, FHWA, and ODOT.  The primary role of the Chairperson is to manage the proposed specification document and maintain compliance with the standard procedure process.  These guidelines provide the framework in which the Specification Chairperson can successfully manage the Specification Development Process.
Procedure/Method:
1. Receive:  The proposed specification document is received by Specification Committee Chairperson.

2. Logging and Tracking:  The Committee Chairperson enters the relevant information regarding the proposed specification into the tracking file located at:

O:\Construction\Specifications\Status of New Specs Supplements and Proposal Notes.xls
Note:  As the specification moves through the review process, the Specification Chairperson will enter the milestone dates into the status spreadsheet as each activity occurs up to and including submitting the final draft to the Specification Coordinator.  The remaining tasks in the specification process will be logged / documented by the Specification Coordinator on the status spreadsheet.
3. Specification Committee Meeting Schedule and Frequency:  The Specification Committee Chairperson will schedule and conduct at least one Specification Committee Meeting each quarter.  It is recommended that this meeting be conducted no later than the second month of the quarter to allow for further processing and publishing.  Additional meetings may be required.
4. Distribute:  The Specification Committee Chairperson will distribute all information proposed for discussion at the next Specification Committee Meeting at least 21 days prior to the meeting.
5. Member Review Prior to Meeting:  Each committee member must review and return written comments to the Specification Chairperson 7 days prior to the meeting.
6. Conduct Meeting:  Hold the Specification Committee Meeting.  The purpose of this meeting is to thoroughly discuss the merits and benefits of the proposed draft specification and, if warranted, approve a final draft specification and designer note.
7. Submit to QC Process:  The Specification Committee Chairperson will submit the final draft specification for Quality Control Review as described in the Standard Procedure.

8. QC Review:  The FHWA and ODOT will perform the Quality Control Review as described in the Standard Procedure.
9. QC Comment Reconciliation:  If quality control comments are received from the FHWA or ODOT the Specification Committee Chairperson and the Specification Committee will reconcile all quality control comments.  The Specification Committee will have 10 days to resolve QC comments, produce a final draft specification, and submit to the Specification Coordinator.
A. Non-substantive Comments:  At the discretion of the Specification Chairperson, reconciliation of the non-substantive quality control comments can be accomplished through written communication providing the committee member concurrence is documented.

B. Substantive Comments:  Any substantive or content changes to the document recommended by either quality control reviewer will require that the committee reconvene to address the recommended changes.
C. QC Comment Reconciliation Validation:  The Specification Committee Chairperson will validate that the QC comments have been satisfactorily addressed.
10. Submit to Specification Coordinator:  The Specification Committee Chairperson will submit the final draft specification to the Specification Coordinator for further processing.
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