
MDOT Unique Special Provisions
RDM Chapter 11
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Updated: October 1, 2013

Special Provisions: Revisions and 
additions to the Standard and 
Supplemental Specifications which 
are applicable to an individual 
project.



GOALS
• Identify Available Resources
• Identify Alignment Goals 
• Importance of Good Special Provisions
• Current Requirements & Process Steps
• Roles & Responsibilities of Key Stakeholders
• Feedback

Todays Topics and Goals
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Why are Special Provisions 
Important?

1.  Legal document
2.  Contract document giving direction to       

the contractor
3.  Provides field staff needed information 

to control and approve the 
construction of the project
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Why the New Emphasis on Special 
Provisions

 Need for Approved SP prior to Advertising 
& Alignment throughout MDOT

 Design Division’s “Wildly Important Goal”
◦ Our goal is to have all unique special provisions 

approved by the Plan Completion date 80% of 
the time (from MPINS).
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Types of Special Provisions

FUSP (RDM 11.02.01.A)

◦ SP used on a regular basis with stable 
requirements applicable to a  number of 
projects

Unique SP (RDM 11.02.01.B)

◦ SP written specifically to cover work  not 
covered in the Standard or Supplemental 
Specifications for a specific project
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Types of Special Provisions
Template SP (RDM 11.02.01.C)

◦ Approved SP with stable requirements but 
with project specific information left out to be 
added by the Project Manager

Recommended SP (RDM 11.02.01.D)

◦ Approved SP containing requirements thought 
to provide the best results for a specific type 
of work or construction practice

Previously Approved SP (RDM 11.02.01.E)

◦ Unique approved project specific SP that may 
be used on other projects without change
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Special Provision Process - Overview

1) Project Manager identifies need for Special 
Provision

2) Project Manager researches if a Special 
Provision already exists that covers
Project requirements

3) If existing Special Provision doesn’t exist     
draft new or modify existing similar Special    
Provision.  Use Track Changes if modifying 
existing Special Provisions.
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Special Provision Process – Overview 
(continued)

4)  Project Manager submits SP for review
5)  Initial Quality Assurance (QA)

assessment
6)  QA assigns Technical Reviewers
7)  Technical Reviewers Review
8)  Spec Eng completes final review
9)  Spec Eng approves SP for project use
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Project work needs to be done

 Review the Standard Specifications
for Construction to determine if work is 
covered and standard pay items exist that
can used to cover work.

 If yes, then use standard items and spec 
book no Special Provision is needed.

 If not, then you need a Special Provision
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Research What is Available
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 www.Michigan.gov/mdot

Doing Business
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 Templates, Recommended & Previously 
Approved SP’s Available on Website

 Search ProjectWise 

Research What is Available
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How to Search ProjectWise
 From documents folder, click advanced 

search icon (binoculars) and open search by 
form, then click OK, then choose the 
General Tab

 Set Workflow to “Unique Special Provision 
Approval ” or “Unique Special Provision 
Approval ver2” and then enter unique word 
between asterisks in a file name area:  
*friction*  Click OK.

 Don’t see one that works?  Contact Kristi 
Kirkpatrick…
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Is it a Special Provision or Notice To Bidders?

 Notice To Bidders provide information useful 
to the contractor to bid or construct the 
project.

 Special Provisions are specific requirements 
of the contract that both parties (MDOT 
and the Contractor) are obliged to follow.
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Getting Started

 You have determined you need to write an 
unique Special Provision ….

 Start with an SP that is close or See Chapter 
11 Road Design Manual to start new.
◦ Technical content 
◦ MS Word format 
◦ Setting up the header & the codes
◦ Naming your unique SP
◦ File naming convention

15

General

Resources

Development

Submittal

QA Review

Contacts

Q & A

NEW



Developing an Unique SP
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Special Provision Guidance
Road Design 
Manual,  
Chapter 11

Special Provision Formatting Instructions aka  
“Quick Tips”
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WORD File Naming Convention

Word Document File Name:  

Full name of the Special Provision-SP Identification Code 
(minus QA Identifier).doc   (11.02.05)

Example:  
Widgets, Special-12DS820().doc

If the SP needs to be resubmitted, it would be:  
Resubmittal Example:  
Widgets, Special-12DS820()rev1.doc
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General Formatting in WORD

See RDM 11.02.03
 Margins
◦ 1 Inch Margins

 Text Size and Fonts 
◦ Headers:  12 Point Arial Font

◦ Special Provision Text:   11 Point Arial Font

◦ Tables and Figures: 10 Point Arial Font, Centered on Page

 Tabs and Indents
◦ Use 0.25 Inch intervals – DO NOT USE AUTO OUTLINE

 Bold Face
◦ Limit to Special Provision Title, Section Labels,  Table & Figure 

Titles, and Pay Items
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Checking your MS Word format

 MS Word Tools
 Track Changes (separate training video)
 Do not use Auto Outline function
 Show/Hide Function
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Headers and Codes

Identification Code (11.02.03.B.2)
(Year)(Code)(Spec Book)(By QA)

Approval Code
(11.02.03.B.6)

Title Block
(11.02.03.B.3)

Approval Date
(11.02.03.B.8)

Identification CodeSecondary Page Header
(11.02.03.B.7)

Source Code

First Page Header
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Source Code (11.02.03.B.9)
(Location Code: Author)
Note:  For Consultant Projects use the 
Managing Office and PM’s Initials



Naming Your Unique SP

Special Provision Title  (RDM  11.02.03.B.3)

◦ Short, One Line (if possible), No Abbreviations
◦ Include pay item altered or created in title if possible.

Special Provision - Modified (RDM 11.05.02)

◦ Add ‘Modify’ to cover altered dimensions, allow an alternate material, or 
alternate design of standard pay item (Elastomeric Bearing w/new dim)

Special Provision – Special (RDM 11.05.03)

◦ Add ‘Special’ to change basis of payment or allow alternate method. 

(adjust drain structure by breaking down & rebuilding)

NOTE:  If both Modified and Special,  Add ‘ Special’

New Pay Item (RDM 11.05.04)

◦ Not even remotely covered in standard specs (ex. Lane Rental)
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Writing Your Unique 
Special Provision
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Basic Requirements

Clear, concise, and logical

Active Voice

Proper format
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Writing your Special Provision

Use Active Voice
 Focus on performance
The 4 part document
Cite References
Contact CFS for technical assistance
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What is Active Voice? (RDM 11.03.02 and 11.03.04)

Writing in active voice is done by moving the verb to the 
beginning of the sentence followed by the subject. 

Common SP phrases: 

Active:   [Details of work].   All costs associated with this 
work will be borne by the Contractor. 

vs.
Passive:  The Contractor shall [details of work] at no 
additional cost to the Department.

Active: Materials must conform to …
vs.

Passive: Materials shall be in accordance with... 
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Active Voice Samples
Passive:  Concrete shall be thoroughly 
consolidated against the faces of all forms and 
joints, including concrete in a previously 
constructed lane of pavement, by means of 
vibrators inserted in the concrete. (30 words)

Active:  Consolidate fresh concrete against all 
form faces, joints, and previously constructed 
pavement using insertion type vibrators. (16 words)
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Focus on Performance

Focus on Performance in the Construction Section 
(RDM 11.04.04)

◦ Avoid writing method specifications
◦ Concentrate on the required end product

Avoid ambiguous phrases, adjectives, and word 
modifiers
◦ Need to be able to measure
◦ Avoid phrases such as 

“to the fullest extent possible”
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The Four Part Document

Four Part Document Outline (RDM 11.04)
a.  Description.  
b.  Materials.  
c.  Construction.  This is the Construction section.  Note only the 

heading is bold.  A 0.25 “ indent, not tab, should be used to set the initial 
alignment. 

1.  Use an Arabic number followed by a period.  Note that the 1. is 
indented 0.25” and a 0.25” tab is between  “1.” and “Use”    

A.  Uppercase letter followed by a period 
(1)  Arabic number in parentheses

(a) Lowercase letter in parentheses 
(i)  Lowercase Roman numeral in parentheses 

1)  Arabic number with single parentheses
a)  Lowercase letter with single parentheses

Bullet - solid dot only 
d.  Measurement and Payment. 
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The Four Part Document
• Establishes a uniform approach to providing 

information, describing work, and identifying the 
responsibilities of the Contractor and MDOT.  

• Content of the document will dictate when this 
format is not applicable.  For example, test 
methods and basis of acceptance may be 
subheadings in Materials and equipment may be 
a subheading of Construction.
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Examples of Exceptions to the Four 
Part Document
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The Description Section

 Concise statement of the work to be done 
 Include definitions/terminology as 

appropriate
 Do not cite the current standard 

specification year.  This is covered by the 
proposal cover and the title sheet of the 
plans, both of which state the specification 
year under which the project is to be 
constructed, and is in the ID Code 
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The Materials Section
 List all materials that are used.  State changes/ 

additions/deletions to material requirements 
covered by the standard specifications.

 If standard materials are used in non-standard 
applications,  list changes from the standard basis 
of acceptance.

 State the sampling, testing requirements, and basis 
of acceptance not covered by the standard 
specifications.  

 See RDM 11.08  and Form 0304 for             
proprietary materials
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The Construction Section
 Usually the most detailed part & may need 

subsections such as:  General Requirements, 
Documentation Required, and Equipment.

 Detail the sequence of events. 
 State if the cost for repairing/removing /replacing 

will be borne by the Contractor.
 Discuss tolerances and unique issues, if the 

contractor is responsible for design work.     
 Identify submission requirements and what the 

Engineer needs to approve.          
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Measurement & Payment Section

 Establish any new pay items, clarify which 
pay items will be used to pay for the work 
required or state that all work required by 
this SP will be included in another pay item.

 If there are no new pay items created, it is 
not necessary to include a listing of pay 
items and pay units. 

 Pay items need to match Trns*port long 
description exactly.
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Measurement & Payment Section

 Include the statement that "The completed 
work, as described, will be measured and paid 
for at the contract unit price using the 
following pay item(s)".

 Do not state that “Payment for [item] 
includes all labor, equipment and materials 
required to complete the work as described.”
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If Section is not Applicable…

Although the materials and construction sections 
may not always be applicable, do not omit them.  
The SP should show all of the format parts using 
the notation "none specified" when appropriate.   
For example, a SP for Clearing, Modified would 
have information for description, construction, 
and measurement and payment, but not have  
materials requirements.   Materials would be:

b. Materials. None Specified.
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Citing References

Citing Specifications and Standards (RDM 11.03.05)
◦ MDOT Standard Specifications:  Do not capitalize section or 

subsections (ex. section 204 of the Standard Specifications 
for Construction)

◦ Standard Plans:  Cite only the series, not the letter 
designation (ex. R-128 Series)

◦ AASHTO, ASTM, MTM’s:  Cite the full title of the source of 
the standard specification if not covered by section 101.02 
(ex. American Forest & Paper Association)

◦ Public Acts: Site year, public act number and part (ex. 1994 
PA451, Part 91)

◦ Code of Federal Regulations:  Cite the title, part and 
section (ex. 49 CFR26.55)

o Italics:  Use italics to cite names of publications other than 
MDOT’s Standard Specifications (Bridge Welding Code)
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Technical Assistance

 Contact Construction Field Services
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Before you submit your SP
The Project Manager must review the SP before 
submitting.  The RDM section 11.07 contains a 
checklist to assist with the review.
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Common Issues – at Submittal
 MS Word Auto numbering/outlining is being 

used
 Incorrect format is used – margins, headers, 

font size, etc.  
 Not using 4 part SP outline 
 Not written in Active Voice
 Document not logical and concise.  Shorter is 

better.  Language is repeated in SP or copied 
from language in Spec Book

 Not Coordinated w/ Technical Experts
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Common Issues – In Review
Unclear Language

Example:  Submit a plan prior to beginning construction.
◦ Issue:  Does the plan need approval by Eng before work starts?  

When does the plan need to be submitted?  What must be included 
in the plan?

Example:  Place bench at the locations shown on the plans
◦ Issue:  Are the directions clear where they need to be placed and 

installed according to the manufacturers instructions? 

Citations and References
◦ Citations reference out of date or obsolete standards

Additional Attention Needed during  Technical Review
◦ No comments or corrections from Technical Reviewers and many 

are discovered by Specifications Engineer

◦ Unresolved Questions and Comments on a reviewed SP 42
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Useful Websites & Resources
Special Provision Check Lists  See RDM section 11.07

2012 Standard Specifications for Construction

http://mdotwas1.mdot.state.mi.us/public/specbook/2012/

Supplemental Specifications 

http://mdotwas1.mdot.state.mi.us/public/dessssp/spss/

Frequently Used Special Provisions 

http://mdotwas1.mdot.state.mi.us/public/dessssp/spss/

Previously Approved Special Provisions 
http://mdotwas1.mdot.state.mi.us/public/specprov/

ITS, Templates, Recommended and Previously Approved SP’s
http://mdotwas1.mdot.state.mi.us/public/dessssp/spss/

Project Wise Training Video

http://inside.michigan.gov/sites/mdot/highways/plan-dev/Assets/TrackChanges.wmv
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 PM Reviews all SP’s before submittal to QA
 Submit SP when each one is completed
 PM submits the unique SPs by advancing the state 

in ProjectWise (min 6 weeks before Plan Completion)
 Include supporting documents for:  Buy America, 

Proprietary,  and others - case-by-case basis in the 
Supporting Documents folder

Submittal
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Initial QA  Assessment
 QA reviews MS Word format 

(max one week turnaround time)

 10 minutes allotted for quick format fixes, if 
more than 10 minutes needed,  SP is returned 
to PM

 Review for Previously Approved SPs,  PM will be 
contacted if there is a similar SP available

 If format OK, then technical reviewers are 
assigned
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Primary Responsibilities (RDM 11.06.03)
◦ Constructability Issues
◦ Clarity of the Description of  Work 
◦ Clear Construction Requirements
◦ Clear Measurement and Payment  Section

Alignment Considerations
◦ Unnecessary use of Non-Standard Pay Items
◦ Work for Statewide Alignment if Possible

Technical Review
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Technical Review (continued)
 Technical Reviewers review technical 

information, check references, resolve 
issues/questions with Project Manager (max 2 
weeks for both reviews combined)

 Advance PW state when issues are resolved
 If there are significant unresolvable issues,  SP is 

returned to Project Manager.   SP will not be 
approved with unresolved issues.

 A project with rejected special provisions may 
not be advertised
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Completing the Review
◦ Use Track Changes
◦ Contact Project Manager to Resolve Issues and Modify the 

Special Provision to address the Issues before advancing state 
in PW.

◦ Add Comment Indicating Approval or Rejection in the Title 
Block

◦ Changing the State in PW
 Change once if there if there are TWO Technical Reviewers
 Change twice if there is ONE Technical Reviewer 

◦ Email Notification to Specifications Engineer
 Add “Approved” or “Rejected” in the subject line and delete 

the sentence in the e-mail body that does not apply

Technical Review (continued)
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Specifications Engineer Review

Perform final review (max 2 weeks)
• Final overall review – format, technical, logical
• Review technical reviewers comments – all 

issues addressed?
• Preserve Track Changes in PW – available for 

the PM to review
• Acts as Second Technical Reviewer if needed
• Reviews SP related to other SPs in review –

looks for possible conflicts with other SPs
• Advance PW state – Approval or Disapproval, 

which notifies the PM either way
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Specifications Engineer Review
Advertisement of Unapproved or Rejected SP’s

Special Provision Exception Risk Analysis
(MDOT Form 2908)
• Replaces the use of Form 2912
• Assign Probability or Risk & Impact
• Probability + Impact  = Assessment of Risk
• Assesses Risk in 3 Areas

• Addenda
• Industry
• Construction Costs

• Submit Form 2908 when a Project is Turned in and 
SP’s are not approved

• Comments can be included on separate page
• Signed by Region Engineer 50
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Specifications Engineer Review
MDOT Form 2908
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Avoid Having a SP Rejected

Top 3 Reasons for a SP to be returned
◦ Previously Approved SP is available
◦ Incorrect formatting and/or use of passive voice
◦ Technically Incorrect and/or illogical

Other Reasons
◦ Coordination Needed with Technical Experts
◦ Missing Buy America or other documentation
◦ Track changes not used for revisions
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 QA initiated:  SP will be rejected through 
ProjectWise and PM will need to resubmit and 
restart review process

 PM initiated:  minor changes, contact Dave (or 
Kristi) to coordinate.  For significant revisions, 
the SP will probably have to be resubmitted 
and the review process restarted. 

SP Revisions During Review
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Addenda

◦ New or modified special provisions added by 
Addenda are reviewed through the SP 
Approval Process
◦ QA expedites the review when possible 
◦ Form 2908 should be provided if there is not 

adequate time to complete the review
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Contact People

Special Provision General Email Address

MDOT-SpecialProvision@michigan.gov

Dave Pawelec, Specifications Engineer

517-373-3930, pawelecd@michigan.gov

Kristi Kirkpatrick,  Quality Assurance

517-335-1895, kirkpatrickk2@michigan.gov

Julie Townsend, Quality Assurance

517-241-0550, townsendj@michigan.gov

Larry Strzalka, Quality Assurance Manager

517-335-2220, strzalkal@michigan.gov

55

General

Resources

Development

Submittal

QA Review

Contacts

Q & A



Questions

Thank You!
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