Specification Writing Checklist
· Purpose/Intent (Performance spec = what do you want [it] to do?)

· Quantity – (estimated quantities)

· Size – (large, small, etc)

· Color 

· Maximum and minimum dimensions - (inches, feet, metric)

· Quality – (difficult, but not impossible to define)

· Warranties, guarantees and operating manuals

· Location or method of delivery (FOB), call first

· Methods of acceptance, testing, inspection

· Limits of liability – insurance

· Methods of invoicing and payment

· Maintenance, parts, supplies

· New/used parts and substitutions

· Storage of materials, equipment or spare parts

· Logs of visits and repairs

· Response times (to arrive, to complete)

· Regular preventative maintenance schedules

· Wasted supplies – paper, oil, toner, etc.

· Guaranteed up-time

· Retrofit or bring up to standards (manufacturer or ours)

· Length of contract and renewal options (when to start or end)

· Extensions at our option (normally 90 days)
· Liquidated damages, bonds & other remedies (be reasonable)

· Training of in house staff (especially subsequently assigned employees)

· Labor and material outside of contract not the responsibility of contractor (i.e. owner negligence, vandalism or other intentional acts)

· Utilities, especially electric

· Work security

· Cleaning up work site, equipment and dispose of wrapping and boxes

· Trade-ins and disposal of old equipment

· Recycle items or efforts

· Dispute clause or procedure for handling complaints or errors

· Schedule for installation/de-installation of equipment (Who install or assembles?  Are there particular procedures?)

· Method of escalating prices for long term agreements

· New versus used parts or equipment

· Is site inspection necessary; and how is it to be accomplished?

· Will you need literature or operating manuals?

· Will pricing be based upon a price list manual; and if so, which one?

· Do we need computer hookup with successful vendor?

· What exhibits or vendor brochures do you want to attach?  How will they be referenced?

· What documents or drawings are available to incorporate by reference?  Do you need to eliminate or take exception to any item therein?
