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Specification Check List

1. From both the user and vendor standpoints, are the following answered, when appropriate in

the specification:

a. 
What item, material, equipment, or service is needed?

b. 
What quantity is needed? (or, what level of effort is needed to provide the service?)

c. 
Is a proper, standard "unit of measure" used?

d.
Who is the end user? (or location for delivery?)

e. 
What is the intended use? (or, what is to be accomplished?)

f. 
What are the conditions of use?

g. 
What specific minimum essential functions must be performed? 

h. 
What limitations are necessary (e.g., weight, size, strength, compatibility, etc.)?

i. 
What are the power and special environmental needs (e.g., air conditioning, conditioned

power, 220 volt AC, etc)?

j. 
Are there special statutory or regulatory needs (e.g., OSHA, safety, etc.)?

2. Provide quality specifications which:

a. 
Allow for both product and price competition?

b. 
Identify the minimum acceptable requirements of the user?

c. 
Establish performance and/or design characteristics with which compliance can be

determined and enforced?

3. What are the operator/maintenance manuals or other documentation needed (e.g., user

manuals, etc.)?

4. Are there special delivery needs?

Scheduled shipments?

"On-call" shipments?

Multiple user locations?

Other?

5. Do the quality specifications have the following characteristics?

a. 
Competitive (i.e. both product and price)?

b. 
Simple, but exact?

c. 
Verifiable (i.e. capable of being checked)?

d.
Fair?

e. 
Clear?

f. 
Provide brand name examples/references (i.e., at least two acceptable brand examples

are desirable).

6. What are the installation needs?

7. What are the inspection, testing, and acceptance needs (if so, how, when, where and

acceptance criteria)?

8. What are the minimum needs for warranty (i.e., type, coverage, term of warranty, service

center location, user and vendor responsibility, etc.)?

9. Have the following special needs been considered?

Term (or periods) of the contract?

Safety?

Initial stock, filters/repair parts?

10. What methodology of bid evaluation is needed and what special requirements are associated

with the bid?

Demonstrations?

Samples/models?

Technical literature?

Completed data sheets?

Reference lists, current users?

335.1 Specification Checklist - Use of Words and Phrases

1. Minimum, or at least, or not less than: The use of one of these terms in a specification

indicates the lowest or smallest amount, measurement, rating, dimension, capacity, etc. that

is acceptable to the purchaser.

2. Maximum, or not more than, or not to exceed: The use of one of these terms in a

specification defines the highest or greatest amount, limit, measurement, rating, weight,

dimension, capacity, etc. that is acceptable to the purchaser.

3. Shall be a minimum of ______ to a maximum of ______ : This demonstrates use of the

above terms in combination to establish mandatory minimum and maximum parameters

required by the purchaser.

4. Shall denotes the imperative. This is a mandatory condition that must be complied with. It is

binding on either the vendor or the purchaser. (Use, whenever possible, in writing

specifications.)

5. Will expresses a declaration of purpose on the part of the purchaser, or in cases where

simple futurity is required (i.e.,...electrical power source for the motor will be supplied by the

purchaser).

6. Should establishes an advisory condition or recommendation, but is not mandatory.

("Desired" connotes the same advisory condition.)

7. May conveys a permissive condition. No requirement for performance, design, or application

is intended.

8. Approximate or approximately establishes a situation wherein the product is to come near to

or close to a stated requirement. Use of these words in specifications must be with caution.

The amount of variance acceptable cannot be universally defined; therefore, use of these

words should be only in non-critical areas. In general, a 10 percent variance may be

considered as "approximate".

Discussion: You will find that these words will be used in several combinations.

Let's take some examples:

In Example 1, our specification states "shall be a minimum of 36 inches and a maximum of 42

inches in width". This particular example is a straight forward method of establishing the width of

a table (or some other item).

In Example 2, a greater difficulty in correct word selection will be realized in many cases when a

particular measurement is defined by a pre-established minimum or maximum. Three mower

manufacturers make acceptable units; however, each has a different range of cutting height

capability, as follows:

Brand A: Minimum cutting height - 0 inches

Maximum cutting height - 7 inches

Brand B: Minimum cutting height - 1 inch

Maximum cutting height - 8 inches

Brand C: Minimum cutting height - 2 inches

Maximum cutting height - 6 inches

From the above matrix, the terms "minimum and maximum cutting heights" are pre-established

by the manufacturers and they must now be expressed in terms of a standard in the specification.

To simply state that the unit "shall have a minimum cutting height of 2 inches" will not define

whether 0 inches, 1 inch, or 3 inches are all acceptable. The same rationale is true of the

maximum cutting height.

An acceptable wording to correctly express these requirements might be: "the minimum cutting

height of the unit shall be from 0 to 2 inches and the maximum cutting height shall not be less

than 6 inches." In this manner, the user requirement has been effectively stated that we wish to

cut the grass as low as 2 inches and as high as 6 inches. Thus, a unit that will only cut as low as

3 inches, or a unit that will cut only as high as 5 inches will not meet the requirements. This is

only one example and is meant to illustrate that the proper selection of word combinations is

important in a specification and can affect the outcome of a procurement.
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