ARTICLE 03
SPEC WRITING - CAPITALIZATION
If you are preparing specifications or performing a QA/QC review, which of the following examples A - D would you say properly follows capitalization rules according to CSI's specification writing protocol?
EXAMPLE A:  The Contractor shall coordinate with other contractors under separate contracts with the Owner to perform the electrical work.  The Engineer will interpret contract requirements according to Part 3 - Execution, article 3.2, installation.  Comply with the Agreement, including project manual requirements, as directed by the contracting officer.
EXAMPLE B:  The Contractor shall coordinate with other Contractors under separate Contracts with the Owner to perform the electrical work.  The Engineer will interpret Contract requirements according to PART 3 - EXECUTION, Article 3.2, INSTALLATION.  Comply with the Agreement, including Project Manual requirements, as directed by the contracting officer.
EXAMPLE C:  The Contractor shall coordinate with other contractors under separate contracts with the Owner to perform the Electrical Work.   The Engineer will interpret Contract requirements according to PART 3 - EXECUTION, Article 3.2, INSTALLATION.  Comply with the Agreement, including Project Manual requirements, as directed by the Contracting Officer.
EXAMPLE D:  The Contractor shall coordinate with other contractors under separate contracts with the Owner to perform the electrical Work.   The Engineer will interpret contract requirements according to Part 3 - Execution, Article 3.2, Installation.  Comply with the Agreement, including project manual requirements, as directed by the Contracting Officer.
And your first guess is:  Example _____ .

Capitalization throughout CDs should be consistent.  Within the general text, there are times defined in the conditions of the contract (general conditions and supplementary conditions) when capitalization of the initial letter of certain specific nouns and or proper names is appropriate.  The following represent examples of words that should be capitalized, except when they are used in the general sense:
Agreement:  When referring to the specific form signed to execute the contract.

Architect:  When referring to the architect who is a party to the owner-architect agreement.

Article:  When referring to an article in the specifications or conditions of the contract, all letters are capitalized, e.g., 2.1 - MANUFACTURERS.
Change Order:  When issued as a modification to a contract.

Contract:  When referring to the specific contract for which the specifications are written.

Contracting Officer:  When referring to the representative of a government agency with the authority to make decisions on behalf of the agency.

Contractor:  When referring to the contractor who is party to the owner-contractor agreement.

Division:  When referring to a specific division within the project manual, e.g., DIVISION 22 - PLUMBING.
Drawings:  When referring to graphic portions of the contract documents (CDs).

Engineer:  When referring to the engineer who is a party to the owner-engineer agreement.

General Conditions:  When referring to the specific general conditions of a contract.

Government:  When a government agency is a party to the contract.

Owner:  When referring to the owner who is a party to the owner-architect or owner-contractor agreement.

Paragraph:  When referring to a paragraph in the specifications or other contract documents.

PART:  When referring to one of the three parts of SectionFormat, all letters are capitalized, e.g., PART 1 - GENERAL.

Project:  When referring to the specific project of which the work is a part.

Project Manual (PM):  When referring to the bound volume that is part of a specific set of construction documents.

Room Names:  For example, Library, Science Room, or Chemistry Laboratory.

Section:  When referring to a specific section of the specifications, e.g., Section 099100 - Painting.

Shop Drawings, Product Data, and Samples:  When referring to submittals required for a specific project.

Specifications:  When referring to sections in Divisions 01 - 49.

State:  When referring to a specific state, e.g., the Commonwealth of Pennsylvania.

Supplementary Conditions:  When referring to the specific modifications to the general conditions of a contract.
Work:  When referring to the work of a specific contract or a portion of the project.

Some may capitalize the following words; however they should NOT BE according to proper specification writing rules:
Directions, such as east or northwest, unless they form a proper noun.

Words subcontract and subcontractor, because they do not apply to a specific party defined in the contract agreement.
Words subparagraph and clause.

With the aforementioned explanations, do you have a different guess as to which of the capitalization examples at the top of the Blog is correct?  And your final guess is:  Example _____ .

My thought regarding the ‘correct’ example is as follows, where ‘c’ means capitalized. The example uses the same words a couple of times where one is ‘c’ and one is not.
The Contractor [this should be a gimme with the reference to Party of the Contract] shall coordinate with other contractors [not part of Contract and therefore not ‘c’] under separate contract [not part of ‘the’ Contract] articles [not specific] with the Owner [this should be another gimme with reference to Contract Party] to perform the Electrical Work [since this is a specific work scope, it should be ‘c’].   The Engineer [another gimme] will interpret Contract requirements according to PART [the three ‘PARTS’ and Article references as noted below are the only words in a Section where every letter is ‘c’] 3 - EXECUTION [title], Article [specific references are to be ‘c’] 3.2, INSTALLATION [as noted above, all letters in specific Article titles are to be ‘c’]. Comply with the Agreement [another gimme], including Project Manual [part of CDs] requirements, as directed by the Contracting Officer [Government representative].
According to my interpretation of the capitalization rules, as well as that by another Pittsburgh area specification writer, the incorrect examples from above are A, B, and D.
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