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SECTION 00 01 25

INTRODUCTION TO GUIDELINES

PART 1 - GENERAL

1.1 INTRODUCTION TO DIVISION 00 “PROCUREMENT AND CONTRACTING REQUIREMENTS” 
AND  DIVISION 01 “GENERAL REQUIREMENTS” MASTER SPECIFICATION

A. Specification Master:  The University has prepared a complete Division 01 “General Requirements” 
master specification required for use on all University projects by Architects, Engineers, and other Design 
Professionals who provide design services for the University.  The master specification has been written 
to provide a consistent set of general requirements from project to project.  They represent the 
University’s preferred administrative and procedural requirements and are coordinated with State of 
Colorado Contracts for Construction and General Conditions.  

B. Denver Campus and Anschutz Medical Campus:  There are a number of procedures and requirements that 
differ between the Denver and Anschutz Medical Campuses.  As such, the University has developed a 
unique master for each campus.  The Design Professional should take care to obtain the correct campus 
specific master from the University Project Manager.

C. Editing Division 00 and Division 01 Master Specifications:  It is the intent of these masters to require a 
minimum amount of editing; however, in all cases some editing will be required to reflect project specific 
conditions and requirements.

1. Obtaining master specification:  The University Project Manager will provide the Design 
Professional with an editable copy of the Division 01 master in Microsoft Word format.

2. Editor’s notes:  Editor’s notes are found throughout the text where the Design Professional is 
required to make a choice and/or edit the subsequent paragraph(s) in the Section Text based on 
project specific requirements.  Editor’s notes are indicated by Blue, Arial 8pt font surrounded by a 
thin black line as indicated below.  Delete the editor’s notes after making the indicated edits.

3. Options:  Optional selections in the Section Text are indicated by a bold font surrounded by 
brackets.  To edit the option, delete all text that is not applicable, remove brackets from around the 
applicable choice, and change font from bold to normal face.  The following is an example of what 
an editor’s note and optional text look like in the Section Text.

Retain one of the three options in the subparagraph below based on project delivery method:  Design/Bid/Build, CMGC, or 
Design/Build.

a. [Contractor’s Agreement Design/Bid/Build, State Form SC-6.21 and The General 
Conditions of the Construction Contract Design/Bid/Build, State Form SC-6.23] 
[Construction Manager/General Contractor Agreement CMGC, State Form SC-6.4] 
[Design/Build Agreement, State Form SC-8.0 and The General Conditions of the 
Design/Build Agreement, State Form SC-8.1] for definitions and contractual 
requirements related to contract modification procedures.

4. Format:  Do not change format, including but not limited to font typeface and size, page margins, 
header and footer layout, outline numbering and indents.

a. Outline numbering:  The document template is set up so that outline numbering is 
automatic.  Use the “Decrease Indent” and “Increase Indent” buttons on the “Paragraph” 
menu to demote or promote a paragraph in the outline respectively.
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b. Styles:  Automatic numbering, formatting and indents are controlled by the use of Styles 
within the Microsoft Word document.  It is suggested that the editor become familiar with 
this software capability before editing.  

1) Warning:  Do not cut and paste text from another document into the master unless 
familiar with software capability to change Styles.  Imported text carries with it 
Styles from the document of origin and will damage the auto-numbering capability 
of the template unless the appropriate document styles are applied after inserting.

2) Hierarchy of styles:  The following is the hierarchy of styles within each document:

PRT (PART 1)
ART (1.1)

PR1 (A.)
PR2 (1.)

PR3 (a.)
PR4 ( 1) )

PR5 ( a) )

3) Section Title and End of Section:  Styles for these are SCT and EOS respectively.

D. Sustainable Design:  For projects required to obtain LEED certification, the Design Professional in 
conjunction with the University Project Manager is required to develop project specific Section 01 81 13 
“Sustainable Design Requirements” and Section 01 91 13 “General Commissioning Requirements” for 
inclusion into Division 01.  A Section master is provided for Section 01 74 19 “Construction Waste 
Management and Disposal.”  This section should be included in Division 01 only for projects pursuing 
LEED certification.

E. Commissioning: The University may choose to engage a Commissioning Agent (CxA) and provide 
commissioning on projects, even if not pursuing LEED certification.  Coordinate project commissioning 
requirements with University Project Manager and, if required, develop Section 01 91 13 "General 
Commissioning Requirements" for inclusion in Division 01.  Coordinate general commissioning 
requirements with other required commissioning activities indicated in Mechanical and Electrical 
Sections, including but not limited to testing and balancing and equipment startup requirements.

F. Large Project versus Small Project:  There are a number of options in the Section Text that distinguish 
between a large project and a small project.  Make the appropriate selection in consultation with 
University Project Manager.  In general, small projects are those with a construction budget of least than 
$500,000.

1.2 INTRODUCTION TO DIVISION 02 – 33 GUIDELINES

A. Guidelines:  The University has prepared these Guidelines for the benefit and use of Architects, 
Engineers, and other Design Professionals who provide design services for the University.  Divisions 02 
through 33 are not intended to be project specifications, nor do they cover all materials and systems 
which may be required for any given project.  These Guidelines represent the University's preferences for 
the various systems and materials indicated but may not be suitable in all cases.  They represent a 
minimum acceptable level of quality and in some cases indicate preferred and/or required material 
manufacturers to be used on all projects.  Any deviations from this Guideline shall be clearly identified in 
writing and approved by the University.

B. University Materials Preferences:  In order to be concise and useful to the Design Professional, the 
Guidelines focus only on materials, systems and/or standards where the University has a preference or 
where the University standard is higher than that typically accepted within the design and construction 
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industry.  In all other cases, it is the Design Professional’s responsibility to select and specify appropriate 
industry standards to govern the fabrication and installation of the work.  For example, in SECTION 03 
30 00 – CAST-IN-PLACE CONCRETE, the Guidelines do not list ACI 301 – Specification for Structural 
Concrete as a reference standard because it is expected that the Design Professional would include this 
reference standard as a customary matter of practice without direction to do so by the Guidelines.

1.3 Designer-of-Record Responsibility

A. Notwithstanding the above, the Architect, Engineer, or other Design Professional using this Specification 
Master and Guideline understands that they alone are the professional designer of record and wholly 
responsible for the incorporation and/or specification of any and all selections of either systems, 
components, materials, and/or manufacturers as may be required and appropriate for the design.  The 
Design Professional is both required and expected to evaluate the suitability of all materials and systems 
indicated herein for the purpose intended.  They alone shall be considered as author of and fully 
responsible for the entire design.  No claim shall be made of or considered by the University or any of its 
Consultants who assisted the University in authoring these Guidelines related to any design defect alleged 
to have resulted from the Design Professionals compliance with these Guidelines.  By accepting and 
using these Guidelines the Design Professional acknowledges the above and the limitations indicated 
therein.

PART 2 - PRODUCTS (Not Applicable)

PART 3 - EXECUTION (Not Applicable)

END OF SECTION 00 01 25
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