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Use indent and tab to set "Pay Item" and "Pay Unit" at 0.5” and 4.5”.

The tab standard is at 5 space increments.  Do not substitute spaces for tabs.

In general format should follow that of the specification book, except that paragraphs shall be left align.
The footer will be formatted as follows:

PROJECT NO. ABC-1234 (567) 890; KEY NO. 09876
[Flush Right]SHEET X OF Y

Use the Widow/Orphan function for documents more than one page in length.

Do not use a hard page, page break or section break except to keep a graph or table on a single page.

Center only the following headings within the text:

SOURCE IDENTIFICATION
COMPLETION TIME AND LIQUIDATED DAMAGES

CONTRACTORS NOTES
Use the following format for other headings:

Description.  (Bold the heading)

Basis of Payment.  Payment for accepted work will be made as follows:

Pay Item
Pay Unit

Submit Special Provisions to Roadway Design Area Engineers in Word format as attachments to Microsoft Exchange.  Name the document as follows:

####PSE.DOC

(Where #### = Key Number)

FOR INSERTS ONLY:
A version date is used in the heading to identify an insert's version and are stored in Design/hqitvfs2 drive under \Standards\bid inserts.  When modifying an insert in a special provision, the heading must have “Modif” added with the date.  Version dates should match the supplemental specification date, except those which must be used without modification.  These also include “Req’d” with the date.
