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Use this Master Specification Section as a guide in the preparation of addenda.  This section contains proforma for addenda complete with examples.

This Master Specification Section contains:

.1	This Cover Page

.2	Data Sheet ‑ General

.3	Addenda Proforma:

	.1	Letter of Transmittal for Multi-page Addendum
	.2	Multi-page Addendum
	.3	Single Page Addendum

	BMS Basic Master Specification
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Master Specification System
	Page 0



Format:
Format addenda in accordance with attached addendum proforma. Examples are provided for clarity.  Do not deviate from these formats.
Treat each addendum as a single, complete document.  Do not divide addendum into parts such as Architectural Addendum No. 1, Mechanical Addendum No. 1, etc.  Number each change or group of changes sequentially, from beginning to end of addendum as indicated in sample addendum.  Include references to attachments in sequence.
Repeat addendum number and date, and page number at top of each succeeding page.
If adding a paragraph to an existing Article, identify the Article in the reference line. 
If adding a new Article to the Section, identify the Section in the reference line as illustrated in the example below:
.1	Refer to Section, generally
ADD: new Article 2.1 Product Options and Substitutions complete with the following paragraphs.

 Content:

Be brief, but be exact.  Avoid over-simplification.  Give enough information to make modifications clear.  Emphasize what is being modified and then emphasize the modifications.  Ensure that changes made to one part of Bid Documents do not contradict other requirements.

Attachments:

At end of the written portion of addendum, list all attachments, such as detail drawings, new and modified specification pages and sections, etc.  Also list new or revised full size drawings being issued as part of the addendum.

Do not use single page addendum format when attachments are required.

Addendum Letter of Transmittal:

Include a covering Letter of Transmittal with all multiple page addenda.  Identify addendum by number and date.  Specify number of pages in addendum. Specify the number of attachments and the number of pages in each attachment category.

Procedures During Bidding Period:
Keep number of addenda to a minimum.  Refrain from issuing separate addenda to clarify individual matters.
Never issue oral directives, even when change will subsequently be covered by an addendum.  Do not quote addendum text orally.  Party concerned should read text.
All addenda must be issued through and by Infrastructure.
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ADDENDUM TRANSMITTAL


[LOCATION – PROJECT TITLE]
[Contract Title]
[Secondary Contract Title]

Project ID:	[B0000B-0001]	
Building No: [B0000B]	Plan No:	     [000000]



TO:	ALL Choose an item. OF RECORD 


RE:	ADDENDUM NO. [    ] , [        ‑  ‑]


Attached is a copy of Addendum No. [    ]  dated [          ], consisting of [      ] page[s], [and the following attachments:]


[      ] Specification Section[s]:	[  ] pages

[       ] Detail Drawing[s]:	[  ] pages

[     ] Full Size Drawing[s]	[  ] sheets.

 
SPEC NOTE: Use the following only when the addendum includes a Revised Bid Form and Revised Schedule of Prices.

Choose an item. are also reminded that failure to submit the Choose an item. on the Choose an item.  [and Revised Schedule of Prices] may result in the Choose an item. being declared invalid and rejected by the Province.

Choose an item. are reminded that, with respect to the Choose an item.  [and Schedule of Prices], should any item be omitted or illegible, should any alteration be made to the text, or should any condition be added onto or submitted with the Choose an item. [or Schedule of Prices], the Choose an item.  may be declared invalid and rejected by the Province.





[LOCATION – PROJECT TITLE]
[Contract Title]
[Secondary Contract Title]

Project ID:	[B0000B-0001]	
Building No: [B0000B]	Plan No:	     [000000]

This Addendum forms part of the Choose an item. and Contract Documents and modifies them as follows:

MODIFICATION TO [PRE- Choose an item. MEETING] [Choose an item. CLOSING] DATE

The [Pre-Choose an item. Meeting] [Choose an item. Closing] date is [Choose an item.] to [Insert Date]. Time and location remain as specified.

MODIFICATIONS TO PREVIOUSLY ISSUED ADDENDUM 

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]1.	Addendum No. [  ], dated [Insert Date of Addendum]
.1	Refer to Item [  ]
[DELETE:]  
[ADD:]
REVISE: to read

Example
1.	Addendum No. 1, dated 2005-12-28
.1	Refer to Item 2.1
REVISE: to read “Change all references to plywood sheathing on drawings to 16mm T&G plywood sheathing”.

Choose an item.

2.	Section [Section Number] – [Section Name]
.1	Refer to [Article] [paragraph] [insert Article or paragraph number]
[DELETE:]  
[ADD:]
[REVISE: to read as follows.]

2.	Example
	Section 06 10 00 – Rough Carpentry
.1	Refer to paragraph 2.2.1
DELETE:  paragraph in its entirety.
ADD: Edges to be tongue and groove (T&G).
REVISE: to read as follows.
“Canadian Softwood Plywood: to CSA O151, tongue and groove (T&G) edges.”

2.	Schedule [letter] – [identify what element of the Schedule is impacted]
.1	Refer to [Schedule] [letter] [insert Article, paragraph number, and/or sub schedule]
[DELETE:]  
[ADD:]
[REVISE: to read as follows.]

2.		Example
	RFP Schedule D (Agreement) – Schedule 6 (Specifications)
.1	Refer to Schedule 6, Section 02 82 15 Asbestos Encapsulation, Article 3.1.1
DELETE:  paragraph in its entirety.
ADD: to read as follows:
REVISE: to read as follows.
“Use full containment procedures in accordance with Section 02 82 05”.”

2.	Example
	RFP Schedule D (Agreement) – Schedule 5 (Drawings)
.1	Refer to Schedule 5, Architectural Drawing A021 (Radon Mitigation Details & Sections), Detail 3/101
DELETE:  detail in its entirety.
ADD: note that reads “Install resilient channels on conference room side of partition”.
REVISE: to read as follows.
“Canadian Softwood Plywood: to CSA O151, tongue and groove (T&G) edges.”



DRAWINGS

3.	[Discipline] Drawing – [Drawing Number], [Drawing Title]
.1	Refer to [Plan] [Section] [Detail] [Schedule]
[DELETE:]  
[ADD:]
[REVISE: as follows.]
[CLARIFICATION:]

Example

3.	Architectural Drawing – 101, Floor Plan, Wall Section & Details
.1	Refer to Detail 3/101
DELETE: detail in its entirety.
ADD:  note that reads “Install resilient channels on conference room side of partition.”
REVISE: as follows.
	“Sound attenuating batt insulation to be 63 mm thickness.”
CLARIFICATION: Partition is to run up to underside of decking above but the sound attenuating batt insulation is only installed to 300 mm above the finish ceiling. Refer to ASK-1, attached”


ATTACHMENTS

The following are attached hereto and form part of this addendum:

4.	List Attachments, continuing numbering sequence.

	Example
4.	ASK-1		Clarification Sketch

SPEC NOTE: Use the following only when the addendum includes documents that are included separately from the addendum, e.g., drawings larger than 11” x 17” or reports.

The following documents are included separately but are being issued with and form part of this addendum:

5.	Attachments, continuing numbering sequence.
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END OF ADDENDUM



[LOCATION – PROJECT TITLE]
[Contract Title]
[Secondary Contract Title]

Project ID:	[B0000B-0001]	
Building No: [B0000B]	Plan No:	     [000000]


TO:	ALL BIDDERS OF RECORD

SPEC NOTE: Follow the same format as the multi-paged addendum.

This Addendum forms part of the Choose an item. and Contract Documents and modifies them as follows:

MODIFICATION TO [PRE- Choose an item. MEETING] [Choose an item. CLOSING] DATE

The [Pre- Choose an item. Meeting] [Choose an item. Closing] date is [Choose an item.] to [Insert Date]. Time and location remain as specified.

MODIFICATIONS TO PREVIOUSLY ISSUED ADDENDUM NO. [  ]

1.	

SPECIFICATIONS 

2.	


DRAWINGS

3.	


END OF ADDENDUM
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