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DD Specifications Checklist
Last updated by Andrea Bowman on Oct 30, 2024

At the beginning of the Design Development phase, download the DD Specifications Checklist and fill in 
the corresponding fields throughout the Design Development phase to describe the project requirements 
as fully as possible. It is critical to coordinate with the appropriate team member who will be preparing 
the specifications at the beginning of the DD phase to understand when they will need the checklist 
completed so that they can complete their work prior to the scheduled DD deadline. The specifications 
checklist should typically be completed at least two weeks before the scheduled deadline.

Specifications Checklist 

How to Use the Checklist

First download the Design Development Specifications Checklist file above and save it to your project 
folder in the "Specifications folder". This file can now be modified for your project and will be used for 
both DD and CD's.

1. Open the checklist from your project folder.

2. Work your way through all of the items on the list with the project team. Information in columns D 
and E are intended as supplemental instructions to help fill out the checklist and should be edited 
or removed.

https://milo.grace-design.com/document/686d2b3e-d624-43d1-8659-d11e0a49f1f9/specifications-checklist
https://milo.grace-design.com/employee/8021e62e-52f2-4da9-88c3-294806aaaa8c/andrea-bowman
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3. If you have made any updates after the initial DD specifications have been created, change the color of 
the newly modified information and inform the spec writer of the new information that is to be updated.

4. If specific products or systems are intended to be included, save the related product information to the 
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4. If specific products or systems are intended to be included, save the related product information to the 
"Products" folder within the Specifications sub-folder and make note that the product information has 
been saved to the server in the checklist notes. Providing this information to the specification writer will 
save time and help provide more accurate specifications for the project.

Final Steps

Once the checklist has been completed, contact the appropriate specification writer for the project to 
review.

Specifications Committee 

Melissa Pourciau
Senior Associate, Senior Project Manager
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