1. 
(A/C/D)

Always enter A

2. Job Number Description

Enter the Mn/DOT Agreement Number (along with any work order number)

CONS. AGR. # _____ WO __
3. Phase

If the work is not on a trunk highway, check to make sure that the activity code identified matches the phase letter entered in 3.

See activity/phase list attached

4. Capital Asset

a. On/Off

Enter a 01 or 02 in the form. If there are a combination of 01 and 02, use the number most often used. If the work is not on the trunk highway, insert the number 99.

b. Func. Area

If the work is not on the trunk highway, insert the number 9.

c. Work Type

The code chosen should indicate the entire project work type. (For example, the SP may be for Environmental work that is needed; however the overall project is for adding capacity to an existing facility. Work Type entered would be code 13.)
If the work is not on the trunk highway, insert the number 99.

· Route

Leave Blank

· Proj.

Leave Blank

· (Stage)

Leave Blank

5. Federal Project Number

Enter the federal project number is using federal funding, or leave blank

6. State Project Number

· County

Enter the 2 digit county designator.

If the SP number is for work not on the trunk highway, insert the number 88.

· Section

Enter the last two digits of the control section number (from the SP). This must be entered in the form with 3 digits. (ie: Control Section 2701, 01 is section – enter in form as 001.).

If the SP number is for work not on the trunk highway, insert the number 025. If the work is shared with multiple districts or statewide use the number 009.

· Project

Leave Blank

7. Job Number

Leave blank. Your Artemis Coordinator will fill this in.

8. Trunk Highway Number

Enter the Trunk Highway where the project will take place. This number must always be a 3-digit number (i.e. 36 = 036).

If the SP number is for work not on the trunk highway, insert the number 999.

9. T.H. Alpha

Use this box only if the Trunk Highway has a letter within its designation (i.e. 35E, 35W).

10. ORG

Enter the Org number you will be using to encumber your project.

11. Contract Number

Leave Blank, you get this after you encumber the project.

12. Expiration Date

Enter the expiration date from the contract.

13. Start Date

Enter the date work will begin or the approximate contract execution date (usually the 1st, 15th, 30th or 31st of the month).

A. Description of Work

Insert a BRIEF description of the work that will be done (i.e. Phase I Environmental Site Assessment along TH 36 in Ramsey County)

B. Activity Codes

Enter the Activity Code you will be using to encumber your project.

C. Work Assigned To

Enter both: Agreement Administrator’s name / Project Manager’s name.
D. Location

Give a BRIEF description of the location the project will take place.

E. District

Enter the district the work will take place in.

F. County

Enter the county the work will take place in.

G. Length

(if known) Enter the length of the project (usually miles).

H. Contractors Name and Address

Enter the Company Name and the Full Address (should match your contract)

I. Remarks

Add any unique information that may be helpful for future reference (usually what funds will be used and from what allocation).

J. Requested By / Date

Enter the name of the Consultant Coordinator and the date you request the job number.

K. Investment Mgmt. Approval / Date

Leave Blank

L. Project Accounting Approval / Date

Leave Blank

M. Estimated Completion Date

Enter the completion date of the project.

N. Federal Authorization Date

If using federal funds, enter the approval date that corresponds to the federal project number.

O. Original Estimated Cost

Leave Blank

P. Contract Amount

Fill in the total cost of the project from the contract.

Q. Final Cost

Leave Blank
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