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General Information Completion Instructions (Establish Phase I): 

The first time clicking on this tab you will need to select  to display the questions and tables to be 
completed for the Request Type. 
 

 
 

Answer all questions displayed. Some responses will generate an additional question or a table to be completed. All questions 
and tables displayed are required and must be completed.  
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Enter the total estimated cost of the project in its entirety.  
 

 the cost estimate. 
Note: The cost estimate should reflect the total estimated cost of the project in its entirety.  
 

 
 
If the PIP/Request Type was created from a CPIP Project Detail Worksheet, the below question will be displayed.  
If the answer is yes, the fillable field is displayed and must be completed.  
 

 
 

If the answer is no, there is no further information needed. 
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If the PIP/Request Type was not created from a CPIP Project Detail Worksheet, the below question will be displayed.  
If the answer is yes, the fillable field is displayed and must be completed.  
 

 
 
Click the  sign to access the Fund Sources table. 
 

 
 

The Fund Sources table must be completed to identify the specific funding source(s) allocated by project phase.  
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If project funding is provided by a third party, a commitment letter must be provided.  
If project funding is Appropriated State (nonrecurring) or Capital Reserve Funds, a copy of the ratified appropriation must be 
provided. 
 

 
 

If the answer is yes, the fillable field is displayed and must be completed.  
 

 
 

If the answer is no, there is no further information needed. 
 

 
 

Answer the below question as appropriate. 

 
 

Click the  sign to access the Persons Impacted table. 
 

  
 

Add as many User Types as needed to reflect the users for the Programs Impacted by the project. 
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Answer the below question as appropriate. 
 

 
 
Select the Project Type option that best represents the request. 
 

 

 
 
 

Once fully complete, click . All changes will be saved on the General Information tab. 
 
 

 
 
 
 
 
General Information Completion Instructions (Phase I Increase): 

Update all responses displayed as appropriate. All questions and tables displayed are required and must be completed.  
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General Information Completion Instructions (Establish Phase II): 

Update all responses displayed as appropriate. There are new questions presented for this Request Type. Some responses will 
generate an additional question or a table to be completed. All questions and tables displayed are required and must be 
completed.  
 
If the answer is yes, the fillable field is displayed and must be completed.  
 

 
 

If the answer is no, there is no further information needed. 
 

 
 

If the answer is N/A, there is no further information needed. 
 

 
 

If the answer is yes, the fillable field is displayed and must be completed.  
 

 
 

If the answer is no, there is no further information needed. 
 

 
 

Once fully complete, click . All changes will be saved on the General Information tab. 
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General Information Completion Instructions (Phase II Increase): 

Update all responses displayed as appropriate. There is a new question presented for this Request Type. Some responses will 
generate an additional question or a table to be completed. All questions and tables displayed are required and must be 
completed.  
 
Answer the below question as appropriate. 
 

 


