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	Job/Sub div. No.
(2)

	Subject:
(6)
	Calc. No.
(3)

	Discipline:
(7)
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	Calculation Status Designation (8)
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INSTRUCTIONS FOR COMPLETING THE CALCULATION COVER SHEET
1. Project name
2. Project job number and subdivision number, if used  
3. The unique identifier assigned to the calculation 
4. The sheet number (i.e., always “1” for the Cover Sheet) - Appendices should be paginated separately from the main body of the calculation (e.g., A1 of 2, A2 of 2, B1 of 3, B2 of 3, etc.).
5. The total number of sheets in the main body of the calculation (not counting any appendices) - If sheets have been added or deleted without repaginating the remaining sheets that were not affected by the latest calculation revision, use the sheet number corresponding to the last sheet in the main body of the calculation.  (This means that the last sheet number could be different from the total number of sheets in the main body when the entire main body was not repaginated.)
6. The title or objective of the calculation
7. Discipline name
8. A check mark or “X” to indicate the calculation status designation - Note the number of the superseding calculation on the Cover Sheet when entering "Superseded."
9. Space to add or provide any appropriate comments - Appropriate comments to include the following:
a. May be used for the Table of Contents or to list appendices when a Table of Contents is not prepared – The total number of sheets in each appendix shall be listed (either on the Cover Sheet or in the Table of Contents).
b. Reference to inclusion of Checker’s alternate calculation (as an appendix), if used
c. Explanation of what sections or sheets were originated and checked by the various parties when multiple Originators and/or Checkers are used
d. This section may also be used to extend any other Cover Sheet entry when so noted.
10. The unique revision designator - Letter designators, starting with “00A,” are sequentially assigned to Preliminary calculations, and number designators, starting with "000,” are sequentially assigned to Confirmed and Confirmed with Preliminary Information calculations.
11. The purpose for issuing or revising the calculation - Identify any revised, deleted, or added sections/sheets (unless the revised portion is clearly marked or otherwise explained).  General phrases are acceptable (e.g., “Issued for Use” at Rev. 000 and “Revised and Re-Issued for Use”) as long as revisions are otherwise clearly identified in calculations issued after Rev. 000.
12. The total number of sheets in the hard copy calculation package including appendices (with the Cover Sheet being number 1) - If any of the appendices are in an electronic format (e.g., memory stick or CD), indicate the total number of hard copy pages printed plus the number of electronic files (e.g., 76 + 3 electronic files).
13. The number of the last sheet in the calculation package including all appendices (e.g., App. C, Sh. C4)
14. The signature(s) or initials of the Originator(s) of the calculation
15. The signature(s) or initials of the Checker(s) of the calculation
16. The initials of the Discipline Lead who approves the calculation
17. [bookmark: _GoBack]The date the Discipline Lead approves the calculation.
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