CR 61, Text File Submittal
Rather than filling out the CR 61 form, there is an option to submit a comma-delimited file.  This option may be much easier to create from payroll records than it is to fill out the CR 61 form.  Below are guidelines.  Because numerous trades and races need to be reported, there may be many rows of data in this file.  
Submittal instructions are given at the end of this document.

Please submit using a comma-delimited file using the following fields in the format below:  

Project, Company, PrimeSub, Year, Quarter, Trade, Class, Recalls, Ethnicity, Sex, Employee Amount, Hours Amount
Fields





Format


Examples
Project





6 characters


091025, 101014

Company




Shortname




(Find your company Shortname at this website: )

http://www.dot.state.oh.us/Divisions/ContractAdmin/Contracts/Lists/ConstructionContractorShortnames/ShortNames.aspx
PrimeSub




P or S
Year





4-digit year

Quarter




1, 2, 3 or 4
Trade (See Trades list below)

Class 





NH, JW, APP or TRN

Recalls





Numeric

Ethnicity (See Ethnicities list below)

Sex





M or F

Employee Amount



Numeric
Hours Amount




Numeric

Trades:






Ethnicities:
Carpenters






Black

Cement Masons





Hispanic

Clerical







Asian Pacific Islander
Electric Workers





American Indian Alaskan

Equipment Operators





Non-Minority

Foremen/Women

Iron Workers

Laborers

Mechanics

Officials

Operating Engineers
Other: <Specify other field>
Painters

Pipefitters/Plumbers

Supervisors

Teamsters

Truck Drivers
Sample File

Below is an entry that would be submitted for 1 male, Hispanic Carpenter who worked 8 hours AND 2 female, Black Electric Workers who worked 40 hours, Prime contractor, 1st quarter 2010:

091999, SmithCompany, P, 2010, 1, Carpenters, JW, 0, Hispanic, M, 1, 8

091999, SmithCompany, P, 2010, 1, Electric Workers, JW, 0, Black, F, 2, 40

Submittal
Below are instructions for submittal.  They are the same steps as those for submitting the form EXCEPT the file is a .txt (Text) file instead of .xls (Excel).
CR61 forms should be submitted by the prime contractor for the prime as well as all of the subs on the project.  

Name the Text file using PID Number and the contractor shortname whether that is a prime or sub.  The list of shortnames can be found -> http://www.dot.state.oh.us/Divisions/ContractAdmin/Contracts/Lists/ConstructionContractorShortnames/ShortNames.aspx
For example, 12345-TinaCol01.txt

Step 1 – Go to -> https://extranet.dot.state.oh.us/groups/contracts/CR61/.  If you are not logged into the system, login now.  

Step 2 – Click “Upload Document” from the menu.
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Step 3 – Browse to the location where you saved the CR61 that is filled out by clicking “Browse”.  Select the correct CR61 file and click “Open”.  

Click OK.  Your file will be uploaded and will be displayed on the list where you originally started.

For any questions, please contact Dan Stacy at 614-466-8691, dan.stacy@dot.state.oh.us.
