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Select “Applications”. 
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Select “New Application”. 
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Select “Licence Type” 
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Select “T4”. 
Select relevant authority and click “Confirm”. 
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Application defaults to draft format – “No Code” illustrates this. 
The Stage is “Emergency Draft”. 

Complete Mandatory fields marked with red asterisks. 
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Exclamation marks on tab request users attention for completion. 
Red exclamation marks are mandatory fields.  

Orange exclamation marks are not mandatory fields. 
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Minimum Mandatory fields to submit a T4 Notification if works are NOT complete are 
identified with red asterisks.  

On the Works Segments tab, the mandatory field is “Location Description”.  
On Works Details Tab the mandatory fields are 
“Nature of Emergency” & “Nature of Works”.  

Remaining fields must be completed within 24 hours per The Purple Book Guidelines. 
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Scroll over exclamation marks to identify fields requiring attention. 
Mark the map to show works. 

9 

Refer to 
Manual Ref: 37 
Marking the 
Map on Works 
Segments. 
 



Select “Next” or “Works Details” to continue. 
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If works have taken place please identify date and time and complete all 
fields to apply for a T4 licence.  

The Notification remains available to complete within 24hours of the date 
and time identified as start of works. 
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Day and time required if works have been completed or are currently in progress.  
MRL accepts a works date to a maximum of 21 days retrospectively. 

Applicant may select “Submit” within 24 hours of commencement of works with 
option to return and complete application in accordance with the Purple Book 

Guidelines. Select “Next” to progress. 
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NB: If selecting a work date retrospectively it is necessary to complete all 
information to submit T4 Notification. 
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If entering retrospective date, please complete all fields. 
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Add “Traffic Management Plan”. 
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Add “Traffic Management Plan Template” or “New Traffic Management Plan”. 
Traffic Management Plan selected visible to view, edit or delete.  

Multiple plans may be attached. 
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Exclamation 
marks 
disappear on 
tab when 
required field 
are completed. 



Select “Licensing Area” if you know the relevant area and enter text if 
required and then select “Confirm”. 
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The T4 Notification defaults to “Licence Valid” if works are current and 
application is completed in full or in part as a notification. 

The T4 Notification defaults to “Validity Expired” if application is completed 
retrospectively. 
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Scroll over excavation to identify status.  
Mark Works “Complete” when appropriate. 
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Please refer 
to Manual 
no 7 to mark 
works 
complete. 
 



Please submit any queries to the 
RMO through 

Support@mrl.jitbit.com 
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