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Instructions




The basic component of the Project Estimate Summary Worksheet is the task number.

Task Number
The number corresponds to the activity number reflected on the activity list and schedule.  The numbering sequence is an outline format.

	Project Task

	1.
	Task

	1.1
	Sub-Task

	1.1.1
	Work Package or second level of sub-task

	1.1.1.1
	Third Level


Few  projects require lower than three levels of sub-tasking.  Each task structure should include deliverables and milestones.

Task and Activity Name
The project’s task and activity name is a brief description. Example:  “Plan Training,” “Design System.”  Longer descriptive narratives are included in the activity analysis.  This description should reflect the same information shown on the activity list and schedule.  

The project manager can  develop the activity, schedule and budget all within the same tool.

The number of hours and cost of an activity should be determined by activity.

	Project Task

	1.
	Project Design

	1.1
	Develop Functional Specifications

	1.2
	Develop System Architecture

	1.3
	Develop Preliminary Design Specification





The remainder of the columns pertain to cost and hour details relative to a specific activity. The cost categories include: labor, material, travel and other.

	Project Task
	LaborHour
	LaborCost
	MaterialCost
	TravelCost
	OtherCost
	Total per Task

	1.
	Design
	
	
	
	
	
	

	1.1
	Functional Design
	
	
	
	
	
	

	1.1.1
	Jad Session
	
	
	
	
	
	

	1.1.2
	Design Reviews
	
	
	
	
	
	

	1.2
	Design Review
	
	
	
	
	
	


Always start your cost analysis at the lowest level and total the lowest level tasks to the next level.  All “x.x.x” would be added together to determine the value of “x.x” and all “x.x” level tasks would be totaled for “x” level.  Finally, all “x” level totals would be totaled to get  project total.

The project may require more than one line to complete the budget when multiple salary rates used to determine “labor cost” for an activity.  Labor cost is derived by multiplying labor hours by the labor rate.  The project manager may either use an aggregate rate or specific multiple rates.   The costs for each task should be totaled and put in “Total per Task.”

Another section of  the Project Estimate Worksheet Displays the following informational columns are: Actual Costs (Budget), Estimate to Complete (updated budget), and Estimate at Completion (actuals plus Estimate to Complete).

	Project Task
	Budget
	Estimate to Complete (ETC)
	Estimate at Completion (EAC)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


At the end of the form is a line for risk totals.  Risk allowances are added to the project in terms of Schedule (adding more time) and Cost (adding additional cost to estimates).

A project manager can do this in two ways: adding time and/or cost at the activity level; or adding time and/or cost at the end of the project.

A sample of a Project Estimate Worksheet and a blank worksheet have been included.

	Customer:  __________________________________
	Prepared by:  _________________________________

	Project:  ____________________________________
	Date:  ________________________________________

	Time Units: _________________________________
	


	Project Task
	Labor

Hour
	Labor

Cost
	Material

Cost
	Travel

Cost
	Other

Cost
	Total per Task

	1.
	Project Design
	
	
	
	
	
	

	1.1
	Develop Functional Specifications
	
	
	
	
	
	

	1.2
	Develop System Architecture
	
	
	
	
	
	

	1.3
	Develop Preliminary Design Specification
	
	
	
	
	
	

	1.4
	Develop Detailed Design Specifications
	
	
	
	
	
	

	1.5
	Develop Acceptance Test Plan
	
	
	
	
	
	

	2.
	Project Development
	
	
	
	
	
	

	2.1
	Develop Components
	
	
	
	
	
	

	2.2
	Procure Hardware
	
	
	
	
	
	

	2.3
	Development Acceptance test Package
	
	
	
	
	
	

	2.4
	Perform Unit/Integration Test 
	
	
	
	
	
	

	3.
	Install System
	
	
	
	
	
	

	4.
	Train Users
	
	
	
	
	
	

	5.
	Perform Acceptance Test
	
	
	
	
	
	

	6.
	Perform Post Project Review
	
	
	
	
	
	

	7.
	Provide Warranty Support
	
	
	
	
	
	

	8.
	Archive Materials
	
	
	
	
	
	

	9.
	Project Management
	
	
	
	
	
	

	9.1
	Customer Progress Meetings/Reports
	
	
	
	
	
	

	9.2
	Internal Status Meetings/Reports
	
	
	
	
	
	

	9.3
	Third-Party Vendor Interface
	
	
	
	
	
	

	9.4
	Interface to Other Internal Organizations
	
	
	
	
	
	

	9.5
	Configuration Management
	
	
	
	
	
	

	9.6
	Quality Assurance
	
	
	
	
	
	

	Other:
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	TOTAL (scheduled)
	
	
	
	
	
	

	

	Comments: (List assumptions for costs as appropriate.)


	

	

	


	Project Task
	Labor

Hour
	Labor

Cost
	Material

Cost
	Travel

Cost
	Other

Cost
	Total per Task

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	Other:
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Sub-Totals:
	
	
	
	
	
	

	Risk (Reserve)
	
	
	
	
	
	

	TOTAL (scheduled)
	
	
	
	
	
	

	

	Comments: (List assumptions for costs as appropriate.)


	

	

	

	

	

	

	

	


	Project Task
	Budget
	Estimate to Complete (ETC)
	Estimate at Completion (EAC)
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