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All templates may require adjustment to meet specific project and company needs.

Where necessary make the document available electronically to all stakeholders centrally.

Template comment

When one puts together an estimate of the project costs this will be based upon a variety of methods which aim to give a true picture of firstly the required tasks then a an accurate assessment of how long they will take. The latter will employ best guesses based upon some statistical techniques and experience.

The result will lead to a projected cost of the project (if one includes equipment and facility costs).

One then needs to know if the project is on track at various points, with regard to cost, by monitoring it.

The only way this can be done is if all those that are involved in the project summarise the amount of effort they used on the project. Hence, timesheets must be filled in for all personnel carrying out work on a project.

Note that as referred to in the worked example, no one works continuously solely on the project. Other areas need consideration e.g. holidays, sickness, administration, training etc.

Remember that each individual is probably only available for 80 to 85% of the time.

These forms are then converted to costs using accountancy values for each department man day and summarised in monthly reports.

Each department should know what the expected costs are so that any variances can be assessed and appropriate action can be taken.

Large variances from the 80 to 85% effort may require examination.

When cost variances are high individuals may be tempted to use up any cost contingency in the budget. This should not be freely available and requires justification. However, if there are no other means to recover the cost then use it. Once it has gone it has gone.

One should also monitor the use of contingency. If one expects to use, say 10%, each months over 10 months and 50% has been used after 3 months the Project Manger needs to raise some questions.

Individuals should monitor personal effort on a daily basis to be sure of accuracy in hours. These can be totalled on a regular (monthly) basis.
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