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[bookmark: _Toc437328853] Introduction

Some of the activities required of a Project Manager (PM) and their Project Management Office (PMO) are estimating, tracking, and reporting project cost. Like other aspects of project management and the PMO, many benefits are realized when standard conventions are utilized. 
Project Managers are responsible for managing the “triple constraint” on their projects.  Specifically, this means managing the scope, schedule and budget.  Managing a project budget is of significant importance and a primary component to any projects’ Cost Management Plan.  However, the PM is not alone in this process.  The PM will interact with other Agency/Department resources such as the Business, IT, and Finance staff.  These other resources will help by providing input and validation of the cost estimates, the invoice amounts, approved amendments, accrued state labor hours, distributed/shared Program-level costs, and approved and/or requested budget funding.
Project costs and the availability to obtain cost information vary depending on the project and where it’s at in its lifecycle.  For example, early on during the Exploration Phase when an initiative is first proposed, cost information may not be well understood.  In addition, a “Program” which is made up of several individual projects may include shared costs that are allocated across the individual sub-projects underneath it and not clearly identified.  Lastly State Staff labor may require “positive reporting” or methods to identify which costs are specific to an individual project.  PM’s will need to work with various staff to obtain this information.
This document represents the activities and processes for constructing a lifecycle cost analysis workbook for any project, and done so in accordance with Vermont’s Enterprise Project Management Office (EPMO) project standards and Project Management Institute (PMI) best practices.  These instructions include the use of the Project Cost Workbook template, with descriptions of the information that should go into various sections, suggested standards for depicting budget status via color codes (green/yellow/red), and examples of the individual sub-worksheets within the overall workbook.
There are various objectives for developing this workbook which include estimating the amount of funds required to complete a project in whole or in part (i.e. estimating only the first phase or first fiscal year or two), tracking approved and partially approved budget funding, and increases to budget made available to the project over time.  It is also used to track project expenditures, and to compare the amount of funding available to the estimated amount to complete the project.  Once identified, these amounts can be used to estimate future fiscal year funding requests and to periodically report project budget information to Stakeholders in Project Status Reports.
Other downstream benefits of actively managing this workbook include:
· Initially help estimate costs required in an IT-ABC Form (business case and lifecycle cost analysis).
· Information for Independent Reviews will be more readily available to the IR Vendor.
· Annual State (and Federal as needed) budget request info will be readily available and quantifiable.
· Budget information required by the VT State Legislature for Quarterly and Annual reporting will be more consistently developed, reliable, and readily available.
· Project Management Staff will more quickly and accurately forecast funding requirements, contract expirations, and enhancing overall risk mitigation by avoiding missed funding request deadlines.
· PM’s can maintain a single source of accurate and readily available project cost information.

[bookmark: _Toc437328854]Workbook Structure

The project cost workbook (hereafter referenced as “workbook”), consists of individual worksheets that are referenced within individual Tabs across the bottom of the workbook, as pointed out in the illustration below.   Because some cells contain calculations, they are locked using the password “PMO” (case sensitive).  To lock/unlock, select the Password Protect/Unprotect selection from the CHANGES segment of the REVIEW menu at the top of the Excel ribbon-bar.  After unlocking the Worksheet, specific cells are locked/unlocked off the PROTECTION tab by using the arrow at the bottom right corner of the FONT segment of the HOME menu.
Extra worksheets have been created by default as will be explained further down in this document.  As worksheets are needed/not-needed, they can be hidden/unhidden (right mouse click on a tab and select appropriately).
 [image: ]Worksheet Tabs


The worksheets/tabs built into this workbook include the following:
[bookmark: _Toc437328855]Budget Summary:
This worksheet includes a combination of directly entered data and information pulled from other worksheets including the Current Solution Summary, New Solution Summary, Time and Material Contracts (T&M) 1-5, Fixed Price Contracts 1-5, New SOV Labor, and Approved Change Requests.   It summarizes the state and federal dollar amounts for each fiscal year and includes such information as Budget Available, Expenditures to Date, and any Variance (difference) between the remaining funds and cost to complete the project. 
[bookmark: _Toc437328856]Current Solution Summary:
The Current Solution worksheet typically reflects the Legacy solution and its associated Maintenance & Operations (M&O) costs, and includes a combination of directly entered data and information pulled from the Contractor and/or State Labor sheets (extra tabs are hidden by default).  A five-year lifecycle of fiscal years separated by State and Federal costs are initially displayed (FY1, FY2, etc.), where more columns/years can be added as needed.  It lists the high level solution components (i.e. development, hosting, etc.) and provides for 3 separate product/solution groupings where more than one component/vendor solution is used in the current Solution.  Descriptions can be changed and more rows can be added as needed.  An “Other” section of rows is available for miscellaneous costs such Program costs spread across their individual projects.
[bookmark: _Toc437328857]New Solution Summary:
The New Solution worksheet reflects the New solution and both the Implementation costs and the associated New Solution M&O costs, and includes a combination of directly entered data and information pulled from the Contractor and/or State Labor sheets (extra tabs are hidden by default).  A five-year lifecycle of fiscal years separated by State and Federal costs are initially displayed (FY1, FY2, etc.), where more columns/years can be added as needed.  It lists the high level solution components (i.e. development, hosting, etc.) and provides for 3 separate product/solution groupings where more than one component/vendor solution is used in the new solution.  Descriptions can be changed and more rows can be added as needed.  An “Other” section of rows is available for miscellaneous costs such as Program costs spread across their individual projects.
[bookmark: _Toc437328858]Current Solution - State of Vermont Staff Labor:
This worksheet represents the State Staff and their associated costs to support the current “legacy” solution being supported.  This worksheet provides 3 category sections by default, and more categories can be added.  Category titles can be used to distinguish state staff groups by roles, departments, agency, costs of hours worked vs. travel costs, etc.  Individual names and hourly rates are listed, along with areas to update hour worked each month and monthly estimates for future years, for calculations that auto populate the Current Solution Summary Worksheet.    Additional rows can be added to accommodate more names.  This worksheet is hidden by default.
[bookmark: _Toc437328859]New Solution - State of Vermont Staff Labor:
This worksheet represents the State Staff and their associated costs to support the implementation of the new upcoming/replacement solution.  This worksheet also provides 3 category sections by default, and more categories can be added.  Category titles can be used to distinguish state staff groups by roles, departments, agency, etc.  Individual names and hourly rates are listed, along with areas to update hour worked each month and monthly estimates for future years, for calculations that auto populate the New Solution Summary Worksheet.   Additional rows can be added to accommodate more names.  This worksheet is hidden by default.
[bookmark: _Toc437328860]Time & Material Contracts (T&M Cntr 1-5):
There are 5 generic T&M Cntr worksheets of which 4 are hidden by default.  While they can be used for the Current Solution, they are almost always more applicable and used on the New Solution (a.k.a. the upcoming/replacement solution).  One individual “T&M Cntr n” worksheet is used for each individual T&M Contractor Company providing staffing and/or consulting services to the project.  These are not used to track fixed price contracts (i.e. Solution Implementer staff), as those costs are identified and tracked separately (as described in the next section).  Individual names and hourly rates of pay are listed, with areas to record both actual expenditures invoiced each month and future estimated costs, and there are areas to track summary information on the contract amount remaining, approved changes, and contract end date.  Calculated totals are rolled up and auto populate either the Current or New Solution Worksheet, and the Budget Summary Worksheet.  Additional rows can be inserted to accommodate more names as needed.
[bookmark: _Toc437328861]Fixed Price Contracts (Fixed Cntr 1-5):
There are 5 generic “Fixed Cntr” worksheets of which 4 are hidden by default.  They can be used for the Current Solution, and are always used on the New Solution.  One individual Fixed Cntr n worksheet is used for each individual Fixed Price Contractor Company providing services to the project.  These are not used to track time and materials priced contracts (i.e. consulting/staffing service), as those costs are identified and tracked separately (as described in the previous section).  Project deliverables approved for payment are tracked monthly (by the fiscal year as payments are made), recording the invoice number, date, and amount, along with areas to track summary information on the contract amount remaining, approved changes, and contract end date.  Calculated totals are rolled up and auto populate either the Current or New Solution Worksheet, and the Budget Summary Worksheet.  Additional rows can be inserted to accommodate more deliverables as needed.
[bookmark: _Toc437328862]Approved Change Requests (Appr Chg Req):
This worksheet lists the information associated with “approved” change requests that resulted in and increase or decrease to project funding.  These may be associated with schedule or scope related change requests.  However, a change to scope or schedule that did not have an impact to cost is not tracked here.  Tracking these approved funding changes on this Worksheet does not replace the project site location where all project change requests are logged.  It merely serves as a mechanism to increase/decrease the current project budget amount over the life of the project, and includes the date and a brief description to help explain the changes.  The amounts are separated by the applicable Fiscal Year, and the totals are used for calculations that auto populate the Approved Change Request column in the main BUDGET SUMMARY Worksheet.  Although entered here, the amount of the increase/decrease is also manually re-entered onto the T&M or Fixed Price worksheet of the associated contract.
[bookmark: _Toc437328863]Codes Used:
This worksheet is used to support other worksheet functions such as “drop down lists.”  It is not to be altered or deleted, unless additional functions are added in the future.

[bookmark: _Toc437328864]Budget Status Color Definitions 
Budget status is inherently subjective; however, budget status colors can be used to reflect levels of risk.  For example, having 100% funding for the necessary cost to complete project work anticipated would reflect zero risk, or a budget status of green.  An increase to budget risk can be represented with alternate colors to reflect the degree of risk (yellow=moderate amount requiring monitoring or possible steps taken, or red=significant amount requiring immediate action taken).  Project Manager are expected to report yellow or red when appropriate, however some of this may be automated through conditional formatting. 
When applied to the information entered and/or results calculated on the Budget Summary worksheet, this chart suggests guidelines for Budget Status in any various scenarios.
· =< 0 means that there is no shortage, and/or possibly a surplus.
· >0 means there is a shortage, and the estimated amount to complete the work exceeds the budget available.
· Y=Yes Funding is approved for 100% of the ESTIMATED TOTAL COST amount
· N=No Funding requested yet
· NF=Not requested yet, future year too far out to request
· R=Funding has been requested but not yet approved
· PR=Partially funded where variance has been requested and not yet approved
· PN=Partially funded and variance not yet requested
	STATUS COLOR
	FUNDED Code
	VARIANCE
	NOTES

	Green
	Y
	=> 0
	

	Yellow
	Y
	< 0
	Change FUNDING field to PN (Red) until variance amount is requested (PR), or reduce scope/schedule-resources to bring VARIANCE back to an amount => 0.  Otherwise may go Red depending on amount.

	Yellow
	PR
	< 0
	

	Yellow
	R or PR
	< 0
	Yellow if 6+ months before time runs out to obtain funding

	Red
	
	
	Red if available time to get funding is limited and a risk to the project.

	Yellow
	N
	N/A
	Yellow if not current or next Fiscal Year

	Red
	
	
	Red if current or next Fiscal Year

	Red
	PN
	< 0
	Could be considered Yellow if variance amount is small and/or shortage amount is not required for 9 or more months.

	No Color
	NF
	N/A
	For future fiscal years it is likely that the funding is not yet requested, so no color code applied, unless within 6 months of next fiscal year, and then the same codes above apply.






[bookmark: _Toc437328865]Initial Workbook Setup and Worksheet Updates
This section will walk through the initial setup of individual worksheets with the base information to begin tracking project costs.  From there, the workbook and individual Worksheets will continue to be updated.  Events that might trigger updates to worksheets include such items as:
· IT-ABC approved (if worksheet was not used to develop the ABC)
· Independent Review completed (Agency/Dept reimburses DII for cost)
· Contract execution
· Contract amendment executed
· Contract related Invoice paid
· Finance related Change Request approved
· Tracking of State labor recorded
· Shared Program Cost updates

The following sections include instructions for the worksheet setup and ongoing updates of:
1.1 Budget Summary
1.2 Current Solution Summary
1.3 New Solution Summary
1.4 Current SOV Labor
1.5 New SOV Labor
1.6 T&M Contract
1.7 Fixed Price Contract
1.8 Approved Change Requests

[bookmark: _Toc437328866]4.1 Budget Summary Worksheet:
[bookmark: _Toc437328867]Initial Setup:
1. Change the default title (Project Name Here) to the name of your project.
2. Update the author and date in the lower right area of Worksheet.
3. Change the fiscal years listed in the far left column (currently FY1, FY2, etc.) to the actual fiscal years represented (i.e. FY16, FY17, etc.).
[bookmark: _Toc437328868]Ongoing Updates:
1. Within the Beginning Budget column, the cell in the applicable row of the targeted fiscal year is updated to reflect the amount of funding provided.  It is ideal to have an amount equal to or greater than the amount in the Estimated Total Cost column (indicting enough to fund the new project in that year).
Important Note: The Current Solution M&O costs are not included in the Estimated Total Column.  Current M&O costs are traditionally operational costs and not part of this new project budget.  However, there is a Worksheet here in this workbook to calculate Current M&O for several reasons:
· To identify the costs tracked by DII’s EPMO for IT-Activities with Lifecycle costs over $500K, which include annual M&O costs to maintain many of the current/legacy IT solutions in the State.
· To complete the initial estimate for an IT-ABC Form (Current Operations cost section).
· For Project Managers implementing new systems to track when current Legacy system contracts end, and appropriately schedule new solution completion or extend current contracts as needed.
2. The Funded Y/N/R/PR/PN/NF field is updated with the appropriate code to reflect the actual status of the amount in the Beginning Budget field.  This is done for both the federal and state amounts.  Applicable codes include the following:
· Y=Yes Funding is approved
· N=Funding neither requested or approved
· NF=Not requested yet as it is a future fiscal year and too far out 
· R=Funding has been Requested
· PR=Partially funded and variance has been requested
· PN=Partially funded and variance not requested yet
3. Do a quick visual check of the fields across the rows to check for any amounts obviously wrong, and correct any findings.
4. A color code can will be automatically applied as noted above in Section 3.  This is done as a result of conditional formatting that can be changed if necessary to adapt to project specifics.


[bookmark: _Toc437328869]4.2 Current Solution Summary:
[bookmark: _Toc437328870]Initial Setup:
Once setup is completed, manual updates to this worksheet are rarely performed.  Typically, costs for maintenance are directly entered into the applicable fiscal year columns and the actual expenditures paid (contract invoices for licenses, hosting, etc.) can be tracked in a Fixed Cntr Worksheet, where invoice totals are combined and rolled up into the Budget Summary Worksheet.  Occasionally a time and materials contract for consulting or services is executed on the Current Solution.  In those cases, only the name of the contractor company and few other identifiers are entered here, and the actual invoices and estimated costs are tracked in a T&M Cntr Worksheet.  Other things to note about the Current Solution Summary worksheet, is that it can be modified to add additional rows and columns (i.e. more fiscal years for a longer overall lifecycle).  Be careful not to over-write formulas that calculate column and row totals.  Save a backup copy first to refer back to if necessary.
1. Add the IT-Activity (project) name in the upper left corner.
2. The upper left area of the Worksheet identifies three Product (aka fixed price contract) sections, with several Component description rows (i.e. Application, licensing, hosting, etc.).  Change the labels of Product and Components as needed to match your high level contract deliverable names.  Note:  Time & material contracts (i.e. IT staffing services contracts) are tracked further down in the worksheet and with separate T&M Cntr Worksheets, and not here on these rows.
3. For each row in the Product section, add the following:
· Product/Service Name
· Company Name
· Contract Number
· Qty (see optional approach in next step below)
· Price (see optional approach in next step below)
You can either enter the Quantity (number of units) and Unit Price then create a formula in the Fiscal Year columns auto-calculate, or enter the total costs directly into the cells of the applicable Fiscal Year columns.  
4. If the cost is 100% state funded, only enter the cost in that column.  If 100% federally funded, only enter in the federal column.  If it is split (i.e. a portion of both state and federal funding), then modify the cell content/formula with the appropriate percentage.  For example, if a $1,000 cost were entered directly but split State=40%/Fed=60%, then the formula in the State column in that row would be =SUM(1000*.4), and the Federal column will be =SUM(1000*.6).  If the Quantity and Units field were used instead, the State and Fed calculations would look like =SUM(E6*F6*0.4) and =SUM(E6*F6*0.6) respectively.
5. If the % is consistently the same for all costs in the entire column (i.e. always 40% State in each row all the way down, the label at the top of each column can reflect that (i.e. State 40%).  Otherwise if different rows have different percentages, you can leave the labels to just say State and Federal.
6. Enter the costs for the other fiscal year columns for the remainder of that deliverable/row.
Note:  If a new system is being implemented and the New Solution Summary Worksheet is filled in, there is often a clear contrast of how many fiscal year columns are completed here in this worksheet to represent when current system M&O costs come to an end, and when the new solution M&O costs begin on the New Solution Summary Worksheet.  For example, this sheet may only represent 2 more fiscal years of M&O (highlighted in orange by default) while the new system is being implemented, and then M&O kicks in under the new Solution for fiscal years 3, 4, and 5 of the five-year lifecycle reflected.  This is why the color codes of orange are used here and on the New Solution Summary Worksheet, to represent the transfer of M&O from the current system to the new, but still capture both since the State is paying for both the current and new for one or more years.  On occasion, they overlap in the same fiscal year(s) as some M&O costs begin in the new Solution before the Implementation is completed and the current system can be decommissioned, so M&O costs exist in both places during the same fiscal years.
7. Repeat the same process for each of the other Product sections (if used).  An example would be if there are several different product/solution contracts in force to maintain the current system.
8. Similar to the Product sections above, identify any other Fixed Price Contracts that are not directly part of the system products.   These can be added in the next section labeled DR/Security/3rd-Party. 
Change the labels of these sections as needed.
Note:  For every different fixed price contract listed, a corresponding Fixed Cntr Worksheet is required.
9. Add the costs information to the DR/Security/3rd-Party rows as done above, for all rows and applicable Fiscal Year columns.
10. For Time & Materials contracts that support the current Solution, only the description fields are updated here on this worksheet.  All other T&M cost information represented here is pulled (auto-populated) from the corresponding T&M Cntr Worksheets (once formulas are applied to the fiscal year column cells).  Fill in the cells for the Contracted Staffing/Consulting Svcs section as follows.  Complete a separate row and separate corresponding T&M Cntr worksheet for each T&M contract):
· Product/Service Name
· Company Name
· Contract Number

Refer to the instructions below in Section 4.6 to Setup and Update the “T&M Cntr” Worksheets.

11. There are 3 potential categories to separate different types of State of Vermont (SOV) Labor that support the current Solution.  Using more than one Category is optional and not required.  Update the Category 1, 2, and/or 3 labels in the leftmost column with the applicable names of the groups to be tracked.  These should match the Category names created in the Current SOV Labor Worksheet.  Remaining column descriptions regarding contract name and number are greyed-out as they do not apply.  All SOV Labor cost information represented here is pulled (auto-populated) from the corresponding Current SOV Labor Worksheet.
Refer to the instructions below in Section 4.4 to Setup and Update the Current SOV Labor worksheet.
12. For Other costs such as Program level costs that are split among those Projects within a Program, using this worksheet (as noted in Part 4 of the Workbook Overview Videos) is just one way to track such costs.  If done here, update the Other 1, 2, and/or 3 labels in the leftmost column with the applicable names.  Footnote a comment at the bottom of the Worksheet in the NOTES/ASSUMPTIONS section for each row used to briefly describe the shared cost.  Footnote details should include background on a prorated amount being applied to this current Solution, the percentage/share, other projects bearing a portion, the contact name of the Program Administrator, and any other pertinent information.  Remaining column descriptions regarding contract name and number are greyed-out as they do not apply.
13. Add the costs information to the Other section for all applicable fiscal years as done above in the Product/Fixed Price Contract sections.
14. Add any Notes/Assumptions to the bottom left section of the Worksheet as needed.
15. Perform a Quality Control review to cross check the overall information entered on the worksheet.  Be sure the column totals at the bottom and row totals on the right appear correct.
[bookmark: _Toc437328871]Ongoing Updates:
Updates may occur in any of the sections.  For example, if an implementation takes longer than estimated and an additional year of M&O is added to the contract (i.e. contract amendment to extend the date and amount), or a new section is required for something not tracked before (may have existed but wasn’t yet tracked here).
[bookmark: _Toc437328872]4.3 New Solution Summary:
The New Solution Summary Worksheet is setup very similar to the Current Solution Summary Worksheet noted above.  However, unlike the Current Solution, costs here represent both M&O and Implementation and therefore, likely have more information tracked.  It can be modified to add additional rows and columns (i.e. more fiscal years for a longer overall lifecycle).  Be careful not to over-write formulas that calculate column and row totals.  Save a backup copy first to refer back to if necessary.
[bookmark: _Toc437328873]Initial Setup:
1. Add the IT-Activity (project) name in the upper left corner.
2. The upper left area of the Worksheet identifies three Product (aka fixed price contract) sections, with several default Component description rows (i.e. Application, licensing, hosting, etc.).  Change the labels of Product and Components as needed to match your high level contract deliverable names.   These are the products/contracts that make up your new solution.
Important Note:  Time & material contracts (i.e. IT staffing services contracts) are tracked separately in the T&M Cntr Worksheets and not here on these rows.
3. For each row in the Product section, add the following:
· Product/Service Name
· Company Name
· Contract Number
· Qty (see optional approach in next step below)
· Price (see optional approach in next step below)
You can either enter the Quantity (number of units) and Unit Price then use a formula in the Fiscal Year columns to auto-calculate, or enter the total directly into the cells of the applicable Fiscal Year columns. 
When this worksheet is initially setup, some cost fields may require estimating.  The source of obtaining estimates will vary.  Cost information will become more accurate throughout the various stages of a project lifecycle.  Initially, costs can be estimated using reliable sources (i.e. internet research, contacting other states, requests for information, quotes, or proposal [RFI/RFQ/RFP]).  However, these instructions do not explore these steps, or the use of estimating techniques, Rough Order of Magnitude (ROM) estimates, contingency reserves, etc.  Use of this tool is “progressively elaborated” whereby details become more accurate throughout the lifecycle of the project.  
Below are the two images 4.3.a (Contract Sample) and 4.3.b (Worksheet Sample) that illustrate the use of contract deliverables information to populate the Product sections of the Worksheet.  Colored arrows highlight information entered in the New Solution Summary Worksheet corresponding with information in the contract, spread across the lifecycle of the contract/project.  This is repeated for each unique product/contract.  When contracts are developed this way, they align with the project costs tacked and help denote when payments are expected.
Image 4.3.a (Payment Section of a Sample Contract)
[image: ]yR 1





Image 4.3.b (New Solution Worksheet with Corresponding Descriptions and Cost)
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4. If the cost is 100% state funded, only enter the cost in that column.  If 100% federally funded, only enter in the federal column.  If it is split (i.e. a portion of both state and federal funding), then modify the cell content/formula with the appropriate percentage.  For example, if a $1,000 cost were entered directly but split State=40%/Fed=60%, then the formula in the State column in that row would be =SUM(1000*.4), and the Federal column will be =SUM(1000*.6).  If the Quantity and Units field were used instead, the State and Fed calculations would look like =SUM(E6*F6*0.4) and =SUM(E6*F6*0.6) respectively.
5. If the % is consistently the same for all costs in the entire column (i.e. always 40% State in each row all the way down, the label at the top of each column can reflect that (i.e. State 40%).  Otherwise if different rows have different percentages, you can leave the labels to just say State and Federal.
6. Enter the costs for the other fiscal year columns for the remainder of that row.
Note:  If there is a legacy system being maintained, and those associated legacy solution M&O costs are tracked in the Current Solution Summary Worksheet, there is often a clear contrast of how many fiscal year columns are completed there and here, as pointed out above.  This is why the color codes of orange are used here and on the Current Solution Summary Worksheet.  These colors can be changed.
7. Repeat the same process for each of the other Product sections (if used).  An example would be if there are several different product/solution contracts in force to implement and maintain the new solution.
8. Similar to the Product sections above, identify any other Fixed Price Contracts that are not directly part of the system products.   These can be added in the next section labeled DR/Security/3rd-Party.
Change the labels of these sections as needed.
9. Add the costs information to the DR/Security/3rd-Party rows as done above, for all rows and applicable Fiscal Year columns.
10. For T&M contracts that support the new Solution, only the description fields are updated here on this worksheet.  All T&M cost information represented here is pulled (auto-populated) from the corresponding Contractor Worksheets. Fill in the cells for the Contracted Staffing/Consulting Svcs section as follows (complete a separate row and separate corresponding T&M Cntr Worksheet for each T&M contract):
· Product/Service Name
· Company Name
· Contract Number
· Qty and Amount cells are greyed-out as they do not apply.

a.  Refer to the instructions below in Section 4.6 to Setup and Update the “T&M Cntr” Worksheets.

11. There are 3 potential categories to separate different types of State of Vermont (SOV) Labor that support the new Solution.  Using more than one Category is optional and not required.  Update the Category 1, 2, and/or 3 labels with the applicable names of the groups to be tracked.  These should match the Category names given in the New SOV Labor Worksheet.  Remaining column descriptions regarding contract name and number are greyed-out as they do not apply.  All SOV Labor cost information represented here is pulled (auto-populated) from the corresponding New SOV Labor Worksheet.

a. Refer to the instructions below in Section 4.5 to Setup and Update the New SOV Labor Worksheet.

12. For Other costs such as Program level costs that are split among those Projects within a Program, using this worksheet (as noted in Part 4 of the Workbook Overview Videos) is just one way to track such costs.  If done here, update the Other 1, 2, and/or 3 labels in the leftmost column with the applicable names.  Footnote a comment at the bottom of the Worksheet in the NOTES/ASSUMPTIONS section for each row used to briefly describe the shared cost.  Footnote details should include background on a prorated amount being applied to this current Solution, the percentage/share, other projects bearing a portion, the contact name of the Program Administrator, and any other pertinent information.  Remaining column descriptions regarding contract name and number are greyed-out as they do not apply.

If however, the detailed costs of the Other sections are tracked and/or estimated on another worksheet (i.e. Category x on Labor Worksheet), then only enter the description name in the far most left column, and use formulas in the fiscal year columns on the applicable row to auto-populate the totals calculated from those other worksheets.
13. Add the costs information to the Other section for all applicable fiscal years as done above in the Product/Fixed Price Contract sections.
14. Add any Notes/Assumptions to the bottom left section of the Worksheet as needed.
15. Perform a Quality Control review to cross check the overall information entered on the worksheet.  Be sure the column totals at the bottom and row totals on the right appear correct.
[bookmark: _Toc437328874]Ongoing Updates:
Unlike the Current Solution Summary Worksheet, this Worksheet is routinely updated.   These updates may be a result of directly entered data, and/or auto-populated updates made to other sub-worksheets that feed this worksheet.  Typical updates are one or more of the following events:
Directly entered updates
· Modifying the information or costs previously entered for a Fixed Price Contract listed in Product or DR/Security/3rd Party sections.  This may be the result of a contract amendment modifying the deliverables listed here.
· Adding another Fiscal Year column.
· Entering new information that was not previously on the worksheet, for example:
a. New additional Product section
b. Shared cost split within a Program
c. New T&M Contract to reference (just the reference, not cost information.)
d. New State Labor Categories to reference.
· Modifying a formula.  For example, this is done to change the percent of State vs. Other/Federal funding in any given year and/or within any specific row.  You may need to UNLOCK a protected worksheet or cells as described in Section 2.0 above.  Remember to relock/re-protect the worksheet once done (using the same “PMO” pswd) to avoid accidentally overwriting key formulas.
Auto-populated updates
Periodic updates made on sub-Worksheets (i.e. T&M Cntr, or, New SOV Labor) will automatically update the cost information on those rows as dictated by their formulas.  Refer to those other sections below for more detailed information.


[bookmark: _Toc437328875]4.4 Current SOV Labor (worksheet hidden by default):
Concept Notes will be highlighted like this along the way to highlight a fact that may not be readily apparent from the instructions and template alone.  Sample images may also be provided with these notes.
Concept Notes:  This Worksheet is very similar in structure to several Worksheets to follow, and rather than continuously repeat the same information, those instructions may point back to the instructions in this section.  
Refer to Image 4.4a below and the corresponding descriptions of the 4 arrows depicted.  
1. Blue Arrow – Employee Profile (name, hourly rate, avg # of hours worked per month, and state/federal %)
2. Red Arrow - The 12 months in the Current Fiscal year (July 1st to June 30th), hidden by default before FY2, FY3, FY4, and FY5.  They are used for the “current” fiscal year to report the actual number of hours worked or invoiced expenditures to the project.
3. Purple Arrow - The running total of ACTUAL COST by fiscal year
4. Orange Arrow - The running total of FORECAST ESTIMATES by fiscal year (N/A for Fixed Cntr Worksheet)
Image 4.4.a (depicting 4 common sections in State Labor and Contractor Labor Worksheets)
 [image: ]
As noted above in the 4.3.11, Category labels can be used to distinguish different State labor groups tracked.  By scrolling down through the worksheet, you will find the additional Category sections created.  The label names entered in highlighted Sections 1, 2, or 3 should correspond with the Category names entered on the Current Solution Summary Worksheet.  More Category sections can be added as needed by carefully copying a whole section to another location further down in the worksheet.  Unused extra rows in Category section can also be deleted to save space.  If an additional Category section is added here, a corresponding row and its formulas must also be added to the Current Solution Summary Worksheet (i.e. Category 4, 5, etc.).
[bookmark: _Toc437328876]Initial Setup:
1. Change the highlighted CATEGORY 1 SECTION label in the upper left corner of the Worksheet to the group name desired.
2. Enter the state Employee name (in first column).  Overwrite any sample name listed (i.e. John Doe).
3. Enter the employee Hrly Rate of Pay, overwrite any sample name listed.  If you know their “fully loaded” hourly wage (i.e., the hourly wage plus benefit amount), then use the exact amount. If not use $55 per hour. 
4. Enter the Avg # of Hours Per Month (i.e. 160)
Concept Note:  This field is used in formulas to estimate future fiscal year costs.  There are two ways to represent this average here.  Please refer to Image 4.4.b and details below.
· Blue arrow - Option 1, and likely the best choice initially, is to directly enter a number of hours the person will likely work each month.  If 100% dedicated, that would be 160 hours (40hrs x 4 weeks), or +/- as applicable.
· Red arrow -  The 2nd option is to enter a formula here that totals the number of actual hours recorded in the months of July thru June and divide by the actual number of months tracked.  For example, if only two months were recorded so far (i.e. =SUM(D5:O5)/2).  Just know that the future year estimates (Hrly Rate x Avg Hrs Per Month x Est # of Months remaining) may be too high or too low if this field is not a good representation of average hours to be worked each month over the life of the project.  The formula will have to be adjusted each month as more actual hours worked are recorded (i.e. from /2 to /3, /4, etc.
Image 4.4.b (Depicting 2 approaches to entering avg hours/month)

[image: ]

5. Enter the State % portion of funding.
6. Enter the Federal or Other % portion of funding (must total 100% when combined with State %).
7. Travel costs (i.e. site visits, or training related to support of the system) can also be tracked by person.  By re-entering “Employee Name – Travel” directly under their initial entry (or other grouping ideas).  In this case, the Hourly Rate and Avg # of Hours per Month fields are left blank on that row.  One total amount for the cost of travel is entered into the appropriate month(s).  The formula to add all the months on that specific travel related row is changed to eliminate the hourly rate in the formula, for example, it would be changed from =SUM(F4:Q4)*B4*D4 to =SUM(F4:Q4)*D4.
8. Change the column labels from FY1, FY2, etc. to the actual fiscal year (i.e. FY16, FY17, etc.), leaving the specific references of “Current FY” in their applicable columns.
Concept Note:  When first setting up this Worksheet, it is not required to record hours worked if none have occurred.  It is assumed however for the next step (Step 9) that some hours have already been worked and therefore are being recorded during this initial setup.  Otherwise, skip to Step 10.
9. Enter the number of hours worked by the employee for each month during the current fiscal year. 
Note:  For Fixed Cntr and T&M Cntr worksheets, actual invoiced costs are entered here, not hours worked.  That difference is detailed again below in their specific instruction sections.
In the sample Image 4.4.b above, it is the month of September, and the hours for July and Aug are known and entered so far.  That leaves 10 more months remaining in the current fiscal year.
10. Enter the estimated number of months remaining for that employee for the current fiscal year into the column “FYxx Remainder of Current Fiscal Year,” for each employee row tracked.  The remaining months estimated for the current fiscal year will be decreased each month as another month of actuals is added.
Refer to the Orange Arrow in Image 4.3.c below.  In the example shown, it’s estimated the full year remaining will be worked (all 10 months).
11. Enter the estimated number of months that each employee listed will work in all remaining fiscal years.  Refer to the Purple Arrow in Image 4.3.c below.
Concept Note:  As depicted by the Green Arrow in image 4.3.c below, the number of months can be increased, or decreased, or even zero as staff are estimated to ramp up/down or finish their work on the project in future months or Fiscal Years ahead.
Concept Note:  Bottom line totals in both Actuals and Forecast Estimate years are auto-pushed to the Current Solution Summary Worksheet as depicted by Blue and Red Arrows in Images 4.3.c and 4.3.d.


Image 4.4.c (Depicting locations to enter estimated # of months worked in future fiscal years)
[image: ]     The Blue Arrows are added together to equal one fiscal year (the current year), and the total is placed into the Current or New Solution Summary Worksheet.  In this way, the “Current FY” is always the sum of the Actuals to date (+) estimate to complete that current year.  Only applicable to Current and New SOV Labor and T&M Cntr  Worksheets, not Fixed Cntr Worksheet.

Image 4.4.d (Current Solution Worksheet auto-populated from Labor Worksheet totals in 4.4.c above)
 [image: ]  Using bottom line totals from the other Worksheets, costs are auto-populated here in the State and Federal columns of the applicable Fiscal Year.


12. Perform a Quality Control review to cross check the overall information entered on the worksheet.  Be sure the column totals at the bottom and row totals on the right appear correct.
[bookmark: _Toc437328877]Ongoing Updates:
There are several reasons to update the Worksheet.  Several examples include:
13. Adding another name to track the hours and cost on.  This is done as described above during initial setup. Concept Note:  If an employee is no longer working on the project, do not remove their reference as it records their overall project costs during that given fiscal year.
14. Records are not removed as their cost information remains and is included in overall costs.  
15. Rate of pay changes.  This can be accommodated a couple different ways.  One way is adding the name again on a new row, and recording new information going forward using the new line.  Another way, is by updating the hourly rate to the new rate, and hard coding the State/Federal formulas for cost calculations.  For example, if the old rate was $55/hr and the new rate will be $70/hr, change the hourly rate field (Column B) to $70, and change the formula in the State calculated field in the Current Fiscal Year
from =SUM(F4:Q4)*B4*D4 to =SUM(F4:K4)*55*D4+SUM(L4:Q4)*B4*D4 (replace D with E in Fed column).
If midway through the year, the formula might include both rates as in =SUM(D4:E4)*55+SUM(F4:O4)*B4.
16. The most common updates are monthly updates to record the hours worked by each person listed.
Note:  As stated above, actual costs (not hours) are entered on Fixed Cntr and T&M Cntr Worksheets.
a. Enter the total monthly hours under the applicable month in the Current Fiscal Year section.
b. Reduce the current number listed in the Forecast Estimates section, Remainder of Current Fiscal Year - # of Months column by 1 (i.e. if the number is 10, lower it to 9.  If 6, lower to 5, etc.).  This number represents the remaining number of months in the current fiscal year.
Concept Note:  The total number of months represented from Steps 3a. and 3b. above should equal 12 months.  For example, if the hours have been recorded for the Current Fiscal Year months of July through October (4 months), then there are 8 months remaining in the current fiscal year, and 8 is the correct number to be in the Remainder of Current Fiscal Year - # of Months column.

17. Concept Note:  At the beginning of each new fiscal year (July), routine maintenance is performed.  Save a backup copy of the current Workbook before beginning, adding the date to the end of the file name.
Refer to Images 4.4.e and 4.4.f below.
a. Hide the 12 months preceding the Current Fiscal Year.
b. Unhide the 12 months preceding the next/new Fiscal Year.
c. Labels are moved to the next/new fiscal year column (Blue Arrows).
d. Past year # of Forecast Estimated Months Remaining dwindled down to zero (Orange Arrow).



Image 4.4.e (Depicts Current Fiscal Year = FY1 and Formula used in FY1/Column-W, Cell W4, W5, etc.)

[image: ]
Image 4.4.f (Depicts “Fiscal Year” Label Moved to FY2)
[image: ]


[bookmark: _Toc437328878]4.5 New SOV Labor (worksheet hidden by default):
[bookmark: _Toc437328879]Initial Setup and Ongoing Updates:
As stated in the Concept Note at the beginning of Section 4.4, the New SOV Labor has all the same structure with only subtle differences (feeds New Solution Summary Worksheet, not Current Solution Summary Worksheet), and therefore all the information and instructions presented in Section 4.4 above applies to this worksheet too.
[bookmark: _Toc437328880]4.6 T&M Cntr (extra worksheets 2, 3, 4, and 5 hidden by default):
As referenced in the concept note at the beginning of Section 4.4, this Worksheets is similar in structure with only subtle differences, and therefore the information presented in Section 4.4 will mostly apply to this worksheet too.  
Some differences worth noting are that:
1. This worksheet does not have Category Sections.  There is only one section, for all contractor names working on the project to be listed in that section.  Contractor resources can be separated by blank rows if there is a need to group like-information (i.e. Project Manager group vs. Business Analyst group), Straight Time group vs. Travel group, Program Code 1 group vs. Program Code 2 group, etc.
2. A separate T&M Cntr Worksheet is completed for each T&M company contracted with.  This is because the worksheet ties directly to that associated contract, and does not mix contracts.  For example, you can:
-Use T&M Cntr 1 Worksheet for the company providing professional services to the Current Solution.
-Use T&M Cntr 2 Worksheet for the Company providing some staffing services to the New Solution.
-Use T&M Cntr 3 for a second Company also providing staffing services to the New Solution, etc., etc.
3. A single T&M Cntr Worksheet feeds either the Current or the New Solution Summary Worksheet, but not both.  If for example a Company is performing services in support of both the Legacy system, and the New Solution under one contract, it is likely tracked as part of the New Solution and all costs are pushed to that Worksheet.  The only exception is if there are two completely separate contracts with that company, one to support the work in the current Solution, and a second contract for work toward the new solution/Solution.  In that case, two separate T&M Cntr Worksheets are completed, one for each Solution.  This would likely be a rare instance.
4. A blank T&M Cntr Worksheet can be copied in its entirety to create as many additional T&M Cntr Worksheets as needed.
5. The tab name of a T&M Cntr Worksheet should be changed to the actual Company Name.  A name change to the Tab automatically updates any previous formulas already using the T&M Cntr name.
6. Similar to the SOV Labor Worksheet being used to record “actual hours worked,” the T&M Cntr Worksheet is also used to record the “actual invoices” (a.k.a. contact expenditures), and thereby reports the draw-down on the overall Maximum Contract Amount available.
Concept Note:  Expenditures are contract payments made by the State for approved invoices presented by companies providing solutions and or services.  The process for a PM to record and track expenditures is closely related to the deliverables approval process spelled out in a Project Management Plan (PMP).  As deliverables are presented to the State for acceptance, there is a process performed by the PM to ensure that the Formal Acceptance Form was completed and signed by an authorized person(s) within the State.  Once completed, the Contractor may invoice the State for the agreed upon price of the associated deliverable (less any agreed upon retainage).   The details regarding these steps are documented in the Cost Management portion or other section of the PMP, and not detailed here.  It is assumed the correct process has been executed and that the invoice(s) managed in this section have already undergone those steps.
7. A small profile of Contract/Company specific information is entered in the top left section of each T&M Cntr Worksheet, and used to assist in tracking and highlighting contract specific, important to the PM.  Refer to Image 4.6.a below.  The cells with Numbers have formulas to calculate those totals.  The yellow highlighted fields are to draw the PM’s attention to the funds and time remaining on the contract.
Image 4.6.a (Contract/Company Profile found on both T&M Cntr and Fixed Cntr Worksheets)
	Company/Vendor Name
	 

	Contract Number
	 

	Contract Start Date
	 

	Initial Contract End Date
	 

	Initial Maximum Contract Amount
	 

	Total Amendment  Amounts (+/-)
	 

	Current Contract Maximum Amount
	$0.00

	Total Amount Invoiced to Date
	$0.00

	Total Contract Amount Remaining
	$0.00

	Current Contract End Date
	 

	Date last updated
	 

	Last update made by (name)
	 



[bookmark: _Toc437328881]Initial Setup:
Refer to Image 4.6.a above.  Complete the following information in the upper left corner of the T&M Cntr worksheet:
1. Company/Vendor Name:  Company name as it appears on the Contract
2. Contract Number:  Contract number
3. Contract Start Date:  Start date as referenced on first page of contract.
4. Initial Contract End Date:  End date as referenced on first page of contract.
5. Initial Maximum Contract Amount:  As referenced on first page of original contract.
6. Total Amendment Amounts:  Enter the amount, or the formula if two or more amendments have been executed (i.e. =SUM(125000+75000+30000)
7. Current Contract Maximum Amount:  N/A.  This is auto-calculated.
8. Total Amount Invoice to Date:  N/A.  This is auto-calculated.
9. Total Contract Amount Remaining:  N/A.  This is auto-calculated.
10. Current Contract End Date:  As referenced on the first page of the original contract or the latest Amendment where the End Date has been changed as part of the Amendment.
11. Date Last Updated:  Current date the worksheet is initially setup by the PM or others.
12. Last Update Made by (name):  Name of the person initially setting up this worksheet.

Similar to Labor Worksheets instructions above in Section 4.4, complete the following fields for each person working under this contract:
13. Contractor Name:  Enter the name of contractor staff person
14. Hourly Rate of Pay:  Hourly rate paid to that contractor according to the original contract or subsequent amendments.
15. Avg # of Hours Per Month:  There are two options available, hard coding a number (i.e. 160) or entering a formula.  Please refer the details explained in Section 4.4 above for further information on this (Initial Setup section, paragraph 4).
16. State %:  Enter a number to represent the State portion of the funding for this cost.  If not 100 (100%), please note that the total when combined with the Federal % must total 100%.
For example, State %=40 and Fed %=60, so the total % = 100.
17. Federal %:  Enter a number to represent the Federal portion of the funding for this cost.  If secondary funding is not Federal, the label can be changed as applicable (i.e. Special Grant).
Concept Note:  The percentage (or % split) on each line can be unique.  For example, a person may be listed more than once if they are performing some duties at a split rate of 50/50, and other duties at a rate of 90/10.  The invoiced costs (explained later in this section), just need to represent each of the different duties accordingly in their sub-totals.  Some Agencies/Departments are using “Program Codes” for staff to bill to, and invoices received also subtotal the amounts by program codes, whereby the program code is unique and aligned to the percentage split and funding model.
18. For the remainder of the Initial Setup of this Worksheet (completing the forecast estimates section), refer to the instructions listed in Section 4.4 above, resuming in the Initial Setup section, paragraph #8.

[bookmark: _Toc437328882]Ongoing Updates:
The most common updates are monthly updates to record the cost invoiced for each individual.  These updates are the same as the Ongoing Updates information listed in Section 4.4 with the following exceptions:
1. As stated above, actual costs (not hours) are entered here for T&M Cntr and Fixed Cntr Worksheets.  Enter the individuals invoice amount under the applicable month in the Current Fiscal Year section.
Refer to the Contract/Company profile in the upper left corner for the following updates
2. Total Amendment Amounts:  Enter the amount of an amendment (if applicable), or the formula if two or more amendments have been executed (i.e. =SUM(125000+75000+30000).
3. Total Contract Amount Remaining:  Review the amount listed compared to the what future estimated costs listed would add to that amount, and determine if there is any concern that the contract may run out of money and need to be amended.  As mentioned at the beginning of these instructions, PM’s work with other staff when making such decisions (Business, Finance, etc.).
4. Current Contract End Date:  If an amendment to extend the end date has been processed, update this field with the new End Date.  Review the date listed compared to the work of the contractors under this contract may end, and determine if there is any concern that the contract may end too soon and need to be amended.  As mentioned at the beginning of these instructions, PM’s work with other staff when making such decisions (Business, Finance, etc.).
5. Date Last Updated:  Date the worksheet is last updated by the PM or others.
6. Last Update Made by (name):  Name of the person making the last update to the worksheet.
7. Perform a Quality Control review to cross check the overall information entered on the worksheet.  Be sure the column totals at the bottom and row totals on the right appear correct.
[bookmark: _Toc437328883]4.7 Fixed Cntr (extra worksheets 2, 3, 4, and 5 hidden by default):
Concept Note:  The Fixed Cntr Worksheets are uniquely different from both SOV Labor Worksheets and the T&M Cntr Worksheets because it does not estimate/forecast future costs.  This is because Fixed Cntr Worksheets track fixed price contracts, and there is no estimating.  The amounts of payment per deliverable are known already as outlined in Attachments A and B of the actual Contract (and any amendments that may have followed).  This is why those fixed price contract deliverables and amounts are directly entered onto the Current Solution or New Solution Summary Worksheet (as applicable).
Concept Note:  Unlike T&M contract invoices which are typically received monthly, Fixed price contract invoices may be received at any time (unless contract terms dictate otherwise).  They may also represent costs associated with Implementation or Maintenance.   For this reason, both of these pieces of information are collected on this worksheet.
[bookmark: _Toc437328884]Initial Setup and Ongoing Updates:
The initial Setup and Ongoing Maintenance of a Fixed Cntr Worksheet is the same as a T&M Cntr worksheet detailed above in Section 4.7 (while also getting some instructions from the Current SOV Labor Worksheets Section 4.4 too while using 4.7 above).
The only differences are as follows:
1. There is no forecasting section on the Fixed Cntr Worksheet, so there is no Initial Setup or Ongoing Updates to such an estimating section.
2. Invoice Number:  As invoices are received, enter the invoice number from the actual contractor invoice.
3. Reference Code:  Depending on what the invoice represents, enter I (Implantation) or M (Maintenance).
[bookmark: _Toc437328885]4.8 Appr Change Req (funding related only):
Concept Note:  The process for a Project Manager (PM) to track approved “funding related” Change Requests is closely related to the Change Management process.  As changes to scope, schedule, and/or budget are presented to the State and/or Project Governance Team for review and/or acceptance, there is a formal process performed by the PM and Team to ensure that the Change Request Form is completed and includes an impact assessment, and to be considered “approved,” must be signed by an authorized person(s) within the State.  Once accepted, the PM and Team may move forward with the change.   The details regarding these steps are documented in the Change Management or other portion of the PMP, and not detailed here.
It is assumed the correct process has been executed and that an approved “funding related” Change Request has already undergone those steps.
Concept Note:  Approved change requests (CR) represent several project cost workbook elements, specifically additional/reduced project deliverables and a corresponding cost change which results in a contract amendment, and additional/reduced project funding approval.   This can be a bit of a “chicken and egg” exercise as amendments are not processed before an approved Change Request (CR) authorizes it, and a change to the actual project deliverables/cost isn’t official until a contract amendment is fully executed.  Also, where federal funding applies, an approved CR may only authorize the approval to go forward and request funding support from the Federal Government or other source, requiring the change to wait on that approval before proceeding.  So, while being aware of these related activities and their timing, the amounts can be added/subtracted into the various Worksheets where indicated.
CR's most often result in a Contract Amendment increasing the maximum amount of the contract to cover additional work being done (Fixed Price) or more Contractor Staff time (T&M), and because they are signed by an authorized agent of the State/Feds, commit additional budget money to cover the additional costs.  This results in an offsetting increase/decrease to three areas of the Workbook:
1. The additional deliverable(s) of the Fixed Price contract will be added directly to the New Solution Summary Worksheet, causing the Estimated Total Cost to increase by a proportionate amount, or
2. The Contractor T&M, SOV Labor, or other estimated costs will be entered on the applicable Worksheet and offset the approved CR amount.  In this latter case, these amounts may have already been entered, making the Estimated Total Cost higher and triggering a variance amount that was the impetus for the CR.
3. Once an Amendment that impacts the budget amount is executed (signed), the amount is recorded in the Total Amendments field in the upper left profile section on the applicable Fixed or T&M Cntr Worksheet.
[bookmark: _Toc437328886]Initial Setup:
1. Change the column labels from FY1, FY2, etc. to the actual fiscal year (i.e. FY16, FY17, etc.), leaving the specific references of “Current FY” in their applicable columns.
[bookmark: _Toc437328887]Ongoing Updates:
1. At the beginning of each new fiscal year, move the “Current FY” label to the applicable year as depicted in Images 4.4.e and 4.4.f.  For example, if the current year was FY16, and now it’s July 2016, change FY16 Current FY label to just say “FY16,” and change FY17 label to say “FY17 Current FY.”
2. Only when/if a “funding related” approved Change Request is executed is there a reason to update this worksheet.  When one is executed, an entry is made into this worksheet by entering the following information from the approved Change Request:
a. Change Request Number
b. Date of Approval
c. Description (briefly how it impacts the budget and why done)
d. Comments and/or Action Required
e. Amount
f. Apply the applicable funding % splits (i.e. State vs. Federal) by modifying the formula in the applicable fiscal year column for that row.  For example, if the State portion was 40%, the formula would read =SUM(E3)*0.4
The total amount of increases/decreases is calculated in each column (both State and Federal) for each fiscal year, and individually pushed to the State or Federal field for the applicable Fiscal year in the Budget Summary Worksheet. 
3. When the actual Contract Amendment associated with the approved CR is executed, proceed to the applicable fixed price Fixed or T&M Worksheet and add/subtract the amendment amount as follows:
Total Amendment Amounts:  Enter the amount, or the formula if two or more amendments have been executed (i.e. =SUM(125000+75000+30000).  If not already done, adjust the estimated months accordingly (for example, add 12 months in the applicable fiscal year if the amendment extended the contract 1 year).
5. On the New Solution Summary Worksheet, update the Product/Deliverables sections with any associated Fixed contract changes (i.e. new deliverables and or additional costs in the applicable row or fiscal year columns).
6. Perform a Quality Control review of the Change Request Worksheet to cross check the overall information entered on the worksheet.  Be sure the column totals at the bottom and row totals on New Solution Summary the right appear correct.
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