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Project Budget Formats

What:  Formats for documenting the costs to be incurred during a project. 

Why:   Budgets are created in the planning phase of a project to estimate and communicate the costs the team will incur to develop the requested features/ requirements etc., and enable cost-scope-time tradeoffs.  

How:  Use the format in the embedded Excel file (and depicted on the next page) to create a budget for your project.    See also an alternate format on the last page of the file.

Guidelines:

· Create draft budgets during the investigation phase while the team is investigating possible tradeoffs between scope, costs, and time before committing to what the project will accomplish.  

· By the end of the investigation/planning phase, the budget will be considered a solid estimate. 

· The budget document will communicate the major components of the project cost and how they are distributed across the major work breakdown of the project. 

· Use at least the higher levels of your project's work breakdown as the left column of a budget spreadsheet.  This will ensure that all the work of the project is considered, as well as costs such as travel, materials, training etc. that would be incurred as part of each element of work.

· Typical items that can be forgotten include: 

· license fees for software tools needed during the project

· quality assurance hours, for both planning and debugging, 

· documentation hours 

· material costs 

· planning time 


Double-click on the icon below to open an editable MS-Excel file with a simple budget format.
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See the next page for a picture of the budget format contained in that file.
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Project Budget Format

Colurnin A s the high level work breakdown for the project. It is a good idea to have to have your budget follow the same format as the project schedule's high level work breakdown
to ensure that al the costs associated with executing all the project tasks. This column can have another level of indented detail f needed for smaler projects, and will most
certainly have more detail for larger projects to ensure an accurate bottom-up costing is accomplished

The non-salary labor colurnn is used to show where constractors are required.

The labor columns especially can be driven by an underlying breakdown by person or group of resources

Workbreakdown

Phase 1
Subsystem 1 prelim dsn & risk testing
Subsystem 2 prelim dn & risk testing
Project planning

Phase 2
Detailed design and prototype, subsystemt
Detailed design and prototype, subsysterm2
Integration testing

Alpha build

Phase 3
User manual creation

Alpha testing

Beta testing

Cerification testing
Custorner acceptance testing

Phase 4
Pilot build

Pilot testing
Release actiities

TOTALS

Salary Labor

Non-salary labor

Material Cost

Travel

Training

Capital

Other

Totals





Another  Sample Project Cost Budget Spreadsheet 

	WBS No.
	Task Name
	Start Date
	Compl. Date
	Resource Group
	Acc’t No.
	Labor Hours
	Labor $’000 
	Non-Labor $’000 
	Total Cost 

$’000

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


In the above example Resource Group can be an organization (department, vendor, etc.) or a particular skill group or a job classification.  Account number is included to make it easier to segregate different non-labor costs. The spreadsheet shows the total cost by work package, and the breakdown into major cost elements.   Non-labor cost is used to aggregate costs such as hardware, software, supply, facility, and maintenance agreement.
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		Project Budget Format

		Notes:

		Column A is the high level work breakdown for the project. It is a good idea to have to have your budget follow the same format as the project schedule's high level work breakdown to ensure that all the costs associated with executing all the project tasks.  This column can have another level of indented detail if needed for smaller projects, and will most certainly have more detail for larger projects to ensure an accurate bottom-up costing is accomplished.

		The non-salary labor column is used to show where constractors are required.

		The labor columns especially can be driven by an underlying breakdown by person or group of resources.

				Salary Labor		Non-salary labor		Material Cost		Travel		Training		Capital		Other

		Workbreakdown

																		Totals

		Phase 1

		Subsystem 1 prelim dsn & risk testing																0

		Subsystem 2 prelim dsn & risk testing																0

		Project planning																0

																		0

		Phase 2																0

		Detailed design and prototype, subsystem1																0

		Detailed design and prototype, subsystem2																0

		Integration testing																0

		Alpha build																0

																		0

		Phase 3																0

		User manual creation

		Alpha testing																0

		Beta testing																0

		Certification testing

		Customer acceptance testing

																		0

		Phase 4																0

		Pilot build																0

		Pilot testing																0

		Release activities

		TOTALS		0				0		0		0		0		0
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