
Use our “Project cost management plan template” to manage and track costs
associated with project activities.

The table header contains several fields that are important to fill in at the
beginning of work and several summary fields (marked with a blue background):

- “Project name” - in this field, enter the name of your project;

- “Project manager” - in this field, specify the project manager responsible for
the final result;

- “Start date” - in this field specify the start date of the project
implementation;

- “End date” - in this field indicate the end date of the project
implementation;

- “Estimated budget” - in this field, specify the amount set for the project;

- The “Actual budget as for” field contains the current date and the total final
budget according to the data entered in the table when the document was
used.

The table itself contains the following fields:

- “TASK” - in this column, you must specify the name of the task for each
stage of the project;

- “ESTIMATED COST” - in this field, you must specify the cost of performing
each of the project tasks set at the planning stage;

- “REQUIRED RESOURCES” - in this column, you need to list the material,
labor, and other resources that you need to complete each task;

- “% COMPLETION” - in this column, indicate the level of completion of each
of the tasks during the implementation of the project. If the task is 100%
complete, the background of the cell will change to green;

- “ACTUAL COST” - in this block, you need to indicate the actual cost of
completing tasks depending on their category:



● Labor - the cost of team members working on the project, both in
terms of wages and time;

● Materials and equipment - the cost of resources required for the
project, from physical tools to software to legal permits

● Facilities - the cost of using any working spaces not owned by the
organization;

● Vendors - the cost of hiring third-party vendors or contractors;
● Risk - the cost of any contingency plans implemented to reduce risk;
● TOTAL - this column calculates the sum of the actual costs for each

task.

- "BUDGET USE, %" - this column will calculate the percentage of current
usage of the estimated cost. If it is exceeded (>100%), then the value in the
cell will turn red and acquire a red background;

- “PLANNED PERIOD, days” - in this field, specify the planned duration of
each task in days;

- "ACTUAL PERIOD, days" -in this column, indicate the actual duration of
each task at the moment in days;

- “DAYS REMAINS” - this column will automatically calculate how much slack
you still have to complete the task or how much delay you have. The value
will be displayed in the cell with the corresponding caption (for example, 2
days remains or 2 days delay).

An example of filling a table:

As noted earlier, the template title contains several final values. This block reports
the total values of current costs by category and their percentage weight of the
total actual budget amount (in the second column).


