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[This template contains limited instructions for properly completing this document. The following table contains the template style conventions and should be deleted during development.]
	Style
	Convention

	Normal text
	Indicates placeholder text that can be used for any project.

	[Instructional text in brackets]
	Indicates text that is be replaced/edited/deleted by the user]



Project Sample Library:
The CA-PMF has a Project Sample Library that contains real-world project artifacts from approved projects that you can reference to help you complete CA-PMF templates. Visit the CA-PMF website to access the Project Sample Library.
[bookmark: _Toc448929956][bookmark: _Toc448933968][bookmark: _Toc449439554]Introduction
[bookmark: _Toc448929957][bookmark: _Toc448933969][In the Introduction section of your Cost Management Plan, begin with a high-level summary of the project purpose and objectives to introduce the reader to the project, thus providing some project context and background.  Describe how the project will approach cost management and include any assumptions and constraints. Describe the processes and activities for managing project costs by outlining the processes of cost management planning, tracking, reporting, controlling and closeout.]  
[bookmark: _Toc449439555]Roles and Responsibilities
[bookmark: _Toc448929958][bookmark: _Toc448933970][For the Roles and Responsibilities section of the Cost Management Plan, identify the Stakeholders and project team members, their role and responsibilities for performing various cost management related activities.] 
	Name
	Role
	Responsibility

	
	
	

	
	
	

	
	
	







[The table below represents an additional tool that may be utilized in order to identify and document Cost Management Activities and responsibilities.]
	Cost Management Activity
	Date(s) Administered
	Participant Roles
	Name of Facilitator/Decision Maker

	
	
	
	

	
	
	
	

	
	
	
	



[bookmark: _Toc449439556][bookmark: _Toc448929959][bookmark: _Toc448933971]Cost Management Processes
[bookmark: _Toc449439557]Cost Planning

Resource Planning 
[Resource Planning is primarily concerned with determining the inputs used to establish the resource estimates.  Identify and indicate where the resource estimates and supporting information will be located/stored.  Key inputs to resource planning is the Work Breakdown Structure (WBS) and resource skills.]  
Cost Estimating 
[Cost Estimating is the process of developing an approximation of the monetary resources needed to complete all project activities. Include the specific cost methods that will be used to validate the cost estimates for the various tasks and resources.]
Establish the Cost Baseline 
[Establishing the Cost Baseline of the project is the process of aggregating the estimated costs of individual activities or work packages and all other resources required to complete the project to establish an authorized cost baseline that serves as the project budget. Describe how the cost baseline is set and what approvals are required.]
[bookmark: _Toc449439558]Cost Tracking
[bookmark: _Toc448929960][bookmark: _Toc448933972]Overall Cost Tracking
[Determine how the overall costs of the project will be tracked. Tracking costs includes: 
· Recording actual costs by cost category
· Comparing actual costs to budgeted costs on a regular basis
· Retaining supporting data on actual costs  

Human Resource Cost Tracking
[Describe how actual hours expended against attendance records will be recorded and validated. The hours are converted to a project cost to determine if the current progress is in line with the expected costs at that time and place of the project.]
[bookmark: _Toc220743625]Project Labor Hour Tracking
[Describe how project (state) staff work is assigned and track their hours against the project’s schedule.  Indicate how labor hours are translated to costs. Include: 
· Where this data is located
· Who is responsible for entering the data  
· What type of data is recorded
· Who reviews/validates that the data has been entered 
· Who ensures that the sheets are setup and ready for use] 
[bookmark: _Toc220743626]Consultant Costs
[Describe how consultant costs will be tracked.] 

[bookmark: _Toc449439559]Cost Reporting
[bookmark: _Toc442002702][bookmark: _Toc448929961][bookmark: _Toc448933973]Monthly Cost Reporting
[Identify the reports used to report actual costs against the baseline.]
[bookmark: _Toc73348252][bookmark: _Toc220743635][bookmark: _Toc442002703]Annual Cost Summary
[Identify and describe the report used for the annual cost summary. ]

[bookmark: _Toc449439560]Cost Controlling
[In the Cost Controlling section of the Cost Management Plan, describe how costs will be monitored and controlled throughout the project lifecycle. 
[bookmark: _Toc449439561]Cost Changes
[Describe how cost variances requiring changes are handled. Typically, any necessary changes follow the project’s Change Control processes. 
[bookmark: _Toc449439562]Cost Closeout
[For the Cost Closeout section of the Cost Management Plan, describe the project budget closing processes including providing annual cost summaries at fiscal year-end for projects crossing fiscal years, cost closeout activities at project end and conducting cost related Lessons Learned. 
End of Project Cost Closeout Activities
[Identify and describe the report used for the project cost closeout.] 

[bookmark: _Toc449439563]Recommended Cost Management Practices
[Identify any additional recommended practices that may be specific to your project and organization. 
Estimate Realistically
Realistic cost estimates can help a project team gain a better understanding of project risks and opportunities. Costs are often underestimated as a result of not following a structured approach for determining work and estimating associated costs. A project that delivers a great product on time can still be viewed as a failure if the project is significantly over budget, even if the cost overruns were due to an unrealistic cost estimate.
Capture All Costs
Projects often experience unanticipated costs or hidden costs. Be sure to consider all work required and project resources when estimating costs.
Keep Track
Keep track of actual costs by using a collection methodology that is consistent and timely. 
Cost Analysis and Forecasting
Cost analysis and forecasting should be ongoing activities throughout the lifecycle of the project. This will help bring about cost awareness, transparency, and enhance overall risk management as it relates to cost. 
Communicate
Establish regular communication to review and answer any cost and budget related questions. Good communication in this area also helps avoid risks. 
Look for Warning Signs
Look for warning signs such as late or inaccurate cost reporting information.]
