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1 Introduction

1.1 Purpose

This document is the tailoring guide for the OSI Cost Management Plan Template. It provides guidelines for the development of a project Cost Management Plan, as the project progresses through the Office of Systems Integration (OSI) Acquisition Life Cycle Phases, as described on the OSI Best Practices web site  (http://www.bestpractices.cahwnet.gov).    

In most cases, the Cost Management Plan will be created during the Planning life cycle phase. The Cost Management Plan Template and this tailoring guide should be consulted during the initial creation of the plan, and should be consulted again at the beginning of each life cycle phase and used in the update of the project Cost Management Plan.  
1.2 Scope  

This tailoring guide provides instructions for using the guide, instructions for the initial creation of the Cost Management Plan and tailoring considerations as the project moves through the life cycle phases.

This guide uses life cycle phase and project size and complexity as a consideration when tailoring the plan. Instructions are provided for completing or updating each of the sections of the project’s Cost Management Plan (based on the OSI template).

1.3 Acronyms

	APM
	Assistant Project Manager

	BCC
	Budget Change Concept

	BCP
	Budget Change Proposal

	BPweb
	Best Practices for Systems Acquisition web site 

(http://www.bestpractices.cahwnet.gov) 

	CCB
	Change Control Board

	COCOMO
	Constructive Cost Model

	DOF-TOSU
	Department of Finance’s Technology Oversight and Security Unit

	ETC
	Estimate to Complete

	FSR
	Feasibility Study Report

	IAPD
	Implementation Advance Planning Document

	IPOC
	Independent Project Oversight Consultant

	IT
	Information Technology

	IV&V
	Independent Verification and Validation

	M&O
	Maintenance and Operations

	MPP
	Master Project Plan

	MS
	Microsoft

	PAPD
	Planning Advance Planning Document

	PAPDU
	Planning Advance Planning Document Update

	PIER
	Post Implementation Evaluation Report

	PM 
	Project Manager

	PMBOK
	Project Management Body of Knowledge

	RFP
	Request for Proposal

	SAWS
	Statewide Automated Welfare System

	OSI
	Office of Systems Integration

	SLIM
	Software Lifecycle Management tool (for cost validation)

	SPR
	Special Project Report

	TBD
	To Be Determined

	WBS
	Work Breakdown Structure


2 General Tailoring Instructions

The following items describe general instructions for using the OSI template and tailoring guide. Items referenced in this tailoring guide and other cost management references are available from the BPweb, via the Budget/Cost Management Function Topics. 

· Choose the appropriate tailoring model that fits the current profile for the project. 

	Streamlined Model
	Typical Model

	Between 5-20 state and consultant staff
	If the project office is large (over 20 state and consultant staff)

	System (or service) is somewhat complex and has minimal impact to/from external interfaces
	The system has many complexities and interfaces with external entities

	Stakeholder pool requires a moderate level of regular interaction with the project office
	Stakeholder pool is large, very active in the project, and/or requires regular interaction with the project office

	A prime contractor has not been acquired OR 

A prime contractor is on contract AND requires minimal management oversight
	A prime vendor has been acquired or will start shortly and requires a high level of management oversight

	The project is in the Planning, Procurement, or Closeout phase 
	The project is in the Development, Implementation or Maintenance and Operations (M&O) phase


· If this is your first time using this tailoring guide, start in Section 3 (The Cost Management Plan Template) of this document. 

· Develop the project’s Cost Management Plan with emphasis on how the project will implement the OSI methodology.  Make reference to the methodology presented on the BPweb and do not duplicate it.

· DO NOT delete the first and second level headings of the template as part of the tailoring process (e.g., Section 1 – Introduction and Section 1.1 – Purpose must always be present in the Cost Management Plan).  Identify unneeded sections as “not applicable”.  Heading 3 sections or lower may be deleted or may be combined with other sections as appropriate. 
3 The Cost Management Plan Template

The following describes considerations and guidance for completing each specific section of the Cost Management Plan. Each section’s title refers to the corresponding section of the Cost Management Plan (e.g., Section 3.1 below corresponds to ”Section 1 – Introduction” in the Cost Management Plan/Template). 

When developing the plan, focus on specific roles and responsibilities and the specific meetings, reports and metrics that will be used by the project. The plan is meant to describe the high-level methodology. Refer to more detailed processes and procedures, as necessary.

3.1 Section 1 – Introduction

Sections 1.1, 1.2 and 1.3 are standard and should not need much modification. 

Section 1.4 – References should be updated to indicate where the project’s cost database, tools and spreadsheets are located, and the iManage database name and location where additional budget/cost documents are stored. If the project is not using iManage, indicate the location of the project’s electronic document repository as well as the project’s hardcopy library. If the project is using a database or tool, it should be identified as well as where it is stored and how it is accessed. 

Section 1.5 is standard and should be updated only to include project specific acronyms used in the plan.

3.2 Section 2 – Participants Roles and Responsibilities

Section 2 should be updated to reflect the actual roles and participants. Note that these are not positions, but roles. One person may fulfill more than one role. Avoid listing specific names as this will lead to frequent maintenance updates to the plan. 

Section 2.1 – Project Office 

Describe the staff who participate in both the state budget/accounting process and the project cost management processes. Usually these are two separate groups of people. 

The Assistant Project Manager (APM) usually performs the project cost management processes. If there is no APM, the Quality Manager may serve this function. On small projects, the Project Manager may perform the cost management (though this is rare due to higher priority duties) and/or may decide to perform only minimal tracking from the project management perspective. 

The Project Senior/Functional Managers may be involved in identifying new project needs and expenditures, or this may be solely the function of the Project Manager, Sponsor and users. 

Section 2.2 – Project Sponsor

Section 2.2 should be updated to reflect the name of the sponsor organization. IV&V/IPOC may be removed if the project is not required to have this function.

Section 2.3 – OSI

This section is standard and should be updated only for major changes in roles. If this section is updated, also notify the OSI Project Management Office to ensure the template is updated to reflect the new/modified roles.

Section 2.4  - Federal Partner

Section 2.4 should be updated to reflect the name of the federal partner, if applicable. Add any additional information regarding federal participation, reporting or required approvals, as appropriate.

Section 2.5 – Prime Contractor

If the project has a prime contractor, indicate how the prime participates in the project’s budgeting, including coordination of planned costs for the next fiscal year (particularly during M&O) and reporting of cost data for inclusion in project cost management processes.

Section 2.6 – Counties/Local Offices

If the project is reimbursing counties/local offices for implementation or other development costs, this section describes the primary responsibilities and which areas/groups within the counties/local offices participate in the funding requests and tracking. 

3.3 Section 3 – State Budget and Accounting Approach

The section introduction should remain untouched. 

The following sections should describe the high-level processes and interaction of participants. Refer to separate more detailed processes/procedures, as necessary.

3.3.1 Section 3.1 – Budget Planning 

	Cost Management Plan Section 
	Streamlined
	Typical

	Section 3.1 – Budget Planning
	
	

	Section 3.1.1 – Project Concept Approval
	(
	(

	Section 3.1.2 – Approval Document Development 
	(
	(

	Section 3.1.3 – Project Estimation Techniques
	(
	(

	Section 3.1.4 – Budget Change Proposal Development
	(
	(

	Section 3.1.5 – Budget Hearings and Questions
	(
	(

	Section 3.1.6 – Responding to Budget Drills and Analyses 
	(
	(


Mandatory = (;   Suggested= (;   Not Required= <blank>

The above are the basic items. If appropriate, additional sections may be added to address November subvention/May Revise, county budget coordination, reappropriations, etc. This section is intended to be written generically enough to describe the both Fall and Spring Budget Processes. 

Section 3.1.1 – Project Concept Approval

Describe how the initial project approval and approximate budget was established/received and what might cause a new concept (e.g., welfare reform, new M&O initiatives, etc.). Discuss where the funding is coming from: grants, general fund, bonds, federal funding, etc. and any restrictions on the money that was/may be received. 

Describe who is responsible for the development of any new BCCs. If appropriate, discuss the annual Interagency Agreement updates and how that affects the budget and new concepts. Describe the organizational coordination required to establish the BCC and, if companion BCCs must be used (e.g., one BCC for OSI and one BCC for the Sponsor which are dependent on each other), who is responsible for what types of activities, etc.

Section 3.1.2 – Approval Document (APD or FSR/SPR) Development

If the project is requesting federal funding for the concept, an Advance Planning Document (APD) is created. If the project is not requesting federal funding, a Feasibility Study Report (FSR) is created. The annual or as-needed APD or FSR/SPR submission to DOF and the Feds generally must occur before or in conjunction with development of the BCP. 

Discuss the review of the existing budget and accounting position and any adjustments that may be made based on the current position and project progress. 

Indicate if federal funding is applicable to the project, and if separate FSRs and APDs are submitted or if the APD is used in lieu of the FSR/SPR. Indicate the criteria for determining whether to create separate documents or a single document (or if one or the other is the only option). 

Describe the approvals and coordination with the Sponsor. Indicate how the APD format was customized to meet state needs, if the APD is submitted in lieu of an FSR/SPR. Describe the review and approvals for the APDs and/or FSR/SPRs.  

Section 3.1.3 - Project Estimation Techniques

Describe how the budget was derived and what historical data or industry materials were used as the basis of estimates. Describe the process used to validate estimates (e.g., COCOMO, SLIM, etc.) and the supporting materials that were used. Indicate if any independent review of the estimates was/is performed. 

TOSU requires supporting data for estimates to be retained by cost category. Indicate where this information is stored.

Section 3.1.4 - Budget Change Proposal (BCP) Development

Discuss development of the BCP and how the budget estimates are validated (e.g., third party review).  Describe the approvals and coordination with the sponsor and feds (if appropriate). If the project covers county costs, describe how county inputs are obtained and used to derive the funding needs. Describe the required reviews and approvals.

Discuss how the project’s travel budget is reviewed and updated, and the types of travel that are typically taken (e.g., national program conferences, federal meetings, etc.). Indicate where the travel budget is located. 

Discuss the coordination with the sponsor, particularly for companion BCPs and how costs are reviewed and coordinated. 

Section 3.1.5 - Budget Hearings and Questions

Discuss who will attend the budget hearings (usually the Project Manager or OSI Assistant Director) and prepare supporting materials for the hearing. 

Discuss how questions or comments from the feds are addressed, if appropriate.  

Discuss how the project manages the encumbrances at the project, what tool is used (or spreadsheet name/location), and how the projects encumbrances initially are coordinated with OSI Accounting.  
Section 3.1.6 - Responding to Budget Drills and Analyses

If the project responds to a lot of budget drills, it may be useful to include this section. 

Discuss the approach to budget drills: who coordinates the response, who reviews the information, who must approve the response, and how responses are coordinated with the sponsor (and when coordination is appropriate). Also discuss other budget analyses and reviews that may be required to support budget reductions, changes in project approach or scope, changes in rates, analysis of proposed contractor work orders or amendments, etc. This section should discuss only the analysis of proposed changes. Refer to the Changing the Project Budget section (below) to describe the specific processes to enact a change. 

3.3.2 Section 3.2 – Expenditure Tracking 

	Cost Management Plan Section 
	Streamlined
	Typical

	Section 3.2 – Expenditure Tracking
	
	

	Section 3.2.1 – Acquisitions for Equipment
	(
	(

	Section 3.2.2 – Acquisitions for Services
	(
	(

	Section 3.2.3 – Personnel and Operations Expenditures
	(
	(

	Section 3.2.4 – Billing the Client
	(
	(


Mandatory = (;   Suggested= (;   Not Required= <blank>

Discuss other types of expenditures, as appropriate, including sponsor bills (Section 3.2.4, below) and county/local office claims and approvals. For a larger discussion of county funding, allocation and tracking, refer to Section 6 of the template. 

Section 3.2.1 – Acquisitions for Equipment

Discuss how any equipment purchases are handled, focusing on responsibilities of the different organizations involved. Focus on project specific items, not things described in other plans/state manuals or items provided by the prime contractor. Usually the Administrative and IT staff coordinate these types of acquisitions. 

Discuss:

· Who does the product research (e.g., IT, functional manager, requestor, etc.)

· Who has approval authority for the equipment purchase

· Who works with OSI-ASP to conduct the purchase

· Who tests/verifies the equipment

· Who approves the invoice

· Who tracks licenses/on-going subscriptions/warranties and their costs and expirations

· Who pays for the equipment (sponsor, project, OSI) 

· If appropriate, describe specific coding or cost allocations

· How are the equipment costs tracked/depreciated and who is responsible for tracking depreciation (project vs OSI)

Section 3.2.2 – Acquisitions for Services

Discuss briefly how project contracts are procured and how contract expenditures are handled. If contract withholds, liquidated damages, etc. are used, describe the processes to track and invoke these – refer to the appropriate contract management processes for additional information. Discuss any coordination performed with the Procurement and Contract Manager for tracking deliverables, services, invoices, withholds and liquidated damages. 

Section 3.2.3 – Personnel and Operations Expenditures

Discuss how staff costs are tracked including the accounting of salary and benefits. Also discuss tracking of operations costs and overhead. 

· What tool is used for tracking expenditures

· Where does the expenditure data come from

· How often is the tool updated 

· What expenditure reports are generated or received by the project

· Who submits these, to where, and when

· What happens if there is a discrepancy between received reports and project info? How is the problem researched and resolved?

Discuss where actual expenditure data comes from, how the expenditures are validated for accuracy, and how they are coded and posted to the project expenditure tracking tools.   

Discuss if there is any coordination with the sponsor regarding monthly or quarterly expenditures. Discuss any coordination with county/local offices for their expenditures. 

Section 3.2.4 – Billing the Client

If the project is involved in reviewing the memo bills information used to bill the client/sponsor, this section should be added. 

Describe the process used to bill the sponsor for project management services. Usually a high-level process is in the Interagency Agreement. Most of the responsibility usually lies with the Accounting Office. Projects usually only review the draft bills. 

Describe the review and approval of costs for project services. What things are included in the project services and what materials are used to validate the bills (e.g., staff records, county expenditures, etc.). 

Describe the review and approval of Cannery operational cost bills (e.g., CPU usage, transactions processed, new dedicated equipment purchases, etc.), if appropriate. Indicate if the project is involved in the review of the operational costs and, if so, how the costs are validated. 

3.3.3 Section 3.3 – Expenditure Reports and Metrics

	Cost Management Plan Section 
	Streamlined
	Typical

	Section 3.3 – Expenditure Reports
	(
	(


Mandatory = (;   Suggested= (;   Not Required= <blank>

Discuss any accounting/expenditure reports, contractual financial summaries, or staff salary/benefits reports generated by the project that are used to track and monitor costs. Discuss how the reports and metrics are used and how often they are analyzed/reviewed for correctness. 

If the project is participating in county/local office costs, add a section to address the specific reports that are generated for and received from the counties/local offices. 

Discuss how the project provides data to the IPOC in support of the DOF-TOSU IPOC report.  If the project does not have an IPOC currently, indicate who submits this report. 

3.3.4 Section 3.4 – Changes to the Budget 

	Cost Management Plan Section 
	Streamlined
	Typical

	Section 3.4 – Changes to the Budget
	
	

	Section 3.4.1 – Major Changes
	(
	(

	Section 3.4.2 – Minor Changes
	(
	(


Mandatory = (;   Suggested= (;   Not Required= <blank>

Describe the process used to review and approve a project budget change. This section should discuss the typical reasons and types of changes such as moving dollars between fiscal years, addressing changes in project approach (usually requiring an SPR), addressing minor changes such as coding/category changes, etc.  Describe the approvals required for each type of change and the archiving of the prior cost baseline/budget and establishment of the new cost baseline/budget. Discuss supporting materials that must be kept and/or generated to support the approval process. 

Discuss what constitutes a “major” change and what constitutes a “minor” change? (e.g., a change that does not require an APD/FSR/SPR/BCP? a change that doesn’t affect the baseline? a change of less than ten percent?)?

Section 3.4.1 – Major Changes

Discuss required approvals Include a reference to the Budget Development section of the plan for the procedures to enact a change, as appropriate.  Include a reference to the contract management processes for changing a contract dollar amount.

Section 3.4.2 – Minor Changes

How are minor changes reviewed and approved? What type of documentation is retained regarding the change?  

3.3.5 Section 3.5 – Budget Reconciliation

	Cost Management Plan Section 
	Streamlined
	Typical

	Section 3.5 – Budget Reconciliation
	
	

	Section 3.5.1 – Yearly Closing of the Project’s Financial Books
	(
	(

	Section 3.5.2 – Final Closing of the Project’s Financial Books
	(
	(


Mandatory = (;   Suggested= (;   Not Required= <blank>

Describe any specific procedures or actions taken to reconcile, such as hiring an independent auditor or coordinating with other projects to reconcile each others’ books independently.  Describe any reconciliation of county/local office expenditures and any coordination with the sponsor.  Streamlined projects may combine these sections. 

Section 3.5.1 – Yearly Closing of the Project’s Financial Books

Discuss how end-of-fiscal-year reconciliations are performed and what reports are generated. Indicate how discrepancies are addressed and where the fiscal year information is stored. Indicate if any outside auditors are used to validate the information. 

Section 3.5.2 – Final Closing of the Project’s Financial Books

This section may be left as TBD for the first iteration of the plan, but should be completed, at the latest, by the time the solicitation for a prime contractor is initiated, in case the procurement and project are cancelled.  

Discuss if there is a final audit of the project’s books (internally, by OSI, by the sponsor, or by an independent contractor), how the project performs disencumbrances, and any final accounting reports that may be generated for OSI, the sponsor, the control agencies or the feds. 

Discuss the financial reports that are included in the Post Implementation Evaluation Report (PIER). 

Discuss the final archiving of the project’s budget and accounting papers and any financial tools.

3.4 Section 4 – Cost Management Approach 

The section introduction should remain untouched. 

This section describes cost management from the PMBOK perspective. Projects have some leeway in the amount of rigor applied to this area, but must establish a cost baseline and perform some comparison of actual costs to the cost baseline. Changes to the cost baseline must be documented. 

3.4.1 Section 4.1 – Cost Planning

	Cost Management Plan Section 
	Streamlined
	Typical

	Section 4.1 – Cost Planning
	
	

	Section 4.1.1 – Resource Planning
	(
	(

	Section 4.1.2 – Cost Estimating
	(
	(

	Section 4.1.3 – Establishing the Cost Baseline
	(
	(


Mandatory = (; Suggested= (;  Not Required= <blank>

Streamlined projects may combine these three sections. 

Section 4.1.1 – Resource Planning

Discuss the inputs used to establish the resource estimates. Indicate where the resources estimates and supporting information is located/stored. 

Section 4.1.2 – Cost Estimating

Indicate at what level of WBS the hour estimates are made. Indicate how the skill sets and labor categories are established (e.g., historical data, industry data, etc.). 

Describe any specific cost methods used to validate or confirm the costs estimates for the various tasks. Refer to PMBOK, Section 7.2 Cost Estimating for more info. Discuss correlation of cost allocations to the project budget (chart of accounts) or put this information in Section 5 on Reconciling the Accounting/PM Perspectives. 

Section 4.1.3 – Establishing the Cost Baseline

Describe how the cost baseline is set and what approvals are required. Indicate if the baseline is set manually (by saving a “clean” copy to fall back to, or a new version in iManage) or what specific tool feature is used to establish the cost baseline.  

3.4.2 Section 4.2 – Cost Tracking

	Cost Management Plan Section 
	Streamlined
	Typical

	Section 4.2 – Cost Tracking
	
	

	Section 4.2.1 – Project Labor Hour Tracking
	(
	(

	Section 4.2.2 – Consultant Costs and Labor Hours Tracking
	(
	(

	Section 4.2.3 – Overall Cost Tracking
	(
	(


Mandatory = (; Suggested= (;  Not Required= <blank>

Streamlined projects may combine these three sections. 

Section 4.2.1 – Project Labor Hour Tracking

Indicate how project (state) staff track their hours against the project’s schedule and assigned work from the WBS. Indicate which WBS level work is tracked against. Indicate how labor hours are translated to costs?

For streamlined projects, tracking labor hours against WBS items is strongly suggested, but not mandatory.  For typical projects, tracking labor hours against WBS items is mandatory. 

Describe how staff submit timesheets and/or how they use the labor hour tracking worksheet to record hours against the WBS items:

· Where is the data located

· Who is responsible for entering the data (each individual)?

· What type of data is recorded

· Who reviews/validates the data has been entered 
· Who ensures the sheets are setup and ready for use 
Section 4.2.2 – Consultant Costs and Labor Hour Tracking

Discuss how consultant costs are tracked and how their labor hours are rolled up into the overall tracking of labor hours against the project WBS items.  Indicate which WBS level the consultant items are included in. 

Section 4.2.3 – Overall Cost Tracking

Discuss how the overall cost of the project (e.g., overhead, facility, benefits, etc.) is tracked. Indicate if just staff and contract costs are considered project costs.

FYI:  DOF-TOSU requires

- Actual costs to be recorded by cost category

- Comparison of actual costs to budgeted costs on a regular basis

- Supporting data for actual costs to be retained   

3.4.3 Section 4.3 – Cost Reporting and Metrics

	Cost Management Plan Section 
	Streamlined
	Typical

	Section 4.3 – Cost Reporting and Metrics
	(
	(


Mandatory = (; Suggested= (;  Not Required= <blank>

Additional subsections (Level 3 headings) may be added as appropriate to group the reports and metrics). 

List the specific reports and metrics (e.g., Estimate to Complete) used by the project to monitor costs against the work performed. Describe:

· Who is responsible for compiling the reports

· Who receives the reports

· Where is the data reported (monthly OSI report? Internal project reporting only?  Discussed with Project Manager only?)   

· How often is the report created/updated?

· What is the purpose of the report? How is it used? What decisions are made from it?

Also make sure that this section is included or reference by the project Communications Management Plan for reporting requirements.   

3.4.4 Section 4.4 – Cost Control and Changes

	Cost Management Plan Section 
	Streamlined
	Typical

	Section 4.4 – Cost Control and Changes
	
	

	Section 4.4.1 – Cost Variances
	(
	(

	Section 4.4.2 – Project Management Control Board (PMCB)
	(
	(

	Section 4.4.3 – Cost Re-Planning
	(
	(

	Section 4.4.4 – Cost Re-Baselining
	(
	(


Mandatory = (; Suggested= (;  Not Required= <blank>

Streamlined projects may combine the suggested sections with the mandatory sections.

Section 4.4.1 – Cost Variances

Define what constitutes a cost variance. Indicate the variance threshold for costs and if there are different thresholds for different project areas or initiatives.

Section 4.4.2 – Project Management Control Board (PMCB)

Indicate who or what board reviews cost variances and proposed changes to the cost baseline.  If a board, indicate the board’s title and who comprises the board (adjust the section title, as appropriate).  At a minimum, the project’s senior managers should review and discuss the cost variance implications. 

Describe the criteria the board uses to evaluate variances and the possible outcomes from the board (approval, disapproval, etc.) and the typical next steps based on each type of decision (re-plan, procure more resources, try to compress schedule, etc.). Does any variance equate to a re-plan? Does a re-plan always mean a change to the baseline? Can a baseline change occur without a re-plan? 

Section 4.4.3 – Cost Re-Planning

Indicate how the re-plan is addressed and coordinated with the sponsor and federal partner (if applicable). Discuss the activities involved in re-planning (more cost analysis, what-if analysis, change of estimates, etc.), how the new estimates or plan is derived, and what historical documentation is kept on the rationale and basis for the new plan. 

Clearly describe how this project management process interfaces with the state budget process described in Section 3 of the plan (State Budget and Accounting Approach).

Section 4.4.4 – Cost Re-Baselining

Discuss who approves the new baseline and when the new baseline is established (in conjunction with the new budget?).  Discuss how the new baseline is established (manually or in a tool) and whatever notifications or communications occur regarding the new baseline.  

3.4.5 Section 4.5 – Cost Closeout

	Cost Management Plan Section 
	Streamlined
	Typical

	Section 4.5 – Cost Closeout
	
	

	Section 4.5.1 – Annual Cost Summary
	(
	(

	Section 4.5.2 – Lessons Learned on Cost Management
	(
	(


Mandatory = (; Suggested= (;  Not Required= <blank>

Section 4.5.1 – Annual Cost Summary

Describe the end of the year cost summary and comparison of actuals to the baseline. Discuss when this comparison occurs and how it is used (generally to adjust in next year’s BCP).  Discuss if the data is archived and how it is archived. 

Section 4.5.2 – Lessons Learned on Cost Management

Discuss any other closeout reports or activities. Discuss how lessons learned are collected and what is done with the lessons. 

3.5 Section 5 – Reconciling the State Process to the Project Process

The section introduction should remain untouched. 

The rest of this section should discuss how and when the state and project cost management processes align and reconcile.  In streamlined projects, these subsections may be combined, but the content should be present. 

Section 5.1 – Budgeting and the Cost Baseline

Specifically indicate how the state budget process relates to the cost baseline and when and where they are reconciled.  Who is responsible for the coordination and reconciling? What happens when there is a discrepancy? Do not repeat information that has been discussed in prior sections, but summarize or refer to the appropriate section, as applicable. 

Section 5.2 – Attendance Tracking and Time Reporting

Specifically discuss how the attendance tracking and time reporting processes relate and reconcile to each other as part of the cost tracking process. Who is responsible for the coordination and reconciling? What happens when there is a discrepancy? Do not repeat information that has been discussed in prior sections, but summarize or refer to the appropriate section, as applicable.

Section 5.3 – Invoice Processing

Discuss how the invoice process is coordinated with the Contract Manager and the accounting/expenditure tracking. Who is responsible for the coordination and reconciling? What happens when there is a discrepancy? Do not repeat information that has been discussed in prior sections, but summarize or refer to the appropriate section, as applicable.

Section 5.4 – Budget Changes and Cost Control

Discuss how changes to the budget and/or proposed changes to the cost baseline are coordinated, approved and reconciled. Who is responsible for the coordination and reconciling? What happens when there is a discrepancy? Do not repeat information that has been discussed in prior sections, but summarize or refer to the appropriate section, as applicable.
Section 5.5 - Reconciliation

Discuss how the state budget and expenditures are reconciled to the cost baseline. Who is responsible for the coordination and reconciling? What happens when there is a discrepancy? Do not repeat information that has been discussed in prior sections, but summarize or refer to the appropriate section, as applicable.

3.6 Section 6 – County Budget Management

If the project involves payment of county costs or reimbursements to counties or local offices, this section is considered mandatory. For projects not dealing with county/local office funding, this section should be marked as not applicable. 

Complete this section by discussing budget planning, cost allocations, spending authorities, expenditure approvals, expenditure tracking and receipts, and reconciliation.

Additional procedures for the county/local office should be developed and referenced in this plan which describe how to request state funding for county activities; how the request is reviewed, approved and included in the project/sponsor budget; and how the actual funding is provided/reimbursed to the county.

3.7 Section 7 – Monitoring Prime Contractor Costs

This section may be left as TBD until the prime contract is signed. Then this section must be filled in based on the RFP and contract provisions. 

Section 7.1 – Oversight of Prime Contractor Costs

Specifically indicate how the project monitors prime contractor costs. Some of this information may be in the Contract Management Plan for the Prime Contract. Do not duplicate information, but instead refer to the appropriate document or procedures. 

· What reports are used? How often are they provided?

· What metrics are required in the contract? (e.g., estimate to complete (ETC), earned value metrics, etc.)

· What kind of analysis is performed by the project office?

· What happens if there are concerns? 

· Are there payment withholds or penalties? How are these tracked?

· Are there special approvals for contractor invoices? How is the data from the invoices validated? 

Section 7.2 – Contractor Work Orders

If appropriate, discuss (and/or refer to the contract processes) how contractor work orders are reviewed prior to approval and then tracked after approval.  Discuss interactions with the Change Control Process and Contract Management Processes. Review also the SAWS Change Order Methodology for applicability and ideas. 

If this section does not apply, mark it as not applicable. 

3.8 Section 8 – Project Cost Tool 

If the project is using a database tool (MS Access) or other software package (other than MS Excel) for tracking costs and budget information, this section should be included. 

If the project only uses MS Excel spreadsheets, then indicate this and list the names and iManage numbers (or location) of the spreadsheets and their purpose. 

Section 8.1 – Cost Tool Description

Identify and discuss the primary features of the tool/database. Indicate the manufacturer/developer and who is responsible for maintenance and upgrades of the tool. Indicate the platform and version of the tool. Indicate why the tool was selected. Indicate any interfaces or dependencies to other tools. 

Discuss security and user accounts. Indicate if the data is considered sensitive and if there are any special approvals for data updates or major changes. Indicate if there was any customization done for the project that is different from the “standard” version. 

Indicate where the user manual and/or training materials are located or accessed. 

Section 8.2 – Using the Cost Tool

Discuss the specifics about using a tool including the primary features and reports used by the project. Refer to the specific procedures available and any tips/tricks for using the tool. If appropriate, attach supporting information in an appendix or refer to where it may be found. 

3.9 Appendices 

Other appendices may be added to provide additional specific information on the projects budget/cost processes. Typical appendices include a listing of the specific pseudocodes and charge codes to be used to report costs to the sponsor; the specific reports (or examples) which are used to communicate to the sponsor and/or department; and specific posting or claiming instructions and cost assumptions for historical reference. 

4 Tailoring By Life Cycle Phase

4.1 Initiation

There is no Cost Management Plan created during this phase because a formal project has not yet been established. 

During the Initiation phase, the preliminary estimates and cost assumptions are gathered. This information, including estimation methods, cost models, assumptions, what-if analyses, and resulting estimates, are used in the creation of the Cost Management Plan during the Planning phase. The preliminary budget and proposed costs are documented in the Project Concept document and in the Planning Advance Planning Document (PAPD)/Feasibility Study Report (FSR), as appropriate.  

4.2 Planning

During the Planning phase, the Cost Management Plan is created for the first time. A summary of the actual costs and budget are included in the Master Project Plan (MPP). A summary of the budget is included in the Project Charter and the PAPDU. The Interagency Agreement and Memoranda of Understanding are created and updated and the travel budget is established and updated annually. 

The Cost Management Plan focuses on how the project will implement the OSI methodology for cost management and specific responsibilities for the state budget and accounting responsibilities (project vs. OSI vs. sponsor). 

Refer to Section 3 of this tailoring guide for more information on developing the initial Cost Management Plan. 

Section 2 – Participants Roles and Responsibilities

Section 2.5 – Prime Contractor is not applicable at this time. If appropriate, include Section 2.6 – Counties/Local Offices. 

Section 6 – County Budget Management

Begin developing this section, if appropriate, and as time allows. Work with the counties/local offices to determine what costs the project will and will not participate in and begin developing processes and procedures for counties to request, track and reconcile costs for the project. 

Section 7 – Monitoring Prime Contractor Costs

This section is not applicable at this time.  

4.3 Procurement

During the Procurement phase, the project continues to refine estimates for the project, particularly once a prime contractor has been selected. The overall cost and budget/accounting process is generally the same, though the participants and reporting may change. The IAPD is created and updated, and a Section 11 notification may be needed to inform the Legislature and DOF of the negotiated prime contract cost.

The project works to develop estimates for the M&O phase of the project based on the project and procurement strategies and the winning bidder’s proposal. If appropriate, the project begins developing processes and procedures for county/local office funding management. 

The following describes considerations and guidance for updating specific sections of the Cost Management Plan. 

Section 2 – Participants Roles and Responsibilities

Update if necessary to include new participants such as county/local office participants. Section 2.5 – Prime Contractor is not applicable at this time. If appropriate, Section 2.6 – Counties/Local Offices should be completed. 

Section 3 – State Budget and Accounting Approach

Review and update if necessary to respond to changes in the state process or modifications to the roles and responsibilities.

Section 4 – Cost Management Approach

Review and update, as necessary, to reflect actual management of costs to the cost baseline. Generally, the changes are minor for this phase. 

Section 5 – Reconciling the State Process to the Project Process

Review and update, as necessary, to reflect changes in the reconciliation between the two processes. Generally the changes are minor for this phase. 

Section 6 – County Budget Management

If appropriate, this section should be completed to address requests for funding, review and approval of requests, coordination with the state budget process, and expenditure tracking.  

Section 7 – Monitoring Prime Contractor Costs

This section is not applicable at this time.  

Section 8 – Project Cost Tool

Review and update, as necessary, to reflect current tool usage, settings, customizations, and procedures. Generally, the changes are minor for this phase, and, if appropriate, include changes to accommodate tracking of county/local office funding and expenditures. 

4.4 System Development

The primary focus is to complete the section for oversight of the prime contractor costs. The overall cost and budget/accounting process is generally the same, though the participants and reporting may change. The project works to refine estimates for the M&O phase of the project based on the evolving design and development of the system. 

The following describes considerations and guidance for updating specific sections of the Cost Management Plan. 

Section 2 – Participants Roles and Responsibilities

Update if necessary to include new participants and to complete Section 2.5 – Prime Contractor.  

Section 3 – State Budget and Accounting Approach

Review and update if necessary to respond to changes in the state process or modifications to the roles and responsibilities. Discuss the review of the travel budget and the periodic annual updates. Indicate where the travel budget is located. 

Section 4 – Cost Management Approach

Review and update, as necessary, to reflect actual management of costs to the cost baseline. During this phase, a greater focus is placed on project cost management. Additional reports or more frequent reports may be added to ensure the project and prime contractor are progressing adequately for the dollars being expended and are on track to complete within budget.  

Section 5 – Reconciling the State Process to the Project Process

Review and update, as necessary, to reflect changes in the reconciliation between the two processes. Generally the changes are minor for this phase. 

Section 6 – County Budget Management

Review and update, as necessary, with particular emphasis on tracking of expenditures and reconciliation.  

Section 7 – Monitoring Prime Contractor Costs

This section is developed to discuss (or reference) how prime contractor costs are monitored and tracked.   

Section 8 – Project Cost Tool

Review and update, as necessary, to reflect current tool usage, settings, customizations, and procedures. Generally, this section must be updated to address tracking of prime contractor costs in the tool. 

4.5 System Implementation

Changes during this phase are generally minor. The following describes considerations and guidance for updating specific sections of the Cost Management Plan. The actual costs may be summarized in the PIER. 

Section 2 – Participants Roles and Responsibilities

Update if necessary to include new participants. 

Section 3 – State Budget and Accounting Approach

Review and update if necessary to respond to changes in the state process or modifications to the roles and responsibilities.

Section 4 – Cost Management Approach

Review and update, as necessary, to reflect actual management of costs to the cost baseline. 

Section 5 – Reconciling the State Process to the Project Process

Review and update, as necessary, to reflect changes in the reconciliation between the two processes. Generally the changes are minor for this phase. 

Section 6 – County Budget Management

Review and update, as necessary, with particular emphasis on reconciliation and closeout.  

Section 7 – Monitoring Prime Contractor Costs

Review and update, as necessary, with emphasis on tracking any provided hardware and software for county/local offices.    

Section 8 – Project Cost Tool

Review and update, as necessary, to reflect current tool usage, settings, customizations, and procedures. Generally, the updates are minor. 

4.6 Maintenance and Operations (M&O)

The primary focus is to update the cost tracking approach to accommodate the operations and periodic system releases. The project may or may not continue reimbursing counties/local office costs. Generally, the prime contractor continues to provide services. 

The following describes considerations and guidance for updating specific sections of the Cost Management Plan. 

Section 2 – Participants Roles and Responsibilities

Update if necessary to include new participants and modified roles and responsibilities.   

Section 3 – State Budget and Accounting Approach

Review and update if necessary to respond to changes in the state process or modifications to the roles and responsibilities. The travel budget should be revisited; indicate where the actual travel budget is located. 

Section 4 – Cost Management Approach

Review and update, as necessary, to reflect actual management of costs to the cost baseline. 

Section 5 – Reconciling the State Process to the Project Process

Review and update, as necessary, to reflect changes in the reconciliation between the two processes. Generally the changes are minor for this phase. 

Section 6 – County Budget Management

Determine if this section is still applicable, or clarify when this section will be applicable (e.g., only for certain releases).   

Section 7 – Monitoring Prime Contractor Costs

Review ad update as necessary to reflect the tracking of costs to change orders/work authorizations and system releases. If a prime contractor is not performing M&O, this section should be marked as not applicable. 

Section 8 – Project Cost Tool

Review and update, as necessary, to reflect current tool usage, settings, customizations, and procedures. Generally, this section must be updated to address tracking of prime contractor costs to work authorizations, operations and system releases in the tool. 

4.7 Closeout

During the Closeout phase, the project coordinates the transition of staff to other assignments and the transfer of equipment and records to the appropriate retention (or destruction) facility.  If project staff will be traveling to the counties/local offices to de-install equipment, be sure to update the travel budget to address the travel needs. 

The Cost Management Plan is not updated for this phase. The primary focus is to account for asset transfer and to reconcile and close the project books. The Cost Management Plan and all associated cost data and tools should be archived and stored according to the appropriate retention schedule.

A summary of the actual project costs may be included in the PIER, if it has not been completed previously. 
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