The activities below are based on the Projects you have selected in the first unit.
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Assessment Activity 1
Estimating Project Costs
Develop a project spreadsheet of project costs estimates. You will need to follow these steps:

1.
 List all project activities

2.
 Assign all required project resources to the appropriate activities including both variable and fixed cost resources.

3.
Summarise costs by activity

4.
Summarise costs by resource

5.
Consider miscellaneous costs such as contingencies, administrative costs, communications etc.
6.
Consult cost estimates from other similar projects

7.
Complete the cost estimate

8.
Present you preliminary estimate to an expert colleague as a reality check

Demonstrate how you would present this information to stakeholders. In particular, how you would get approval for your budget.
Activity 2
Developing a cost management plan 

Develop a Cost Management Plan for each project. You may wish to identify the headings for you plan first.

Describe the process by which you are going to get approval for your plan. You will also need to demonstrate that you have researched and applied the policies and procedures that are in place including control and audit, reports available from the finance system, financial delegations and procedures for obtaining approval for budget variations. You may wish to refer to a template.
Activity 3

Monitoring and controlling costs
Describe the financial management processes and procedures that by which you are going to monitor expenditure and control costs. Include discussion of how you are going to align financial reporting and controls to other organisational systems. In particular, consider people issues such as job descriptions, delegations, training and performance management.
Activity 4

Project Completion Checklist
Follow the steps:

Step 1 Assembling documentation

Assemble the following documentation:

· Work Breakdown Structure

· Progress Reports

· Change requests

· Any planning documents that established the performance measurement framework

· Detailed descriptions of the project’s finished product / deliverable

· Contractor correspondence relating to terms and conditions of performance, contract changes or clarifications

· Contract changes

· Contractor payment request and tax invoices

Step 2 Inspect to determine completion of (project) phase

· Measure, examine and test the deliverables to ensure that results conform to requirements.

· Conduct a procurement audit to identify contractor successes and failures.

Step 3 Conduct a project team review

Evaluate agreed major milestones (for example phases and sub-contracts); delivery of major deliverables; change of key personnel and finalisation of project and other agreed milestones. The records might include:

· lists of potential costs

· invoice and payment summaries

· budgets, commitment and expenditure

· cost management plans

· reports to a higher authority

· recommended and approved courses of action

· project and/or organisation files and records

Step 4 Obtain formal acceptance

Obtain formal acceptance, in writing, that the sponsor has accepted the product of the project (phase).

Step 5 Formal acceptance of contractor deliverables

· Formally write to contractors formally accepting their deliverables

· Update the contractor files

Step 6 Update and archive records

· Update project records both paper based and electronic.

Archive records in acceptance with your organisation’s records management policy
Activity 5
Project Completion Evaluation 
Prepare a report addressing the following question.

Questions that you will need to be able to answer to demonstrate your understanding of reviewing project costs and budget include

· How was the project budget developed?

· How accurate were forecasts and estimates?

· How could this be improved?

· What procedures and controls were put in place?

· How effective were they?

· How did the project perform in relation to budget?

· Were there variances and how were they managed?

· Were there any changes to project scope that had cost implications?

· How were they managed?

· How were the project risks managed and what implication did that have for cost and budget management?

· How were those issues it managed?

If the project were to be run again, how might costs and budgets be developed and controlled differently?

· Was the Project Sponsor satisfied with the financial reports provided during the project?

· Was the Project Sponsor satisfied with the financial performance of the project?

· Would the team’s performance and the project outcomes be improved by any additional training activities in regarding financial management?

· Some of the cost and budget related questions that might be posed include:

· What improvements can you suggest that would assist in how future project costs and budgets are established and managed?

· Were you satisfied with your level of involvement in the project?

· Were you always kept informed of the project’s successes and failures?

· What part did you play in the decision making processes?

· Was the project team appropriately skilled in relation to managing costs and budgets?

· What additional training may have been helpful?

Activity 6

 Personal and organisational learning 
Demonstrate:

· the process that you would undertake to capture personal and organisational learning.

· a framework for a close out report to your management (including headings and what you would include for each one)
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