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SCOPE

This procedure describes the location of, and details the steps needed to complete, the ATD standard reimbursable document for the submission of individual ATD discipline estimates to the Project Manager, as well as the standard roll-up summary sheets which the Project Manager uses to prepare his client proposal.

1 REQUIREMENT

1.1 It is a requirement that all reimbursable estimates for workhours and workhour costs from ATD departments be prepared using the standard discipline and summary forms described in this procedure (ATD_F_000005 & ATDP_ES_000056).

1.2 This requirement does not impact on the detailed workhour estimating activities particular to each department and discipline. These should be performed in accordance with the appropriate departmental procedures.

2 FLOWCHART

2.1 Exhibit 1 attached shows a flowchart of the steps needed to complete the standard reimbursable sheets. The responsibilities are divided between the individual ATD disciplines and the Project Manager.

2.2 This procedure will focus on the preparation of a reimbursable document by both the individual discipline and the Project Manager.

3 COMPUTER REQUIREMENTS

3.1 Access to the ATD file server network and Intranet.

3.2 Familiarity with the use of the ATD standard spreadsheet packages “Excel” and "Access".

4 PROCEDURE

4.1 Procedure for completion of the individual ATD discipline reimbursable sheet for presentation to the Project Manager.

4.1.1 Find the master spreadsheet on the ATD Intranet.

4.1.2 Copy the form ATDF5 to your own directory and save it under a new name. If you are unable to access the listed file route, contact your service provider, who will arrange access.

4.1.3 Create one sheet for each section within the department that is providing a service.

4.1.4 Complete the headings fields as detailed below:

· Your department name

· Section name

· Name of the client

· Project title

· Project number - this is essential and must be completed

· Revision - original / 1 / 2

· Enter an accuracy figure if different from the standard defined by the class of estimate

· Your cost centre number

· Brief description of the project scope

· Enter the fiscal year

· Check that the workhour rates shown are correct for the applicable grade

4.1.5 The standard sheet allows for the next fiscal year. Should the project duration exceed this period, the sheet can be copied to cater for any duration. A separate sheet should be used for each fiscal year. Do not change the month layout i.e. January – December.

4.1.6 Change the manpower designations if you wish to show your own department’s job titles. Do not change the layout of the charge-out grades 9-1.

4.1.7 Enter the total number of hours for the month against each manpower designation.

· Use the January column only if you do not have a monthly breakdown.

· Leave cells blank if they are not required - it is not necessary to enter a zero.

4.1.8 The program will calculate total hours and costs.

4.1.9 Save the worksheet as necessary.

4.1.10 Print the worksheets, submit to your Head of Department for signature and forward them electronically to the Project Manager.

4.2 Procedure for completion of the presentation sheets by the Project Manager to the client

4.2.1 The sheets from the various Departments are either e-mailed or a hard copy sent to the Project Manager.

4.2.2 Find the master summary spreadsheet on the ATD Intranet.Copy the form PES056 to your own directory and save it under a new name.

4.2.3 PES056 is made up of various sheets detailing the ATD departments.

· The Departments not involved in the related project can be ignored.

· Do not delete the sheets not required as all the cells are linked to the summary sheets.

4.2.4 Complete the headings fields as detailed below on the “Summary 1” sheet only:

· Name of the client

· Project title

· Project number - this is essential and must be completed

· Revision - original / 1 / 2

· Enter an accuracy figure if different from the standard defined by the class of estimate

· Brief description of the project scope

· Enter the fiscal year

· Check that the workhour rates are correct for the applicable grade

4.2.5 Enter the total number of hours for the month against each manpower designation, as detailed on the departmental submission.

· The summary sheets are generated automatically, so no work is required over and above that listed under item 5.2.4 above.

· Leave cells blank if they are not required - it is not necessary to enter a zero.

4.2.6 The program will calculate total hours and costs.

4.2.7 Save the worksheet as necessary.

4.2.8 Print the worksheet. Review with department team member.  Submit to the ATD Sponsor for signature.

4.2.9 Compile total proposal document.

5 ATTACHMENTS

5.1 Exhibit 1
Flowchart for completing forms

5.2 Form ATD_F_000005:
Work hour Estimate

Form ATDP_ES_000056
Estimate for ATD Roll-up of Departments
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EXHIBIT 1

FLOWCHART FOR COMPLETING REIMBURSABLE ESTIMATING FORMS

(A) DEPARTMENTAL REIMBURSABLE ESTIMATES (ATDF5)

1. Obtain standard form.

· ATD_F_000005
Estimating Forms.

2. Complete Header fields.

3. Establish fiscal calendar years during which work is planned.

4. Enter workhours per period for each manning grade at Section level.

5. Check the summary roll-up hours and costs.

6. Print and arrange approval signatures.

(B) ATD REIMBURSABLE ESTIMATES (ATDP_ES_000056)

1. Obtain standard form.

· ATD_F_000005
Estimating Forms.

2. Complete Header fields.

3. Establish fiscal calendar years during which work is planned.

4. Enter workhours per period for each manning grade at department level from forms ATD_F_000005.

5. Check the summary roll-up hours and costs.

6. Print and arrange approval signatures.
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