New York State Department of Health

Project Management Office


PROJECT BUDGET
	PURPOSE:

	Outline the known and estimated costs of the project from initiation to project completion. Typically does not include costs beyond the completion of the project, but may identify any maintenance or transition costs associated with the project that will be incurred after the Closeout Phase. 

A “baseline” budget can be created by saving a baseline version of the Project Budget at the end of the Planning Phase of your project. If left unedited, the baseline version can be used for future comparisons with your working Project Budget document.




	AUDIENCE:

	Project Sponsor, Project Manager, Project Director and appropriate financial personnel in the organization.


	PHASES WHERE TO USE THIS TEMPLATE:

	Phase
	Created/Elaborated?
	S
	M
	L

	Initiation
	Created during the Initiation Phase
	
	
	

	Planning
	Elaborated upon during the Planning Phase
	
	
	

	Execution and Control
	Elaborated upon during the Execution and Control Phase
	
	
	


Note: Please remove this Introduction page and all blue instruction text listed above and below before submitting.

Note:  This template contains MS Word form controls (i.e. check boxes).  To enable the check boxes, click Exit Design Mode  [image: image1.png]


on the Web Tools toolbar.  Please contact the DOH Project Management Office if you need assistance.
PrOJECT Budget

	PROJECT IDENTIFICATION

	Project Name:
	

	Project Sponsor:
	

	Project Director:
	

	Project Manager:
	

	Date:
	


	Document History

	Revision
	Author
	Revision Date

	Briefly describe the revision.
	
	

	
	
	


	Budget Information Use the tasks outlined in the High Level Schedule to identify any additional known costs (e.g. Equipment, Personnel Services, Software, etc.

	Project Origination

	Timeframe / Task
	Personnel Services
	Equipment/Supplies Cost
	Travel Cost
	Other Cost
	Total Cost
	Planned Date of Expenditure

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total for Phase
	
	
	
	
	
	

	Project Initiation

	Timeframe / Task
	Personnel Services
	Equipment/Supplies Cost
	Travel Cost
	Other Cost
	Total Cost
	Planned Date of Expenditure

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total for Phase
	
	
	
	
	
	

	Project Planning

	Timeframe / Task
	Personnel Services
	Equipment/Supplies Cost
	Travel Cost
	Other Cost
	Total Cost
	Planned Date of Expenditure

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total for Phase
	
	
	
	
	
	

	Project Execution and Control

	Timeframe / Task
	Personnel Services
	Equipment/Supplies Cost
	Travel Cost
	Other Cost
	Total Cost
	Planned Date of Expenditure

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total for Phase
	
	
	
	
	
	

	Project Closeout

	Timeframe / Task
	Personnel Services
	Equipment/Supplies Cost
	Travel Cost
	Other Cost
	Total Cost
	Planned Date of Expenditure

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	Total for Phase
	
	
	
	
	
	

	TOTAL Budget
	
	
	
	
	
	


	COMMENTS: 

	List any assumptions pertaining to the costs entered above.


	PROJECT MANAGER INFORMATION Provide the Project Manager’s information, if known.

	Name:



	Signature:



	Date:





	APPROVER INFORMATION Provide information for each individual designated as an Approver of the Budget below. Copy the section if more than one Approver is required.

	Approver Name: 
	Title: 

	Organization: 

	Recommended Action: 
	[image: image2.wmf]Approve


	[image: image3.wmf]Reject




	Approver Comments: 

	

	Approver Signature: 

	Date: 
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