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Employee Cost and Schedule Management
Last updated by Toni Wiggins on Feb 19, 2026

It is important that we understand how our time gets utilized in relation to project budget and schedule. The below content will walk you through the steps of scheduling 
time and associated cost utilization of the Grace project team from start to finish!

2026 Project Budgeting Spreadsheet 

Cost and Scheduling Management Guidelines:

1.  Proposal & Contract 

Provide the client our Proposal with scope and fee with $$ amount 

Refer to Proposal Guidelines

Once the proposal has been accepted, meet with our “Contract Manager” to get “Owner / Architect” and “Architect / Consultant” contracts produced

Refer to Contract Guidelines

2.  Project Budgeting Spreadsheet (“Budget Updated” tab)

Download the current Project Budgeting spreadsheet (see above), work with the "Project Accountant" to complete

Input project number and name (cell A2) This will carry over to each tab.

Input date completed or updated (cell J3)

Input fee amount (cell J4)

Input the Consultant fees (total) (cell J5)

This will automatically give the total Grace fee available (cell J6)

Input profit target amount (cell B8), discuss with Principal in Charge

Input project schedule dates by phase (cells C12-C18 and D12-D18) These dates can be estimated and will carry over to each tab accordingly.

Input fee breakdown % by phase (cells F12-F18)

Input department names (office locations) (cells A22-A24). These will carry over to each tab.

https://milo.grace-design.com/document/d96ef860-32f5-4b80-92fd-b2d5ccbb0ca5/2026-project-budgeting-spreadsheet
https://milo.grace-design.com/employee/0490511d-7dbd-4f8c-9425-8cebb3aa2566/toni-wiggins
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Input team member names (cells E32-E34)

Once these are in, the formulas will calculate for you 

3.  Project Budgeting Spreadsheet (“Phase Tabs” tab)

There is a tab for each phase that could be a part of the contract and the phases being used will need to be completed
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There is a tab for each phase that could be a part of the contract and the phases being used will need to be completed

Each phase has an area for each office with role categories, to make the form easier to use and read you can HIDE the rows of the offices not working on this project 
(see example below)

The Project Schedule will automatically display dates input on the Budget Updated page.

For each staff that will be on the project, put their name adjacent to their role in (column A) on the PG tab and they will automatically transfer to all of the remaining 
tabs. If there are multiple of a certain role you can add a row. Even if you're not using the Programming phase, input the team member names here to transfer them to 
the other phases.

Calculating the phase dollars and hours, once you put an hour(s) in (column D) then the fee starts to fill in automatically. 

The fee available to work your hour(s) distribution will show Fee Less Profit (column H) in green shaded cell

The hourly rate used for each role is located adjacent to each role (column E). Assigned staff roles can be found in Ajera in the Staff Type tab under the Ajera 
Employee Type column. Staff roles are not exactly the same as job titles so please reference Ajera or accounting for specifics.

Work your distribution for each staff role (column D) towards the Fee Less Profit amount. Total dollars allotted show (columns G) under each office group, do not 
exceed the Fee Less Profit amount. This will show you the hours each staff member has to work for each phase.

If the dates are input, then the hours a week each staff should be scheduled for shows (column B) next to each role/staff

Go through each step for each phase the project will have.

Then the Cost and Fees all show on the Budget Update tab 
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Save the file to the project files under 02_Budget folder under Project Management. (see below)

4.  AJERA and all the fun stuff

Now that the Project Budgeting Spreadsheet is complete the information can be input into Ajera

Provide all the information and work with the Project Accountant to be input

5. Project Command Center

Each of the staff and their role will be entered (labor) for each phase

Their hours from the Project Budget Spreadsheet will be input

The Scheduled dates from the Project Budget Spreadsheet will be input

Remember to keep the dates for each phase current here. If dates need to change, work with the "Project Accountant" to change and keep them updated as these 
dates are how the invoice schedule will be created and maintained
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6. Schedule Manager

Now that the staff, hours and schedule dates have been input, this project shows up in the Schedule Manager for each staff and the hours per phase can be allocated 
to the scheduled weeks. If dates change, adjust staff schedules

The hours will auto-populate and distribute equally across the weeks in each phase for each person when the project budget is initially put into Ajera. After the 
initial population, all scheduled hours must be manually adjusted in the Schedule Manager in the event of schedule changes or staffing changes. Work with the 
"Project Accountant" to update this information.

Each staff member may be working multiple projects and their weekly hours need to be balanced to 40 hours per week. It is not advisable to schedule a staff member 
for 40 hours on a single project as they are likely to be working on multiple projects. We encourage you to check the workload of desired staff members and work 
with your Office Leader to make sure staff isn't overscheduled.
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Once each staff member's hours are in Ajera and scheduled you can keep track of hours, by staff, in the “Hours Actual”, “Scheduled Hours”, and "Available Hours” 
columns

And the number of hours available, or over, show in the “Available Hours” column

You track the entire project in the “Projects” tab
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Keep in mind, if the staff does not use all of their hours in a phase then that is additional profit. If they go over in a phase, then work the project to make that up in the 
following phases 


