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Purpose: 

The purpose of this Standard Operating Procedure is to standardize our cost comparison reports with 

providing subsequent pricing. 

 

Procedure: 

1) When providing a subsequent budget/proposal it should be accompanied with a cost comparison 

report to show differences in the current pricing from previous pricing. 

 

2) Locate the Excel document called “Template – Cost Comparison Report.”  Each project has its own 

folder on the P drive.  This document is in the “Template” folder within the “Preliminary” folder of 

each job folder. 

 

3) Open the “Template – Cost Comparison Report” file and save it as a new file. 

A) This is a working document used throughout all phases of preconstruction.  Because of this, the 

file name will just be “Cost Comparison Report” with the project name.  

B) The file should be saved in the appropriate location (with the most current proposal).   

 

4) Modify the template as necessary.  

A) Provide the pricing phase, date and square footage at the top of the document for each phase 

being compared. 

B) Include additional comparison information as necessary.  For example, when working in a hotel 

includes a number of keys in addition to square footage. 

C) Complete the breakdown information for each budget phase. 

D) Confirm each cell is programed correctly to provide accurate results (cost/SF and variance). 

 

5) With each additional budget: 

A) Insert columns as necessary for each pricing phase. 

B) The variance column should always compare to the previous budget.  For example, the first report 

may be comparing SD budget to conceptual budget.  If the next budget is on the DD Set, it should 

be compared to the SD budget. 

 

6) Save the Excel file.   

 


