LIST OF SELECTED CFP PROJECT FILES AND HOW THEY FUNCTION
Decision Matrix.xls – The Decision Matrix file contains all of the criteria used to prioritize each CFP project.  Put an ‘x’ in the appropriate cells for each project.  Save the Decision Matrix file in the folder for the individual project.  Follow the instructions for sorting and rating the projects.  Save the Decision Matrix in its original folder.
CFP Project Components.xls – The Project Components file allows you to create a customized list of all of the components that will be part of your CFP project.  To create the list, simply place an ‘x’ in the cell next to the component that applies to the project you are planning.  Selecting the components also scopes the project.  Also place an ‘x’ in the appropriate project size categories.  You must enter the project size for the worksheet to work properly.    
When you ‘x’ the cell next to each component, an ‘x’ is automatically placed next to the appropriate bid tab items (construction materials) on the next worksheet.  Click on the tab for that worksheet and click on the small grey down arrow at the top of the far left column.  Select ‘x’ and click on it.  The appropriate headings for the materials you will need for that project will then appear.  Enter the number of each construction item that you need in the green cell on the right.  The total cost for that item will automatically appear in the next cell on that row if bid tab information is available for it.  When you complete the construction materials list, you will have a complete list of construction materials for your project and a total cost for materials.  Save this file in the folder for the individual project.
Project Categorization Form.doc – This is the form you complete to determine the size of the project.  This information is essential for the proper operation of the macros and estimating tool in the ‘CFP Project Component.xls’ file and in the Project Plan files.  

Definitions of Project Size.doc gives you a textual explanation of the various sizes and examples of different types of projects.  Save the ‘Project Categorization Form.doc’ in the individual project’s file.  The ‘Definitions of Project Size.doc’ file is for information only and should remain in its original folder.
Scoping Worksheet.xls – The scoping worksheet is a checklist of issues, problems, and things to consider as you are planning a CFP project.  It serves as a series of red flags of what can go wrong during the course of the project that can affect both a project’s budget and schedule.  There are links between this file and the CFP Project Components file.  Once completed, save this file in the folder for the individual project using the Scoping Worksheet Blank file.

Construction Planning Matrix.xls – Provides a list of the project components and a monthly breakdown of when is the best time to construct the various project components.  This helps with overall planning and scheduling of the project.  Save in the individual project folder using the Construction Planning Matrix Blank.xls file.

Scoping and Design.xls and Construction and Close Out.xls – These files create a preliminary project plan with step-by-step instructions for each CFP project.  It also gives you a total cost for personnel who work on the project and the time in hours it will take to complete the project.  Save the Project Plan Blank.xls file into the individual project’s folder.
Public Communication Matrix.xls – The Public Communication Matrix allows you to calculate the public involvement/communication costs for each project.  It follows the same pattern as previous files.  You simply enter an ‘x’ in the cell next to the type of public communication that is appropriate, then enter the number of items that you need.  The spreadsheet will give you a total cost for public communication that you can add to your estimate of the project’s cost.  Staff time can also be calculated.  Save this file in the folder for the individual project using the Public Communication Matrix Blank file.

Permit Matrix.xls – The Permit matrix provides a complete list of all permits that might be needed for a given project.  It follows the same pattern as previous files.  You simply enter an ‘x’ in the cell next to the type of public communication that is appropriate.  The cost of the permits totals automatically.  Staff time can also be calculated.  Save this file in the individual project folder using the Permit Matrix Blank file.

Land and ROW Matrix.xls – This file calculates land and ROW costs by parcel based on what you enter for market value and related expenses.  Staff time can also be calculated.  Save this file in the individual project folder using the Permit Matrix Blank file.

CFP Project Costs.xls – Contains all of the financial information for the projects.  Instructions are found in the worksheet.  Information in this file is linked to other files, including the text files.  Only enter information in green cells.  Other files are linked to the information in this file.  Do not move this file from this location in this folder.  
CFP Text1 Sub Documents – One of nine text folders.  Information in this file is linked from the Project Cost file.  Save this file in this original folder.
Comprehensive Plan Policies Matrix.xls – All of the sections of the Comprehensive Plan are in this file under the appropriate chapter title on each tab.  Enter the name of each CFP project on the top row of the appropriate chapter/worksheet, then place an ‘x’ next to the Comp. Plan section  that applies to that project.  Copy the first two cells in the row of that section into the appropriate section of the text file.  Save this file in this folder.
New and Complete.doc and Introduction.doc – Provide examples of the transmittal letter to the Council or Commissioners, an Executive Summary, and other initial information.  Transportation Intro Text.doc is an example of the introductory text for each section of the CFP.  Save in this folder.

City Owned Property Matrix.xls – A matrix that captures all of the information regarding city-owned property.  Save this file in this folder.

