CREATING MINISTRY ESTIMATE – SCHEDULE 7 INSTRUCTIONS
KEY POINTS TO NOTE:
· DO NOT ENTER ANYTHING IN THE BLUE HIGHLIGHTED COLUMNS L-O.

· DO NOT ENTER ANY FORMULAS ON ANY ROWS WITHIN THE PARAMETERS OF COLUMNS A-R TO THE BOTTOM OF THE LAST ASSOCIATED MINISTRY COST ITEM 905.

· DO NOT ENTER ANY TEXT OR FORMULAS UNDER THE LAST ASSOCIATED MINISTRY COST ITEM 905.

· For  Units of Measure you MUST use the Drop-Down List of Values only.

· The Ministry Estimate MUST BE CREATED MANUALLY on the H0088 spreadsheet. You cannot cut and paste any portions except the descriptions in the Description Column can be copied without any formatting into the description column only.  Please ensure no other columns are copied over since the spreadsheet will not upload into BC Bid.

	Do not overtype Rows 2 - 5.
	Starting on Row 6 insert the approximate number of rows required. You can insert as many rows as you like after Row 5 and before the first Associated Ministry Costs Item 901. 
	Do not overtype the rows for Items 901 to 905. These are the Associated Ministry Costs.

	Enter the Project Number at the bottom of spreadsheet in the yellow highlighted cells.
	Enter the Project Name at the bottom of spreadsheet in the yellow highlighted cells.

TIP: Freeze Row 1 Headings to make it easier to scroll down the spreadsheet when entering item.
TIP - Order Column: You can wait to enter Column A Order # until all items have been entered. Then click in Column A cells A4 and A5, place cursor in bottom right corner until it turns to a black plus sign and drag down to populate the order column numbers.

TO ADD AN ITEM (to add Provisional Sum Items see instructions further down)
		Column A Order – enter the next number so that the item would be in the correct chronological order.  See Order Column Tip on page 1 above.
		Column B – enter the Item #. Item numbers are entered with an apostrophe i.e. ’02.05
		Column C – leave blank.
		Column D – choose Required Item from the drop-down list.
		Column E – leave blank.
		Column F – enter the Description.
		Column G – enter the Unit of Measure from the drop-down list.
[bookmark: _Hlk114495065]		Column H – enter the Quantity.  Note: Lump Sum (LS) – Enter quantity as “1”.
		Column I – enter the Ministry Unit Price.
DO NOT ENTER ANYTHING IN THE REMAINING COLUMNS

TO ADD A HEADING or SUBHEADING – extremely important that headings are entered as follows
		Headings require 2 rows.
		Column A Order – enter the next number so that the heading would be in the correct chronological order. See Order Column Tip on page 1 above.
		Column B – enter the Item # for the heading. Item numbers are entered with an apostrophe i.e. ’02.05
		Column C – leave blank.
		Column D – choose Required Item from the drop-down list.
		Column E – leave blank.
		Column F – enter the Description for the Heading (i.e. SECTION 2 – PAVING).
		Column G – Unit of Measure. If Section choose “heading”. If heading within a section choose “subheading” from the drop-down list.
DO NOT ENTER ANYTHING IN THE REMAINING COLUMNS

	2nd ROW – duplicate row for heading/subheading
		Column A Order – enter the next number so that the heading would be in the correct chronological order. (i.e. heading was 120 then this row would be 121) See Order Column Tip on page 1.
		Column B – enter the heading Item # followed by H. i.e. ’02.05H		
		Column C – Parent Item – in the drop-down list choose the item # for the heading i.e. 02.05.
		Column D – choose Price Adjustment from the drop-down list.
		Column E – leave blank.
		Column F – enter “Hidden” as the Description.
		Column G – Unit of Measure – leave blank.
		Column H – Quantity – enter “0”.
DO NOT ENTER ANYTHING IN THE REMAINING COLUMNS

Heading Example:
[image: ]
 
Subheading Example:
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TO ADD A PROVISIONAL SUM – extremely important that Provisional Sums are entered as follows
		Provisional Sums require 2 rows.
		Column A Order – enter the next number so that the Provisional Sum Item would be in the correct chronological order. See Order Column Tip on page 1.
		Column B – enter the Item # for the Provisional Sum. Item numbers are entered with an apostrophe i.e. ’02.04
		Column C – leave blank.
		Column D – choose Required Item from the drop-down list.
		Column E – leave blank.
		Column F – enter the Description for the Provisional Sum Item.
		Column G – Unit of Measure. Choose “Provisional Sum” from the drop-down list.
		Column H – Quantity – leave blank.
		Column I – Ministry Unit Price – enter the Provisional Sum Amount.
		Column J – PS Item – enter the Provisional Sum Amount.
		Column K – Ministry Total – enter the Provisional Sum Amount.
DO NOT ENTER ANYTHING IN THE REMAINING COLUMNS


	2nd ROW – duplicate row for Provisional Sum Item
		Column A Order – enter the next number so that the Provisional Sum Item would be in the correct chronological order. (i.e. Provisional Sum Item was 130 then this row would be 131). See Order Column Tip on page 1.
		Column B – enter the Provisional Sum Item # followed by PS. i.e. ’02.04PS
		Column C – Parent Item – in the drop-down list choose the item # for the Provisional Sum Item i.e. 02.04
		Column D – choose Price Adjustment from the drop-down list.
		Column E – leave blank.
		Column F – enter “PS Hidden” as the Description.
		Column G – Unit of Measure – leave blank.
		Column H – Quantity – enter “1”.
DO NOT ENTER ANYTHING IN THE REMAINING COLUMNS
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TO ADD ASSOCIATED MINISTRY COSTS:
Leave items 901 to 905 as is with no changes to the Item Numbers, Description, or Unit of Measure.
		Column H – Quantity – enter 1.
		Column I – Ministry Unit Price – enter Ministry Cost.
		Column K – Ministry Total – enter Ministry Cost.
Do not enter a value in column J.
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TO CALCULATE MINISTRY ESTIMATE:
Columns Q and R (purple columns) should automatically calculate. If they don’t then you many need to copy the formulas in these columns as follows:
	Copy the formula in cell Q2 to the bottom of the last row.
	Copy the formula in cell R2 to the bottom of the last row.

The Ministry Tender Price, Associated Ministry Costs and Total Tender Price and Associated Ministry Cost Estimate amounts will auto-populate in purple cells in Columns T and U to the right of the spreadsheet.




MINISTRY REPLACEMENT SCHEDULE 7 INSTRUCTIONS:

Please highlight the item rows that are added, deleted or changed in yellow.

MINISTRY ESTIMATE CANNOT BE CHANGED AFTER TENDER IS ISSUED UNLESS THERE ARE CHANGES TO THE SCHEDULE 7 REQUIRING THE SUPPLIER TO SUBMIT A REPLACEMENT SCHEDULE 7

Please note: ALL Amendments to the ITT (including no changes to Schedule 7) will cause the Supplier to resubmit their online ebids.

Do the following on the Excel Spreadsheet:
		In Row 2, Column F – Change the Description to read “SCHEDULE 7 – REPLACEMENT A”. 
		In the same row in Column E enter the revision date YYYY-MM-DD (i.e. 2022-07-22).

TO CHANGE AN ITEM
		For the item being changed, in Column E enter the revision date YYYY-MM-DD (i.e. 2022-07-22).
		Description – Change Column F (if applicable).
		Unit of Measure – Change Column G (if applicable).
		Quantity – Change Column H (if applicable).
		Ministry Unit Price – Change  Column I (if applicable).

TO ADD AN ITEM
		Insert a row below the item # where the new item will follow.
		Column A Order – enter the next number so that the item would be in the correct chronological order. See Order Column Tip on page 1.
		Column B – enter the Item #. Item numbers are entered with an apostrophe i.e. ’02.05
		Column C – leave blank.
		Column D – choose Required Item from the drop-down list.
		Column E – enter the revision date YYYY-MM-DD (i.e. 2022-07-22).
		Column F – enter the Description.
		Column G – enter the Unit of Measure from the drop-down list.
		Column H – enter the Quantity.
		Column I – enter the Ministry Unit Price.
DO NOT ENTER ANYTHING IN THE REMAINING COLUMNS

TO ADD A HEADING or SUBHEADING – extremely important that headings are entered as follows
		Insert 2 new rows below the item # where the new heading will follow.
	1ST ROW
		Column A Order – enter the next number so that the heading would be in the correct chronological order. See Order Column Tip on page 1.
		Column B – enter the Item # for the heading. Item numbers are entered with an apostrophe i.e. ’02.05
		Column C – leave blank.
		Column D – choose Required Item from the drop-down list.
		Column E – enter the revision date YYYY-MM-DD (i.e. 2022-07-22).
		Column F – enter the Description for the Heading.
		Column G – Unit of Measure. If Section choose “heading”. If heading within a section choose “subheading” from the drop-down list.
DO NOT ENTER ANYTHING IN THE REMAINING COLUMNS
	2nd ROW – duplicate row for heading/subheading
		Column A Order – enter the next number so that the heading would be in the correct chronological order. (i.e. heading was 120 then this row would be 121) See Order Column Tip on page 1.
		Column B – enter the heading Item # followed by H. i.e. ’02.05H
		Column C – Parent Item – in the drop-down list choose the item # for the heading i.e. 02.05.
		Column D – choose Price Adjustment from the drop-down list.
		Column E – enter the revision date YYYY-MM-DD (i.e. 2022-07-22).
		Column F – enter “Hidden” as the Description.
		Column G – Unit of Measure – leave blank.
		Column H – Quantity – enter “0”.
DO NOT ENTER ANYTHING IN THE REMAINING COLUMNS

Heading Example:
[image: ]
 
Subheading Example:
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TO ADD A PROVISIONAL SUM – extremely important that Provisional Sums are entered as follows
		Insert 2 new rows below the item # where the new Provisional Sum Item will follow.
	1ST ROW
		Column A Order – enter the next number so that the Provisional Sum Item would be in the correct chronological order. See Order Column Tip on page 1.
		Column B – enter the Item # for the Provisional Sum. Item numbers are entered with an apostrophe i.e. ’02.05.02
		Column C – leave blank.
		Column D – choose Required Item from the drop-down list.
		Column E – enter the revision date YYYY-MM-DD (i.e. 2022-07-22).
		Column F – enter the Description for the Provisional Sum Item.
		Column G – Unit of Measure. Choose “Provisional Sum” from the drop-down list.
		Column H – Quantity – leave blank.
		Column I – Ministry Unit Price – enter the Provisional Sum Amount.
		Column J – PS Item – enter the Provisional Sum Amount.
		Column K – Ministry Total – enter the Provisional Sum Amount.
DO NOT ENTER ANYTHING IN THE REMAINING COLUMNS

	2nd ROW – duplicate row for Provisional Sum Item
		Column A Order – enter the next number so that the Provisional Sum Item would be in the correct chronological order. (i.e. Provisional Sum Item was 130 then this row would be 131) See Order Column Tip on page 1.
		Column B – enter the Provisional Sum Item # followed by PS. i.e. ’02.05.02PS
		Column C – Parent Item – in the drop-down list choose the item # for the Provisional Sum Item i.e. 02.05.02
		Column D – choose Price Adjustment from the drop-down list.
		Column E – enter the revision date YYYY-MM-DD (i.e. 2022-07-22).
		Column F – enter “PS Hidden” as the Description.
		Column G – Unit of Measure – leave blank.
		Column H – Quantity – enter “1”.
DO NOT ENTER ANYTHING IN THE REMAINING COLUMNS
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TO DELETE AN ITEM – extremely important that Items are deleted as follows
The row is not actually deleted off the spreadsheet since the Item #s need to be in order without gaps. The following steps are required for the row to display as deleted:
		Column A Order – leave as is.
		Column B – Item # – leave as is.
		Column C – leave as is.
		Column D – leave as is.
		Column E – enter the revision date YYYY-MM-DD (i.e. 2022-07-22).
		Column F – Description – overtype the text with “ITEM DELETED”.
		Column G – Unit of Measure – leave as is.
		Column H – Quantity – enter “0”.
		Column I – Ministry Unit Price – enter “0”.
		Column K – Ministry Total – enter “0”.
DO NOT ENTER ANYTHING IN THE REMAINING COLUMNS
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TO ADD/UPDATE ASSOCIATED MINISTRY COSTS:
		Column H – Quantity – enter 1.
		Column I – Ministry Unit Price – enter Ministry Cost.
		Column K – Ministry Total – enter Ministry Cost.
Do not enter a value in column J.
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TO CALCULATE MINISTRY ESTIMATE:
Columns Q and R (purple columns) should automatically calculate. If they don’t then you many need to copy the formulas in these columns as follows:
	Copy the formula in cell Q2 to the bottom of the last row.
	Copy the formula in cell R2 to the bottom of the last row.

The Ministry Tender Price, Associated Ministry Costs and Total Tender Price and Associated Ministry Cost Estimate amounts will auto-populate in purple cells in Columns T and U to the right of the spreadsheet.

SAMPLE FORMATS FOR SCHEDULE 7


MANDATORY ITEM NUMBER FORMATS ARE REQUIRED FOR:
Please note when creating the Ministry Estimate, for every Heading/Subheading and Provisional Sums you will  need 2 rows in the Schedule 7.  The sample below only shows the hierarchy.

	MULTIPLE HEADINGS:  Ensure the following format is used:

	01                                  SECTION 1 - GENERAL

	01.01                               Heading

	01.01.01                           Heading

	01.01.01.01                      Item

	01.01.01.02                      Item

	01.01.02                          Heading

	01.01.02.01                      Item

	01.01.02.02                      Item

	01.02                               Heading

	01.02.01                           Item

	01.03                               Heading

	01.03.01                           Item

	02                                SECTION 2 - GRADING

	02.01                              Heading

	02.01.01                          Item

	02.02                              Heading

	02.02.01                          Item

	

	SINGLE HEADINGS:  Ensure the following format is used:

	01                                 SECTION 1 - GENERAL

	01.01                             Heading

	01.01.01                         Item

	01.02                             Heading

	01.02.01                         Item

	02                                SECTION 2 - GRADING

	02.01                             Heading

	02.01.01                         Item

	

	

	NO HEADINGS:  Ensure the following format is used:

	01                                 SECTION 1 - GENERAL

	01.01                             Item

	01.02                             Item

	01.03                             Item

	01.04                             Item
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