
Instructions for Using the Controls Estimating Form 
 

 
 
1) Open up the form using Excel. The form opens to the Summary Sheet. 
2) Fill out the top fields (job name, job number, salesman initials, and date). 
3) At the top and to the right, revise the labor rates as desired. 
4) There are (7) estimating worksheets behind the summary sheet. Go to the first sheet. 
5) The job name, job number, and date automatically appear at the top of this sheet, and on 

all subsequent sheets. 
6) On the first sheet, fill in the field for Subject. 
7) Fill in line items, labor hours, material costs, and commissioning and engineering hours as 

required. 
8) For any fields requiring a “zero” (for labor hours, material cost, commissioning hours, 

engineering hours), type in 0, or simply leave the field blank. 
9) At the bottom, write any notes that apply. Include note number in the appropriate column, 

for the line item that the note refers to. 
10)  Back at the Summary Sheet, the tallies for the estimate appear, as well as the sheet 

Subject. 
11)  If the project can be broken down into multiple subjects, then use the additional estimating 

worksheets in the same manner as the first sheet. 
12)  If desired, the name of the worksheet tabs can be changed to match the subjects. Right 

click on the tab and select “Rename”. 


