
The Cost Analysis Tool  - Cost Driver Definitions v1.0

Cost driver Description

1 Course Name The name of the training course

2 Audience size Total number of participants expected to receive training

3 Course type Type of course by functional category (Classroom, video conference, CBT, paper-based manual, etc. )

4 Course number Course number as it appears in the LMS

5 Number of classes offered per year Total number of classes the course is to be offered per year

6 Number of locations Total number of unique locations the course is to be offered per year

7 Length of training for course (hours) Length of training course in hours

8 Length of training for course (days) Length of the training course in hours converted to  days

9 Total number of instructors/logistics Total number of FSAU, FSA, operating partners, and/or logistics involved with the development and/or delivery of the 
training course

10 Total number of instructors/logistics per class Total number of FSAU, FSA, operating partners, and/or logistics necessary per class of training course

11 Learning complexity What level of learning are the participants expected to perform after leaving training? (Awareness, complete a task, or 
make a decision )

12 Content volume What is the breadth of content of the training course?  (High, medium, or low? ) For example, high breadth would describe a 
training with a wide range of topics

13 Name of contractor/partner The name of the contractor or partner

14 Average salary by grade and step for FSAU, FSA, and 
logistics

Annual salary by grade and step for 2002. All salaries will include a Load of 29% (which includes health benefits, insurance, 
and financial plans offered by the governemnt.) A grade 13, step 1 will be used as an avergae for all FSAU and FSA 
employees. A grade 12, step 1 will be used as an average for Logistics Coordinators

15 Development days Total number of days it take FSAU, FSA, operating partners, and/or logistics to develop training

Course information

Design & development direct costs
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The Cost Analysis Tool  - Cost Driver Definitions v1.0

Cost driver Description

16 Development costs (operating partner only) Total operating partner (contractor) cost to develop training (labor costs)

17 Non-labor development costs Total non-labor cost incurred during development (Travel, transportation, lodging, meals, per diem) by FSAU, FSA, 
operating partners, and/or logistics

18 Facilities Total cost for renting space (Hotels, auditoriums, conference centers, meeting rooms, computer training facilities, studio 
costs, satellite time, etc)

19 Equipment Total cost for equipment that is purchased or rented specifically for this course, such as VCR, DVD, LCD, Overhead 
projector, screen, microphone

20 Materials
Total cost for reproducing and delivering/shipping training materials. Distinguish between what is FSAU paid for (contractor, 
Kinko's, etc) or FSA (paid-for-GOP printing). Materials include; Flip chart, notebooks, paper, magic markers, pens, pencils, 
post-it notes, highlighters, certificates, name tags, discs, CDs

21 Preparation time (days)
Length of time (in days) required per FSAU, FSA, operating partners, and/or logistics to prepare to run the course (This 
includes usability reviews, dry runs, pilot tests, and TOT) This does not include time spent developing the course. That is 
captured above in development time)

22 Delivery time (days) Length of the course multiplied by the number of classes, Length of time per Logistic Coordinator spent supporting the 
delivery of the course per class (based on course level L1- 2 hours, .25 day, L2 - 4 hours, .5 day, L3-6-8 hours - 1 day.)

23 Delivery cost (contractor column only) Total cost for Instructor transportation, lodging, meals, per diem, etc billed by the operating partner

24 Travel time Travel time per instructor per class in days for FSAU, FSA, operating partners, and/or logistics transportation, lodging, 
meals, per diem, etc

25 Travel cost Total cost for FSAU, FSA, operating partners, and/or logistics transportation, lodging, meals, per diem, etc

26 Participant travel/training time (if FSA U) Participant travel/training time in days per class

27 Participant travel cost (if FSA U) Total cost for participant transportation, lodging, meals per class

28 Overhead costs LMS per person, general equipment pro-rated

Delivery direct costs
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The Cost Analysis Tool  - Cost Driver Definitions v1.0

Cost driver Description

29 Facilities Total cost for renting space for the finale (Hotels, auditoriums, conference centers, meeting rooms, computer training 
facilities, studio costs, satellite time, etc)

30 Equipment Total cost for equipment that is purchased or rented specifically for the finale, such as VCR, DVD, LCD, Overhead projector, 
screen, microphone

31 Materials
Total cost for reproducing and delivering/shipping training materials. Distinguish between what is FSAU paid for (contractor, 
Kinko's, etc) or ED (paid-for-GOP printing). Materials include; Flip chart, notebooks, paper, magic markers, pens, pencils, 
post-it notes, highlighters, certificates, name tags, discs, CDs

32 Preparation time (days)
Length of time (in days) required per FSAU, FSA, operating partners, and/or logistics to prepare for the finale. This does not 
include usability reviews, dry runs, pilot tests, TOT or time spent delivering the course. That is captured above in 
development time and Deivery preparation time

33 Delivery time (days) This is equal to the length of the course multiplied by the number of classs, Length of time per LC spent supporting the 
delivery of the course

34 Delivery cost (contractor column only) Total cost for Instructor transportation, lodging, meals, per diem, etc

35 Travel time Travel time per instructor for FSAU, FSA, operating partners, and/or logistics transportation, lodging, meals, per diem, etc

36 Travel cost Total cost for FSAU, FSA, operating partners, and/or logistics transportation, lodging, meals, per diem, etc

37 Participant travel/training time (if FSA U) Participant travel/training time in days per class

38 Participant travel cost (if FSA U) Total cost for participant transportation, lodging, meals, per class

39 Overhead costs LMS per person, general equipment pro-rated

40 Update frequency Expected frequency to update training (1 month, 3 month, 6 month, 1 year, 2 year, ect )

41 Percentage update What percentage of the course will be changed when the course is updated

42 Replace frequency Expected frequency to replace training (1 month, 3 month, 6 month, 1 year, 2 year, ect )

Finale costs

Maintenance costs
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The Cost Analysis Tool v1.0

Cost Driver

Course information FSAU FSA Op Partner Logistics Total FSAU FSA Op Partner Logistics Total

1 Course Name Sample Sample

2 Audience size 5000 5500
3 Course type 1

4 Course number (If applicable) 1a 1a

5 Number of classes offered per year 100 100

6 Number of locations 40 40

7 Length of training for course (in hours) 16 16

8 Length of training for course (in days) 2.00 2.00

9 Total number of instructors/logistics 5 5 5 3 18 5 5 7 3 20

10 Number of instructors/logistics per class 1 0 1 1 3 1 1 2 1 5

11 Learning complexity

12 Content volume

Design/Development

13 Name of operating partner(s) ABC ABC

14 Average salary (grade'step) for FSAU & FSA 
employee salary 13:1 13:1 12:1 13:1 13:1 12:1

15 Development days 150.00 21.00 240.00 7.00 418 160.00 28.00 240.00 0.00 428

16 Development costs (operating partner column only) $300,000 $300,000 $400,000 $400,000

17 Non-labor development costs $8,000 $200 $2,500 $1,000 $11,700 $10,000 $200 $10,000 $1,000 $21,200

Delivery direct costs

18 Facilities $125,000 $0 $0 $0 $125,000 $125,000 $0 $0 $0 $125,000

19 Equipment $25,000 $0 $0 $0 $25,000 $25,000 $50 $100,000 $500 $125,550

20 Materials $125,000 $0 $0 $0 $125,000 $200,000 $400,000 $10 $20 $600,030

21 Preparation time (days) (per instructor) 5.00 5.00 5.00 7.00 5.00 5.00 5.00 5.00

Actual

Sample Course Cost Data
Assumption

Awareness

Medium

Classroom-Based

Make a decision

Medium

Classroom-Based

The Tool.v1.0.XLs, Data 1 9/7/2004



The Cost Analysis Tool v1.0

Cost Driver

Course information FSAU FSA Op Partner Logistics Total FSAU FSA Op Partner Logistics Total

Actual

Sample Course Cost Data
Assumption

22 Delivery time (days) 2.00 2.00 2.00 0.50 2.00 2.00 2.00 1.00

23 Delivery cost (operating partner column only) $250,000 $250,000 $300,000 $300,000

24 Travel time (days per class) 1.00 1.00 1.00 2.00 2.00 2.00 2.00

25 Travel cost (days per class) $1,500 $1,500 $150,000 $1,500 $2,000 $2,000 $2,000 $2,000

26 Participant travel/training time - ONLY if FSAU is 
the  participant 5.00 3.00

27 Participant travel cost - ONLY if FSAU is the 
particpant $1,500 $1,500

28 Overhead costs $75,000 $75,000 $75,000 $200 $75,200

Finale costs

29 Facilities $7,000 $0 $0 $0 $7,000 $10,000 $5 $100 $30 $10,135

30 Equipment $2,000 $0 $0 $0 $2,000 $2,000 $5 $100 $30 $2,135

31 Materials $5,000 $0 $0 $0 $5,000 $70,000 $5 $100 $30 $70,135

32 Preparation time (days) (per instructor) 7.00 0.00 7.00 3.00 14.00 0.00 7.00 3.00

33 Delivery time (days) 1.00 0.00 1.00 0.50 1.00 1.00 1.00 1.00

34 Delivery cost (operating partner column only) $30,000 $30,000 $35,000 $35,000

35 Travel time (days per class) 0.00 0.00 0.00 0.00 1.00 1.00 1.00 1.00

36 Travel cost (days per class) $0 $0 $1,500 $0 $1,500 $1,500 $3,000 $1,500

37 Participant travel/training time 0.00 2.00

38 Participant travel cost $0 $1,500

39 Overhead costs $2,000 $0 $2,000 $2,000 $200 $2,200

Maintenance costs

40 Update frequency (per year) 1 1

41 Update percentage 20% 30%
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The Cost Analysis Tool v1.0

Cost Driver

Course information FSAU FSA Op Partner Logistics Total FSAU FSA Op Partner Logistics Total

Actual

Sample Course Cost Data
Assumption

42 Replace frequency (per year) 3 3
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The Cost Analysis Tool v1.0

Cost Driver

Course information FSAU FSA Op Partner Logistics Total FSAU FSA Op Partner Logistics Total

Actual

Sample Course Cost Data
Assumption

Legend

Do not need to populate with data
Do not need to populate with data, automatically populates or fixed number in field
Data entry point
Heading line
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The Cost Analysis Tool v1.0

FSAU FSA Op Partner   Logistics Total

$57,290 $7,101 $302,500 $2,934
Total design and development expense $369,825

Instructor/logistics labor costs $262,880 $0 $250,000 $234,881 $747,761
Instructor/logistics travel costs $60,000 $0 $150,000 $60,000 $270,000
Participation cost for FSAU employees $3,079
Facilities $125,000 $0 $0 $0 $125,000
Equipment $25,000 $0 $0 $0 $25,000
Materials $125,000 $0 $0 $0 $125,000
Overhead $75,000 $0 $75,000
Total delivery expense $1,367,761

Instructor/logistics labor costs $12,634 $0 $30,000 $3,317 $45,951
Instructor/logistics travel costs $0 $0 $1,500 $0 $1,500
Participation cost for FSAU employees $0 $0
Facilities $7,000 $0 $0 $0 $7,000
Equipment $2,000 $0 $0 $0 $2,000
Materials $5,000 $0 $0 $0 $5,000
Overhead $2,000 $2,000
Total finale expense $63,451

$147,930

$1,948,966
Percentage paid for by FSAU (Includes cost of logistics and operating partner) 100%

Average number of participants per class 50
Cost per participant $390
Cost per participant per day of instruction $195
Cost per class $19,490
Material cost per participant $25
Instructor/logistics cost per class $3,229 $0 $4,000 $2,949

Sample Course Summary Assumptions

Design and development expense

Delivery expense

Finale expense

Maintenance costs

Total course expense
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The Cost Analysis Tool v1.0

Sample Course Summary Assumptions

Total course expense Course delivery and finale costs by type

Direct delivery costs Design & development expense

Maintenance
8%

Finale
3%

Delivery
70%

Design & 
Development

19%

Design & Development
Delivery
Finale
Maintenance

labor
75%

non-labor 
(expenses)

25%

labor
non-labor (expenses)

equipment
7%

overhead
21%

facilities
36%

materials
36%

materials
facilities
overhead
equipment

Logistics labor & 
expense

1% FSA labor & 
expense

2%

FSAU labor & 
expense

15%

Operating 
Partner labor & 

expense
82%

FSAU labor & expense

FSA labor & expense

Operating Partner labor &
expense
Logistics labor & expense
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The Cost Analysis Tool v1.0

Sample Course Summary Assumptions
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The Cost Analysis Tool v1.0

FSAU FSA Operating 
Partner   Logistics Total

$62,576 $9,401 $410,000 $1,000
Total design and development expense $482,977

Instructor/logistics labor costs $295,740 $295,740 $300,000 $221,064 $1,112,544
Instructor/logistics travel costs $80,000 $80,000 $2,000 $80,000 $242,000
Participation cost for FSAU employees $2,486
Facilities $125,000 $0 $0 $0 $125,000
Equipment $25,000 $50 $100,000 $500 $125,550
Materials $200,000 $400,000 $10 $20 $600,030
Overhead $75,000 $200 $75,200
Total delivery expense $2,280,324

Instructor/logistics labor costs $5,258 $657 $35,000 $1,382 $42,296
Instructor/logistics travel costs $1,500 $1,500 $3,000 $1,500 $7,500
Participation cost for FSAU employees $0 $0
Facilities $10,000 $5 $100 $30 $10,135
Equipment $2,000 $5 $100 $30 $2,135
Materials $70,000 $5 $100 $30 $70,135
Overhead $2,000 $2,000
Total finale expense $134,201

$289,786

$3,187,288
Percentage paid for by FSAU (Includes cost of logistics and operating partner) 88%

Average number of participants per class 55
Cost per participant $580
Cost per participant per day of instruction $0
Cost per class
Material cost per participant $109
Instructor/logistics cost per class $3,757 $3,757 $3,020 $3,011

Maintenance costs

Total course expense

Sample Course Summary Actuals

Design and development expense

Delivery expense

Finale expense
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The Cost Analysis Tool v1.0

Sample Course Summary Actuals

Total course expense Course delivery and finale costs by type

Direct delivery costs Design and development expense

Design & 
Development

15%

Maintenance
9%

Finale
4%

Delivery
72%

Design & Development
Delivery
Finale
Maintenance

labor
82%

non-labor 
(expenses)

18%

labor
non-labor (expenses)

facilities
14%

equipment
14%

overhead
8%

materials
64%

materials
facilities
overhead
equipment

Logistics labor & 
expense

0%

FSAU labor & 
expense

13%

FSA labor & 
expense

2%

FSAU labor & expense

FSA labor & expense

Operating Partner labor &
expense
Logistics labor & expense
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The Cost Analysis Tool v1.0

Sample Course Summary Actuals

Assumed course expense vs. actual course expense

$0

$500,000

$1,000,000

$1,500,000

$2,000,000

$2,500,000

$3,000,000

$3,500,000

Design and development
expenses

Delivery expenses Finale expenses Maitenance expenses Total course expense

Stages of course development

C
os

t Assumptions
Actuals
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ons
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