Instructions
PMP® PROJECT HISTORY GATHERING SPREADSHEET

CAPTURE YOUR PROJECT WORK HOURS AND HISTORY REQUIRED BY
PMI FOR CERTIFICATION

PMP® Project History Gathering Spreadsheet (for PMP® Online Application)

This tool is used to capture your project work hours and history required by PMI for PMP® Certification.
The Project Histogram worksheet is where you input your hours. The hours you input will be
automatically transferred to the related project sheets with total hours broken down by project phase
according to PMI's industry weighted percentages. You will need to adjust accordingly to your unique
experiences.

Project Histogram Worksheet

Start by creating a project histogram. PMI audits applications much like the IRS audits tax returns.
Hopefully this will help to minimize any risk that an audit is triggered by numbers (totals) that do not make
sense.

Click on the Project Histogram tab and follow the steps below:

1. Enter the current year in the designated box. (2015 is entered as a sample.)

2. List the Project Names and Start and Finish dates. (Note: It is OK to use just months and not
exact days.)

3. Place an "X" under each month and in the appropriate year to indicate your active work on the
project. The worksheet provides for eight consecutive years.

4. Repeat previous step for all projects.
5. For each month with active project work, allocate the percentage you worked for each project
under the Weight (Wght) column. Each month should equal 100%.

The formulas in this worksheet are based on a 120-hour work month. To figure project hours, work
backwards starting with your most recent projects.

The calculations were based on the following assumptions:

e A 6-hour workday (to make sure of no overages)
e A 48-week work-year (to account for holidays and vacations)
o So, 6 hrs per day x 5 days a week x 48 weeks =1,440 hours per year.
e Use of statistically flat months, so that every month had 120 hours
o Since tracking exactly when vacations, holidays, etc., were taken over the years is very
difficult, the length of the month is the same — i.e., February is the same as a 31-day month.

The Project Histogram Worksheet has the global protection feature turned on to avoid overwriting any
formulas by mistake. If for some reason you wish to turn the protection off, select the following menu
path: Tools/Protection/Unprotect Sheet. Or, on the Review tab, click “Unprotect Sheet.” There is no
password required.

Project Worksheets

The total number of hours for each project is carried to the specific Project Number Worksheet and
entered in Column D under Total Hours.

Formulas are in each of the five project phase columns, so hours automatically populate. The formulas
are:

e Initiating = 11% of Total

e Planning = 14% of Total

e Executing = 40% of Total

e Controlling = 30% of Total

e Closing = 5% of Total
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Please note: These are estimations only. You will need to review and adjust as necessary to
accommodate your own project work. If you are not comfortable with these numbers, change them to
reflect your unique project experiences.

Additional Notes
Note 1: Only Project Management related experience should be mentioned in the spreadsheet.

Note 2: Mention only "general" project management deliverables. Terminology using company specific
acronyms or meaning should not be included.

Note 3: Your project experience should not include any maintenance or production support activities that
would be considered routine "daily" tasks. Rather, include tasks that are part of a project that has a
beginning and end date.

Note 4: Refer to the PMI website to determine how many hours and contiguous months for which you
need to account. These pages were written to accommodate back over eight years; however, individual
cases will vary.

Note 5: Do the research and use real numbers. The built-in calculations in these spreadsheets may
"smooth over" numbers for convenience’s sake, but you should be prepared to defend and validate your
project times.
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