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How to create a cost analysis 
 
 
 

 Role: Supply Chain Buyer Staff Frequency: As Needed 
 
**Find the Cost Analysis Template located on the Materials Drive under the Purchasing PA 
Folder **Materials Drive -> Purchasing PA Folder -> Templates -> Cost Analysis 
 

 
 

• Open the template and copy the information over from Attachment A 
 

 
 

 
 

**The built-in formulas will populate the estimated spend (old/new) and the increase  
 

 
 

  



Quick Reference Card  

How Create Cost Analysis (CA) 
 

 2 

 
• Provide the Percent Increase (Formula: (New Spend-Old Spend)/Old Spend) 
• Provide the Average PCI for all lines if info is available 

 

 
 

**Make notes in the Notes column for any part# changes or other importance 
• On the “Cover” sheet, fill in the below info: 

o Manufacturer Name, Vendor Number, Contract #, Agreement Start/End Dates, 
Freight Terms, New Estimated Spend, Estimated Percent Increase, Average PCI 

• Once completed, save to the new folder on the drive 
• Send to Associate Director for approval 

**Example: 
 

 


