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Overview 

The VDOT Form C-13C is required to prepare and submit the Contractor’s Progress Earnings Schedule as 
specified in the Category I and Category II Progress Schedule Specifications. At the Contractor’s 
discretion, the VDOT Form C-13CPM may be used to prepare the Progress Earnings Schedule for other 
projects, provided the Progress Schedule has been cost-loaded in accordance with the cost-loading 
requirements specified in the Category III Progress Schedule Specifications and according to guidelines 
for preparing the VDOT Form C-13CPM. This user guide provides guidelines for preparing the VDOT 
Form C-13C. 

As part of its Progress Schedule submissions for Category I and Category II projects, the contractor is 
required to provide: 

1. With the Baseline Progress Schedule submission, a Baseline Form C-13C showing at the Major 
Work Category level, the contractor’s anticipated monthly earnings for the entire duration of 
the project. The contractor shall also provide a breakdown of the bid items and costs associated 
with each Major Category of Work for all bid items as shown in the Schedule of Items. 

2. With the Update Progress Schedule submission, an Update Form C-13C showing the actual 
earnings for each estimate period for past months and the projected earnings for the remaining 
months. 
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1. Downloading the Progress Earnings Schedule (Form C-13C) File – The following are guidelines for 
downloading a copy of the Form C-13C file: 

1. Use the following link to access the VDOT Construction Scheduling Webpage: 

https://www.virginiadot.org/business/const/ConstrSchResSpecs.asp 

2. Download a copy of the Form C-13C (MS Excel) file. (Note: For traditional Design-Bid-Build 
projects, download the “Estimate Dates” report. For Design-Build projects, download the 
“Calendar Months” report). 

3. After downloading the file, you may move the file from your Downloads folder (or other location 
in which the files were downloaded) to a preferred file location using the MS Excel Cut/Paste 
function. 

VDOT Progress Earnings Report (Form C-13C) User Guide (2023) Page 3 

https://www.virginiadot.org/business/const/ConstrSchResSpecs.asp


    
  

 

            
 

                
              

                 
       

 
                

             
 

             
 

 
 
 

                 
           
 

 
 

Virginia Department of Transportation 
Construction Division 

2. Modifying the MS Excel Software Security Settings – The Form C-13C uses built-in MS Excel 
formulas and macros. Your software security software settings must be modified to enable macros 
when using the Form C-13C, if not enabled based on user settings. The following are guidelines for 
modifying the MS Excel software security settings: 

1. For Microsoft Excel 2003 or Earlier: Please note that the following user settings are required 
prior to using the Form C-13C to ensure that the form functions properly: 

a) Click on Tools from the main menu, then Macro, and then Security. 

b) Then select the Medium security level, and then click OK. (Note: Users may elect to change 

the setting as desired when not using the VDOT Form C-13C). 
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c) Click on Tools from the main menu, and then click on Add-Ins. 

d) Click on the Analysis ToolPak and Analysis ToolPak – VBA checkboxes, and then click OK to 
activate additional functions needed for the form to function properly. 
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2. For Microsoft Excel 2007 or 2010: Please note that the following user settings are required prior 
to using the Form C-13C to ensure that the form functions properly: 

a) Click on the Windows Office Button, and then click on the Excel Options button. 

b) Click on the Trust Center link, and then click on the Trust Center Settings button. 
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c) Click on the Add-Ins link and ensure that the Add-ins boxes are unchecked. 

d) Click on the Macro Settings link, then select the “Disable all macros with notification” 

option, and then click OK and OK again. (Note: Macro setting is a user setting that is required 

to allow the built-in macros to function properly. Users may elect to change the setting as 
desired when not using the VDOT Form C-13C). 

e) When opening the Form C-13C file, click on the Enable button to enable the built-in macros 

needed for the form to function properly. 
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3. For Microsoft Excel 2016 or Later: Please note that the following user settings are required prior 
to using the Form C-13C to ensure that the form functions properly: 

a) Open MS Excel and click on File to display the File menu. 

b) In the File menu, select Options. In the Excel Options window, select Trust Center; and then 
click on the Trust Center Settings button. 
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c) In the Trust Center window, select Macro Settings, and then you may select Enable all 
macros, or at a minimum, select Disable all macros with notifications. 

d) In the Trust Center window, select Message Bar, and then select Show the Message Bar in 
all applications when active content, such as ActiveX controls and macros, has been blocked. 

e) Click OK a couple of times to accept the settings and close the Trust Center and Excel 
Options dialogue boxes. 
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3. Preparing the Form C-13C for Initial Use – The following are guidelines for setting-up the Form C-
13C for initial use: 

1. Obtain a copy of the Form C-13C file, then save in the Excel Macro-Enabled Workbook (.xlsm) 
file format; and rename for a specific project using a naming convention that identifies the 
Contract ID, submission version, and type of submission (e.g., C00012345C01_BS_Baseline 
Schedule C-13C.xlsm). 

2. Open the file. If the PROTECTED VIEW message appears on top of the worksheet, click on the 
Enable Editing button. 

3. If the macros SECURITY WARNING message appears on top of the worksheet, click on the Enable 
Content button to enable the built-in macros. 

4. Click on the C-13C (Baseline) tab to open the Baseline Progress Earnings Schedule worksheet, 
and then enter the Contractor’s name (Cell A1). Then enter the Contract ID and other required 
project information on the top left corner of the form (Cells C4 to C9). 
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5. In the C-13C (Baseline) worksheet, also enter the required Contract NTP Date and other required 
time and financial information on the top right corner of the form (Cells P4 to P9). 

6. In the C-13C (Baseline) worksheet, scroll down to the bottom of the spreadsheet and click on 
the Set/Reset Rows button to set the required number of estimate periods based on the first 
progress estimate date and the latest project completion date. 
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4. Completing the Breakdown of Contract Items (BOCI) – The Breakdown of Contract Items (BOCI) 
worksheet will be used to provide a breakdown of the bid items and costs associated with each 
Major Work Category. The following are guidelines for completing BOCI worksheet: 

1. Click on the Breakdown of Contract Items tab to open the Breakdown of Contract Items 
worksheet. Review and edit as necessary the Major Work Categories to ensure that they reflect 
the project Scope of Work and Contractor’s approach. 

2. Enter the associated Contract items and costs for each applicable Major Work Category, based 
on Scope of Work and Contractor’s approach. 
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3. Additional rows are available for up to 40 items per Major Work Category (50 items for 
Miscellaneous Item). To unhide available hidden rows, select the Major Work Category, and 
then click on Format, then Hide & Unhide, and then Unhide Rows. To hide unused rows or Major 
Work Categories, select the rows, and then click on Format, and then Hide & Unhide, and then 
Hide Rows. 

4. Review the subtotal for each Major Work Category and the Overall Total to ensure that they 
match the subtotals and the Total Contract Value shown on the C13C (Baseline) tab. Adjust as 
necessary. 
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5. Preparing a Baseline Progress Earnings Schedule – The Baseline Progress Earnings Schedule is the 
Contractor’s initial anticipated earnings per month, as of the Contractor’s progress estimate date. 
The C-13C (Baseline) worksheet will be used to prepare the Baseline Progress Earnings Schedule. 
Complete the C-13C (Baseline) worksheet as follows: 

1. Click on the C-13C (Baseline) tab to prepare the Baseline Progress Earnings Schedule. Then enter 
the anticipated earnings by month for each Major Category of Work. (Note: If the Major Work 
Categories on the form does not reflect the Scope of Work or Contractor’s approach, the Major 
Work Categories can be adjusted as needed in the Breakdown of Contract Items worksheet, as 
described above). 

2. Review the Subtotals for each Major Work Category to ensure that they match the Subtotals 
shown on the Breakdown of Contract Items and adjust as necessary. Also, review the Overall 
Monthly Total and the last Cumulative Total values to ensure that they match the Total Adjusted 
Contract Value, adjust as necessary. 
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3. Click on the C-13C (Update) tab to open the Monthly Update Progress Earnings Schedule 
worksheet. Click on the Set/Reset Rows button to setup the worksheet for the required number 
of estimate periods. 

4. For the Baseline Progress Earnings Schedule submission, select and copy the baseline earnings 
data from the C-13C (Baseline) worksheet and then paste on the C-13C (Update) worksheet to 
establish the current projected earnings. 
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5. Click on the Progress Chart tab to open the Progress Earnings Chart worksheet. Then click on the 
Update Progress Chart button to update the progress earnings chart. 

6. Save a copy of the file to indicate the submission type, number, and current data date of the 
update (e.g., C00012345C01_BS_C-13C_11-1-23.xls). 
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6. Preparing an Update Progress Earnings Schedule – The C-13C (Update) worksheet will be used to 
prepare the Contractor’s Monthly Update Progress Earnings Schedule, as required. Complete the 
Progress Earnings Schedule as follows: 

1. Obtain the previously accepted Form C-13C, then save a copy and rename the file to indicate the 
submission type, number, and current data date of the update (e.g., C00012345C01_U01_C-
13C_4-4-23.xls). 

2. Click on the C-13C (Update) tab to open the Monthly Update Progress Earnings Schedule 
worksheet. Update the Projected Completion Date to match the current Progress Schedule. 
Also, update the Current Progress Estimate Date (4th, 11th, or 20th) accordingly. 

3. Enter the actual earnings for each Major Work Category for the current estimate period, 
including all associated items as reflected on the Monthly Progress Estimate. (Note: The Monthly 
Total for the current estimate date must equal the Total Earnings as shown on the current 
Progress Estimate, excluding any payments for stored materials and/or adjustments such as fuel, 
asphalt, etc.) 
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4. Adjust the projected earnings for each Major Work Category for the remaining progress 
estimate periods, as necessary. Review the current Major Work Category subtotals and 
variances against the Baseline subtotals. (Note: The current subtotal for each Major Work 
Category should equal the baseline subtotal unless there are projected overruns or underruns). 

5. Click on the Controls Chart Data tab to open the Controls Chart Data worksheet. Select and 
enter the current Actual Monthly Earnings for each estimate, as shown in the Progress Estimate 
and hit the Enter button on the keyboard. (Note: If the Actual Monthly Earnings data was 
entered using the Copy/Paste function, then you must select the cell, then click on the Formula 
Bar, and then hit the Enter button on the keyboard to trigger the macros that auto-populate the 
remaining fields). 
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6. Click on the Progress Chart tab to open the Progress Earnings Chart worksheet. Then click on the 
Update Progress Chart button to update the progress earnings chart. 

7. Save a copy of the file to indicate the submission type, number, and current data date of the 
update (e.g., C00012345C01_BS_C-13C_11-1-23.xls). 
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For assistance or questions, please contact Frank Gbinije: 

frank.gbinije@vdot.virginia.gov 
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	Then select the Medium security level, and then click OK. (Users may elect to change the setting as desired when not using the VDOT Form C-13C). 
	Note: 


	c) Click on Tools from the main menu, and then click on Add-Ins. 

	d) 
	d) 
	Click on the Analysis ToolPak and Analysis ToolPak – VBA checkboxes, and then click OK to activate additional functions needed for the form to function properly. 
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	2. Please note that the following user settings are required prior to using the Form C-13C to ensure that the form functions properly: 
	For Microsoft Excel 2007 or 2010: 

	a) 
	a) 
	a) 
	Click on the Windows Office Button, and then click on the Excel Options button. 

	b) 
	b) 
	b) 
	Click on the Trust Center link, and then click on the Trust Center Settings button. 

	c) Click on the Add-Ins link and ensure that the Add-ins boxes are unchecked. 

	d) 
	d) 
	Click on the Macro Settings link, then select the “Disable all macros with notification” option, and then click OK and OK again. (Macro setting is a user setting that is required to allow the built-in macros to function properly. Users may elect to change the setting as desired when not using the VDOT Form C-13C). 
	Note: 


	e) 
	e) 
	When opening the Form C-13C file, click on the Enable button to enable the built-in macros needed for the form to function properly. 
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	3. Please note that the following user settings are required prior to using the Form C-13C to ensure that the form functions properly: 
	For Microsoft Excel 2016 or Later: 

	a) 
	a) 
	a) 
	Open MS Excel and click on File to display the File menu. 

	b) 
	b) 
	In the File menu, select Options. In the Excel Options window, select Trust Center; and then click on the Trust Center Settings button. 

	c) 
	c) 
	In the Trust Center window, select Macro Settings, and then you may select Enable all macros, or at a minimum, select Disable all macros with notifications. 

	d) 
	d) 
	In the Trust Center window, select Message Bar, and then select Show the Message Bar in all applications when active content, such as ActiveX controls and macros, has been blocked. 

	e) 
	e) 
	Click OK a couple of times to accept the settings and close the Trust Center and Excel Options dialogue boxes. 
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	3. Preparing the Form C-13C for Initial Use – The following are guidelines for setting-up the Form C13C for initial use: 
	-

	1. 
	1. 
	1. 
	Obtain a copy of the Form C-13C file, then save in the Excel Macro-Enabled Workbook (.xlsm) file format; and rename for a specific project using a naming convention that identifies the Contract ID, submission version, and type of submission (e.g., C00012345C01_BS_Baseline Schedule C-13C.xlsm). 

	2. 
	2. 
	Open the file. If the PROTECTED VIEW message appears on top of the worksheet, click on the Enable Editing button. 

	3. 
	3. 
	If the macros SECURITY WARNING message appears on top of the worksheet, click on the Enable Content button to enable the built-in macros. 

	4. 
	4. 
	Click on the C-13C (Baseline) tab to open the Baseline Progress Earnings Schedule worksheet, and then enter the Contractor’s name (Cell A1). Then enter the Contract ID and other required project information on the top left corner of the form (Cells C4 to C9). 

	5. 
	5. 
	In the C-13C (Baseline) worksheet, also enter the required Contract NTP Date and other required time and financial information on the top right corner of the form (Cells P4 to P9). 

	6. 
	6. 
	In the C-13C (Baseline) worksheet, scroll down to the bottom of the spreadsheet and click on the Set/Reset Rows button to set the required number of estimate periods based on the first progress estimate date and the latest project completion date. 


	Figure
	Figure
	Figure
	Figure
	Figure
	4. Completing the Breakdown of Contract Items (BOCI) – The Breakdown of Contract Items (BOCI) worksheet will be used to provide a breakdown of the bid items and costs associated with each Major Work Category. The following are guidelines for completing BOCI worksheet: 
	1. 
	1. 
	1. 
	Click on the Breakdown of Contract Items tab to open the Breakdown of Contract Items worksheet. Review and edit as necessary the Major Work Categories to ensure that they reflect the project Scope of Work and Contractor’s approach. 

	2. 
	2. 
	Enter the associated Contract items and costs for each applicable Major Work Category, based on Scope of Work and Contractor’s approach. 

	3. 
	3. 
	Additional rows are available for up to 40 items per Major Work Category (50 items for Miscellaneous Item). To unhide available hidden rows, select the Major Work Category, and then click on Format, then Hide & Unhide, and then Unhide Rows. To hide unused rows or Major Work Categories, select the rows, and then click on Format, and then Hide & Unhide, and then Hide Rows. 

	4. 
	4. 
	Review the subtotal for each Major Work Category and the Overall Total to ensure that they match the subtotals and the Total Contract Value shown on the C13C (Baseline) tab. Adjust as necessary. 
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	5. Preparing a Baseline Progress Earnings Schedule – The Baseline Progress Earnings Schedule is the Contractor’s initial anticipated earnings per month, as of the Contractor’s progress estimate date. The C-13C (Baseline) worksheet will be used to prepare the Baseline Progress Earnings Schedule. Complete the C-13C (Baseline) worksheet as follows: 
	1. 
	1. 
	1. 
	Click on the C-13C (Baseline) tab to prepare the Baseline Progress Earnings Schedule. Then enter the anticipated earnings by month for each Major Category of Work. (If the Major Work Categories on the form does not reflect the Scope of Work or Contractor’s approach, the Major Work Categories can be adjusted as needed in the Breakdown of Contract Items worksheet, as described above). 
	Note: 


	2. 
	2. 
	Review the Subtotals for each Major Work Category to ensure that they match the Subtotals shown on the Breakdown of Contract Items and adjust as necessary. Also, review the Overall Monthly Total and the last Cumulative Total values to ensure that they match the Total Adjusted Contract Value, adjust as necessary. 

	3. 
	3. 
	Click on the C-13C (Update) tab to open the Monthly Update Progress Earnings Schedule worksheet. Click on the Set/Reset Rows button to setup the worksheet for the required number of estimate periods. 

	4. 
	4. 
	For the Baseline Progress Earnings Schedule submission, select and copy the baseline earnings data from the C-13C (Baseline) worksheet and then paste on the C-13C (Update) worksheet to establish the current projected earnings. 

	5. 
	5. 
	Click on the Progress Chart tab to open the Progress Earnings Chart worksheet. Then click on the Update Progress Chart button to update the progress earnings chart. 

	6. 
	6. 
	Save a copy of the file to indicate the submission type, number, and current data date of the update (e.g., C00012345C01_BS_C-13C_11-1-23.xls). 
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	6. Preparing an Update Progress Earnings Schedule – The C-13C (Update) worksheet will be used to prepare the Contractor’s Monthly Update Progress Earnings Schedule, as required. Complete the Progress Earnings Schedule as follows: 
	1. 
	1. 
	1. 
	Obtain the previously accepted Form C-13C, then save a copy and rename the file to indicate the submission type, number, and current data date of the update (e.g., C00012345C01_U01_C13C_4-4-23.xls). 
	-


	2. 
	2. 
	Click on the C-13C (Update) tab to open the Monthly Update Progress Earnings Schedule worksheet. Update the Projected Completion Date to match the current Progress Schedule. Also, update the Current Progress Estimate Date (4, 11, or 20) accordingly. 
	th
	th
	th


	3. 
	3. 
	Enter the actual earnings for each Major Work Category for the current estimate period, including all associated items as reflected on the Monthly Progress Estimate. (: The Monthly Total for the current estimate date must equal the Total Earnings as shown on the current Progress Estimate, excluding any payments for stored materials and/or adjustments such as fuel, asphalt, etc.) 
	Note


	4. 
	4. 
	Adjust the projected earnings for each Major Work Category for the remaining progress estimate periods, as necessary. Review the current Major Work Category subtotals and variances against the Baseline subtotals. (: The current subtotal for each Major Work Category should equal the baseline subtotal unless there are projected overruns or underruns). 
	Note


	5. 
	5. 
	Click on the Controls Chart Data tab to open the Controls Chart Data worksheet. Select and enter the current Actual Monthly Earnings for each estimate, as shown in the Progress Estimate and hit the Enter button on the keyboard. (: If the Actual Monthly Earnings data was entered using the Copy/Paste function, then you must select the cell, then click on the Formula Bar, and then hit the Enter button on the keyboard to trigger the macros that auto-populate the remaining fields). 
	Note


	6. 
	6. 
	Click on the Progress Chart tab to open the Progress Earnings Chart worksheet. Then click on the Update Progress Chart button to update the progress earnings chart. 

	7. 
	7. 
	Save a copy of the file to indicate the submission type, number, and current data date of the update (e.g., C00012345C01_BS_C-13C_11-1-23.xls). 
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