
Job Tracker / Costing
Track jobs, costs, and profitability for your business.

HOW TO USE
1. Go to the Job Tracker tab and enter your business name and year at the top.

5. Use the Invoiced? column to flag when the invoice has been raised.
6. The band at the top shows your totals and overall margin at a glance.

CLEARING THE SAMPLE DATA

REMOVING THE FOOTER CREDIT

NOTES

Free template from

Professional spreadsheet templates for UK small businesses.

2. For each job, enter the job number, client name, description, start and end dates, and the quoted 
value.
3. Enter the labour cost, materials cost, and any other costs. Total cost, gross profit, and margin 
calculate automatically.
4. Use the Status dropdown (Quoted / In progress / Completed / Invoiced / Cancelled) to track 
progress.

The blue cells contain example data. Select them and press Delete to start with your own jobs. The 
white cells are calculated and look after themselves.

A small OpenSheets credit prints in the page footer. You are welcome to keep it. To remove it, go to 
Page Layout, then Page Setup, then the Header/Footer tab.

Blue cells are your inputs. White cells are calculated totals and formulas. Do not type over the white 
cells. The sheet is protected so only blue cells can be edited.

OpenSheets.co.uk

https://opensheets.co.uk/


Going digital for Making Tax Digital?

MTD for Income Tax bridging and compliance for sole traders and landlords.
aligned.tax

https://aligned.tax/


OpenSheets.co.uk  ·  free templates for UK small businesses  ·  MTD-ready tools at aligned.tax

Job Tracker / Costing Add your logo here

Business n Year

TOTAL QUOTED TOTAL COST GROSS PROFIT MARGIN %

£15,700.00 £8,810.00 £6,890.00 43.9%

Job No Client Description Start Date End Date Status Total Cost £ Gross Profit £ Margin % Invoiced? Notes

JOB001 Acme Building Ltd Kitchen refurb 01/03/2025 15/03/2025 Completed £3,500.00 £800.00 £1,200.00 £150.00 £2,150.00 £1,350.00 38.6% Yes Final sign-off done

JOB002 Bright Homes Bathroom tiling 10/03/2025 20/03/2025 Completed £1,800.00 £450.00 £600.00 £80.00 £1,130.00 £670.00 37.2% Yes

JOB003 Sample Supplies Ltd Roof repair 01/04/2025 10/04/2025 In progress £2,200.00 £600.00 £400.00 £100.00 £1,100.00 £1,100.00 50.0% No

JOB004 Redwood Interiors Plastering 15/04/2025 25/04/2025 Quoted £900.00 £300.00 £50.00 £30.00 £380.00 £520.00 57.8% No

JOB005 City Rentals Ltd Boiler service 20/04/2025 21/04/2025 Invoiced £550.00 £200.00 £120.00 £20.00 £340.00 £210.00 38.2% Yes

JOB006 Greenleaf Property Fence replacement 01/05/2025 05/05/2025 Quoted £750.00 £150.00 £380.00 £40.00 £570.00 £180.00 24.0% No Awaiting approval

JOB007 Sample Trading Co Electrical rewire 10/05/2025 30/05/2025 In progress £4,800.00 £1,500.00 £800.00 £200.00 £2,500.00 £2,300.00 47.9% No

JOB008 Lakeside Lettings Decorating 01/06/2025 15/06/2025 Completed £1,200.00 £400.00 £180.00 £60.00 £640.00 £560.00 46.7% Yes

TOTAL £15,700.00 £4,400.00 £3,730.00 £680.00 £8,810.00 £6,890.00 43.9%

Self-check: Tota OK - Balanced

Quoted Value 
£

Labour Cost 
£

Materials 
Cost £

Other Costs 
£
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