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Work Breakdown Structure Template 
 

 

 

 

 

 

 

 

Work Breakdown Structure 
1. Project Initiation 

1.1 Define Project Objectives 

1.1.1 Identify project goals 

1.1.2 Set key performance indicators (KPIs) 

1.2 Identify Stakeholders 

1.2.1 List all internal stakeholders 

1.2.2 List all external stakeholders 

1.3 Develop Project Charter 

1.3.1 Draft project charter 

1.3.2 Review and approve project charter 

2. Planning Phase 

2.1 Define Project Scope 

2.1.1 Outline project deliverables 

2.1.2 Set project milestones 

2.2 Resource Planning 

2.2.1 Assign team members 

2.2.2 Procure necessary resources 

2.3 Develop Timeline 

2.3.1 Create a Gantt chart 

2.3.2 Set key deadlines for deliverables 

3. Execution Phase 

3.1 Implement Project Tasks 

A Work Breakdown Structure (WBS) is a hierarchical tool used in project management to break down 

complex projects into smaller, more manageable components. It organizes and defines the total scope 

of the project, creating a visual representation of tasks, sub-tasks, and deliverables that need to be 

completed. The WBS helps teams identify necessary resources, assign responsibilities, and track 

progress effectively, ensuring that no aspect of the project is overlooked. It also facilitates 

communication among stakeholders by clearly outlining the scope and ensuring that everyone involved 

understands their specific roles and expectations. 

In essence, the WBS turns a high-level project vision into detailed, actionable steps. An example is 

below to demonstrate the layout of a Work Breakdown Structure.  

Delete this box once the WBS is completed.  
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3.1.1 Start the first deliverable task 

3.1.2 Monitor ongoing tasks 

3.2 Monitor Progress 

3.2.1 Track task completion 

3.2.2 Address issues as they arise 

3.3 Stakeholder Communication 

3.3.1 Regularly update stakeholders 

3.3.2 Conduct team meetings to review progress 

4. Monitoring and Control 

4.1 Track Project Progress 

4.1.1 Measure against original plan 

4.1.2 Reforecast timelines and budgets 

4.2 Manage Risks 

4.2.1 Monitor identified risks 

4.2.2 Develop mitigation strategies 

4.3 Ensure Quality 

4.3.1 Perform quality checks 

4.3.2 Confirm compliance with standards 

5. Closing Phase 

5.1 Finalize Deliverables 

5.1.1 Complete final testing 

5.1.2 Deliver to stakeholders for approval 

5.2 Project Review 

5.2.1 Gather feedback from the team 

5.2.2 Conduct post-project analysis 

5.3 Documentation 

5.3.1 Archive project reports 

5.3.2 Organize files for future reference  

6. Milestone: Project completed. 

7. Project Celebration! 


