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[This template contains limited instructions for properly completing this document. The following table contains the template style conventions and should be deleted during development.]
	Style
	Convention

	Normal text
	Indicates placeholder text that can be used for any project.

	[Instructional text in brackets]
	Indicates text that is be replaced/edited/deleted by the user]

	Example text in italics
	Indicates text that might be replaced/edited/deleted by the user



Project Sample Library:
The CA-PMF has a Project Sample Library that contains real-world project artifacts from approved projects that you can reference to help you complete CA-PMF templates. Visit the CA-PMF website to access the Project Sample Library.
[bookmark: _Toc448929956][bookmark: _Toc448933968][bookmark: _Toc449441089]Introduction
[bookmark: _Toc448929957][bookmark: _Toc448933969][Enter a high-level introduction to the Work Breakdown Structure (WBS) here. It should be a brief but comprehensive description of the activities involved in developing the WBS.]
[bookmark: _Toc449441090]High-Level Workflows and Activities
[bookmark: _Toc448929958][bookmark: _Toc448933970][Describe the workflows and activities that apply to creating the WBS. Be sure to consider how to address all major products and deliverables, decompose large tasks, describe each task, identifying durations, and creating a WBS Dictionary.]
[bookmark: _Toc449441091]Tools and Environment
[bookmark: _Toc448929960][bookmark: _Toc448933972][The WBS can be created using a variety of tools, ranging from from a basic Excel spreadsheet, to a standalone version of Microsoft Project or Microsoft Project Professional, to a full Project and Portfolio Management (PPM) system such as Clarity or Project Server. Describe the tools that will be used to develop and maintain the WBS.]
[bookmark: _Toc449441092]Roles & Responsibilities
[Describe who is going to be responsible for performing the various activities described in the Work Breakdown Structure (WBS development processes.]
	Name
	Role
	Responsibilities

	
	
	

	
	
	

	
	
	



[bookmark: _Toc449441093]WBS Development Process
[Define the WBS development process clearly enough to identify the necessary steps, activities, and responsibilities for WBS development, updates, monitoring, and control for the entire project lifecycle. The Project Manager must ensure the plan facilitates project success and does not become an overwhelming task and impact on the project. This section establishes the WBS development approach the project team will use during the project.]
[bookmark: _Toc449441094]WBS Numbering
[Determine and describe the WBS numbering scheme used for the project schedule. In a WBS, every level item has a unique, assigned number so that work can be identified and tracked over time. A WBS may have varying numbers of decomposition levels, but there is a general scheme for how to number each level so that tasks are uniquely numbered and correctly summarized.]
	WBS Level
	WBS #
	Description
(Deliverable, task, activity, etc.)
	Example

	Level 1
	1
	
	

	Level 2
	1.1
	
	

	Level 3
	1.1.1
	
	

	Level 4
	1.1.1.1
	
	

	Level 5
	1.1.1.1.1
	
	



[bookmark: _Toc449441095]WBS Organization and Descriptions
[Describe the process to organizing the WBS and coming up with descriptions of tasks.]
[bookmark: _Toc449441096]Generate a WBS Dictionary
[As the WBS is finalized, a WBS Dictionary should be created to support the WBS. The WBS Dictionary defines each WBS element as well as the hierarchical relationship between WBS elements. Each WBS element should be represented in the dictionary and cross-referenced to dependent WBS elements as needed. There are many templates and examples for creating a WBS Dictionary. A table example is provided below, but may be adjusted as necessary to suit project needs.]
	WBS #
	Task
	Description of Task
	Work Products
	Owners

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



[bookmark: _Toc449441097]Work Breakdown Structure Tool
[The following is an example of a WBS tool. Use the tool to help define and record project deliverables, and organize and assign major tasks or task groups logically. Continuously decompose tasks until the WBS is clearly understood by the project team.]
	WBS
	Task Name 

	
	

	
	

	
	



