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A work breakdown structure (WBS) is a document that shows the work involved in completing your project.

Keep it simple:

· A one-page diagram can convey as much information as a 10-page document.

· As a general rule, each box on your diagram is worth about 80 hours (three weeks) of work.

· About 3-4 levels is plenty of detail for a single WBS diagram. If you need to provide more detail, make another diagram.

When: Draw a work breakdown structure early in the project. It will help you:

· clearly explain the project to your sponsor and stakeholders;

· develop more detailed project plans (schedules, Gantt charts etc) in an organised, structured way.

The work breakdown structure is part of the project plan. It should be signed off by the sponsor and critical stakeholders before the project begins.

Revise the work breakdown structure whenever design concepts or other key requirements change during the project.

How (a serving suggestion)

1. Identify the required outcome of the project, the overall objective you want to achieve. Write it on a Post-It Note and stick it high on a handy wall.

2. Brainstorm with your project team and sponsor:

· Identify all the processes, systems and other things you will need to do in the project.

· Write each component on a separate Post-It Note.

· Stick the components on the wall, arranged randomly under the first Post-It Note.

· Every process should have an outcome (otherwise, why follow the process?). Identify which Post-Its represent processes and break them down into their outcomes: products, services, documents or other things you can deliver. Then discard the process Post-Its.

3. Have a break.

4. Over the next few hours (or days, for a large or complex project), return to the wall and move the Post-It Notes around so that they are grouped in a way that makes sense.

· Every team member should have a chance to do this, either in a group or individually.

· Everyone has an equal say about what groupings make sense.

· If an item seems to belong in two or more groups, make enough copies of the Post-It Note to cover all the relevant groups.

5. When the team has finished its sorting process, reconvene the group and agree on titles (labels) for each group of Post-Its.

6. Draw your WBS diagram.
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