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	Work Breakdown Structure Purpose and Limitations

	The purpose of this worksheet is to:

· Identify the work to be done.

· Identify the tasks and timeframe for the project.

· Identify who will perform the work.

This worksheet does not address:

· The costs associated throughout the project.

· When the work will be completed.




Work Breakdown Structure

 SHAPE  \* MERGEFORMAT 



Work Breakdown 


Week1 - The first two steps will begin in parallel.  These will consist of choosing and notification of the sales group of the project.  Once that is complete collaterals, giveaways including clothing that should be ordered and prepration should begin on the presentations.  These tasks will begin during this stage and take approximately one-week worth of respective hours of the available project time.


Week 2 - The next two steps should also be in parallel.  They will consist of travel arrangements for those attending the show.  Additionally work should begin with the vendors and printers to prepare all of the necessary material on time and within budget.  This will take approximately one-week worth of prospective project time.


Week 3 – Terry is pulled away for other purposes therefore I as the project manager will be managing the project.  This is essential, as discussion/contact needs to be continued with the various vendors to guarantee all of the items to arrive by week five.  Therefore, Terry will assist with updating the display booth.


Week 4 – The display booth should be finalized this week.


Week 5 – Items arrive from vendors as they supply the purchased material, which was ordered from previous discussions during week two and three.  Terry will confirm that the quality of the material that was ordered is sufficient and prepare items to be shipped.  Pat however will prepare all the products and samples that will be utilized.


Week 6 - Pat is on vacation. Terry is doing other job duties. 


Week 7 - Pat is on vacation. Terry is doing other job duties. 


Week 8 - I, Pat and Terry organize all material have any everything shipped to the show’s location, as all members are available to assist with the project.


Week 9 – Pat and I train the sales force.


Week 10 – Pat and I continue to train the sales force.


Incidentally, one will notice there is a lot of slack time within this project.  This in turn is a project manager’s secret weapon.  This will provide myself as the project manager the opportunity to bring the project together if something unexpected occurs or things do not happen on time or according to the projected schedule.  As one should not manager a project by outside suppliers to complete a task on time and within the appropriate quality but rather within the project itself.  Thus, slack time assists in the unexpected delays of suppliers or other various sources.  Yet, there is still the need for a personal interest in this project, which will include on site visits to the suppliers to make sure everything is arriving on time and according to specifications.  After all, these are the essential tasks or skills of a good project manager and one that leads to a successful project.  
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