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Work Breakdown Structure 
Use this tool to identify tasks which must be completed to achieve an objective. 

Systematically breakdown objective into specific tasks – see format example below.

1. Define your goal.

2. Identify the main means by which your goal can be met.

3. List key actions needed to achieve the goal.

4. List all tasks needed to complete the actions.

5. For complex tasks list sub-tasks also.

6. When you have all tasks and subtasks document them all on gantt chart, flowchart or list, showing dates to be done by and critical dependencies.

7. Identify how you will monitor and measure progress. Include contingency and risk planning.


[image: image3.png][Pt | [Saress | [oscarete | | Cart | [FlsopC | [Furnfes.

Eole s





[image: image4.png]



[image: image1]_1198050549.bin

