Project Work Schedule Instructions


The Project Work Schedule captures the high-level activities that will take place during the project and assigns responsibility and deadlines for those activities.  The status of these activities will be reported in the Project Status Report.  

There are two versions of the Project Work Schedule, a Word template and an Excel template.  The Word template is recommended for only very small projects.  The Excel template is a good tool for any size project.  A project management tool such as Microsoft Project is also good to use to break out and define the work necessary to successfully complete a project.

The sections of the Project Work Schedule template and the information required in those sections are described below.
A.  General Information 

Project Title – Enter the proper name used to identify this project.

Date Prepared – Enter the date this form is created or updated.

Prepared By – Enter the name of the person making this request.

Version – Enter the version number or “final”.

B.  Project Schedule
List the significant milestones, tasks, activities, deliverables, and related information that are significant to this project.  These are the key elements of your project that must be completed on-time and on-budget for your project to be successful and therefore require monitoring by the project manager and stakeholders.  The status of these items should be reported in your Project Status Report and submitted to the project stakeholders on a regular basis.

Milestone – A scheduled event signifying the completion of a major deliverable or a set of related deliverables.  A milestone is achieved by the execution of one or more tasks.
Task – The actions necessary to achieve a project milestone.  The work involved to achieve a task is further broken out into activities.

Activity – Actions necessary to achieve a project task.  
Deliverables – Any measurable, tangible, verifiable outcome, result, or item that must be produced to complete a project milestone. 
Assigned To – Enter the individual or group that is responsible for ensuring that the item listed is completed and meets the expectations of the project manager. 
Required Hours – Enter the estimated number of hours to complete the milestone, task, or activity.  The required hours for a milestone equals the sum of the hours required for the tasks listed for that milestone.  The required hours for a task equals the sum of the hours required for the activities listed for that task.  
Due Date – Enter the date this item is to be completed to ensure that the project meets requirements.

Dependencies – List any other tasks, activities, deliverables, etc. that must be completed before this item can be completed.
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