Project Schedule Instructions


The project schedule is based upon information in the WBS, OBS, Activity Definition and Sequencing Worksheet, and Resource Plan.  The schedule should address at least three levels of WBS Elements.  The schedule may be prepared using an automated scheduling tool like Microsoft Project.  If an automated tool is used, format the data entry table to include all of the data elements identified in the table section of Project Schedule Template.

General Information - Basic information that identifies the project.

Project Title – The proper name used to identify this project.

Project Working Title – The working name or acronym used to identify the project.  If an acronym is used, define the specific meaning of each letter.

Proponent Secretary – The Secretary to whom the proponent agency is assigned or the Secretary that is sponsoring a particular enterprise project.

Proponent Agency – The agency that will be responsible for the management of the project.

Prepared by – The person(s) preparing this document.

Date/Control Number – The date the plan is finalized and the change or configuration item control number assigned.
Complete the columns in the table as described below.
Element Number – Insert the assigned Work Breakdown Structure Element Number (for example: 1.1.1) for the activity, task, or subtask listed on the Activity Definition and Sequencing Worksheet.

WBS Elements, Activity, Task, or Sub-Task Names – Insert the activities, tasks, and sub-tasks from the Activity Definition and Sequencing Worksheet for the corresponding Element Number inserted in the first column.  Indent Subordinate elements in the WBS element column.  For example indent all tasks for an Activity and then indent the Sub-Task(s) for the Task.

Estimated Duration – Insert the estimated length of time required to perform the WBS element from the Activity Definition and Sequencing Worksheet for the corresponding Element Number inserted in the first column.  Duration is defined as the number of work periods (not including holidays or non-working periods) required to complete an activity or other project element.  

Start Date - Point in time when an activity can start, based on sequence, resource availability, and any other specific schedule constraints.

Finish Date - Point in time when the uncompleted portions of an activity can finish based on the network logic, resource availability, and any other schedule constraints.

Resources Required - Identify what physical resources are needed to accomplish this WBS element.  This column refers to personnel, facilities, equipment, and software (see Resource Plan).

Task Predecessor Element Number – Insert the Task Predecessor Element Number from the Activity Definition and Sequencing Worksheet for the corresponding Element Number inserted in the first column.

