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Generic WBS Template — applicable across industries and project types


1. Purpose & Overview
The Work Breakdown Structure (WBS) decomposes the total scope of work into smaller, manageable components, organized hierarchically from deliverables down to work packages. It is the backbone that the Project Schedule, Cost Baseline, and RACI Matrix are all built from — every task, cost estimate, and role assignment should trace back to a WBS element. This document works together with the companion WBS Dictionary (a separate spreadsheet), which defines each WBS element in detail.
[Enter any project-specific framing for how the WBS was developed, e.g., via a decomposition workshop with the project team]
2. WBS Outline
The hierarchical breakdown of project scope, from Level 1 (phases/major deliverables) down to Level 3 (work packages — the lowest level at which cost and duration are estimated and assigned to a single owner).
1.0  [Phase / Major Deliverable 1]
1.1  [Deliverable 1.1]
1.1.1  [Work Package 1.1.1]
1.1.2  [Work Package 1.1.2]
1.2  [Deliverable 1.2]
1.2.1  [Work Package 1.2.1]
1.2.2  [Work Package 1.2.2]
2.0  [Phase / Major Deliverable 2]
2.1  [Deliverable 2.1]
2.1.1  [Work Package 2.1.1]
2.1.2  [Work Package 2.1.2]
2.2  [Deliverable 2.2]
2.2.1  [Work Package 2.2.1]
3.0  [Phase / Major Deliverable 3]
3.1  [Deliverable 3.1]
3.1.1  [Work Package 3.1.1]
3.1.2  [Work Package 3.1.2]
3. Numbering & Coding Convention
Explain the WBS coding scheme used, so that WBS IDs remain consistent across the Project Schedule, Cost Baseline, and WBS Dictionary.
	Level
	Example Code
	Represents

	1
	1.0, 2.0, 3.0
	Phase or major deliverable — the highest level of decomposition

	2
	1.1, 1.2
	Deliverable — a distinct output within a phase

	3
	1.1.1, 1.1.2
	Work package — the lowest level; the point at which duration, cost, and a single owner are assigned


[Note any project-specific coding conventions, e.g., prefixes for workstreams, or whether a 4th decomposition level is used for very large projects]
4. WBS Dictionary (Summary Reference)
The full WBS Dictionary is maintained in the companion spreadsheet, with one row per WBS element defining its description, deliverables, acceptance criteria, owner, estimates, and dependencies. A condensed excerpt is shown below for quick reference; always defer to the spreadsheet as the source of truth.
	WBS ID
	Element Name
	Description
	Owner

	1.1.1
	[Work Package Name]
	[Brief description of the work involved]
	[Owner]

	1.1.2
	[Work Package Name]
	[Brief description of the work involved]
	[Owner]

	2.1.1
	[Work Package Name]
	[Brief description of the work involved]
	[Owner]


5. Approval Signatures
	Name / Role
	Signature
	Date

	[Sponsor]
	
	

	[Project Manager]
	
	

	[Key Stakeholder]
	
	


6. Version / Revision History
The WBS is typically baselined early and controlled through formal change control thereafter — revisions should be rare and should trigger review of the Project Schedule, Cost Baseline, and RACI Matrix.
	Version
	Date
	Author
	Change Description

	1.0
	[Date]
	[Name]
	Initial draft





Appendix A: How to Fill Out This Template
This appendix is for reference only — it explains how to complete each section of this document. Remove before final distribution if not needed.
Before you start:
•  Build the WBS from deliverables, not activities — a common mistake is decomposing by verb ('design', 'test', 'deploy') rather than by noun ('Payment Module', 'User Interface'). Activities belong in the Project Schedule, not the WBS.
•  Use the '100% Rule': the WBS must capture 100% of the project's scope, and the sum of the work at any level must equal 100% of the work represented by its parent — no more, no less.
Section-by-section guidance:
	Section
	How to Fill It

	1. Purpose & Overview
	Keep to 2-3 sentences. Note whether the WBS was developed via a decomposition workshop, top-down by the PM, or adapted from a similar past project's template.

	2. WBS Outline
	Decompose to the level where a single owner can be assigned and duration/cost can be meaningfully estimated (typically Level 3, sometimes Level 4 for very large or complex projects). Stop decomposing once a work package is small enough to estimate with confidence — usually 8-80 hours of effort, per common practice (the '8/80 rule').

	3. Numbering & Coding Convention
	Keep the coding consistent with what will be used in the Project Schedule — the whole point of the WBS is that every downstream artifact (schedule, budget, RACI) references these same IDs.

	4. WBS Dictionary (Summary Reference)
	Only include a handful of illustrative rows here; the full dictionary belongs in the Excel companion.

	5. Approval Signatures
	The WBS is a scope baseline component — treat its approval with the same rigor as the Charter, since scope changes after this point should go through formal change control.



Common mistakes to avoid:
•  Decomposing by activity/verb instead of deliverable/noun — this conflates the WBS with the schedule and makes cost estimation at the WBS level much harder.
•  Decomposing unevenly — some branches to Level 5 detail while others stop at Level 2 — which makes cost and schedule estimates inconsistent across the project.
•  Treating the WBS as a one-time artifact rather than the shared backbone other documents (Schedule, Cost Baseline, RACI) should stay aligned to as the project evolves.
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