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Guidance:  Use this checklist to make sure your WBS covers your project’s scope and clearly defines its deliverables.

	 FORMCHECKBOX 

	Has the entire scope of the project been included?

	
	The main objective of the WBS is to unambiguously define the scope required to accomplish the project goal(s).  Make sure that tasks required to start up the project (“hold kick-off meeting,” for example) and those necessary for closing it (“capture lessons learned”) are included.

	 FORMCHECKBOX 

	Can a definite owner be identified for each task/deliverable?

	
	Each item on the WBS should be assignable to an individual so that it’s clear who is responsible for that item and can provide status reports and raise concerns about that item.

	 FORMCHECKBOX 

	Are the tasks or deliverables of a reasonable size to support precise estimates?

	
	Tasks that are too long and include much work can be difficult to estimate well.  Break the WBS tasks down to a level of detail low enough that estimates can be developed with the desired level of precision.

	 FORMCHECKBOX 

	Has the WBS been created to a level at which we plan to control the project?

	
	A WBS containing too few tasks or deliverables doesn’t allow us to control the project very well.  In contrast, if too many items are included on the WBS, we may not be able to track actuals to that level of detail, and thus the WBS will lose its value as a useable plan.

	 FORMCHECKBOX 

	If we’ve taken a task approach to creating a WBS, does each task accomplish an output?

	
	In this case, we also need to ask:  Could we agree upon what constitutes completion for that task?  Each task should accomplish some verifiable work that moves the project toward its goal.  When a task is complete, it should be clear that it has accomplished the desired deliverable.

	 FORMCHECKBOX 

	Does each task or deliverable have a name that’s self-explanatory and unique?

	
	Making a task’s name self-explanatory lets the stakeholders know what will be accomplished as a result of that task and clarifies what’s expected of its owner.  Giving each task or deliverable a unique name ensures that there won’t be any confusion about what similarly named tasks are supposed to accomplish.

	 FORMCHECKBOX 

	Are risk mitigation tasks included?

	
	The WBS shouldn’t be an all-success scenario.  Tasks to minimize the likelihood or impact of identified risks should be included.

	 FORMCHECKBOX 

	Is the end of the project clearly defined?

	
	It should be clear from the WBS at what point the project is complete.  This prevents the project from running on endlessly and gives the project team an endpoint to shoot for.

	 FORMCHECKBOX 

	Are project management tasks included?

	
	Managing a project can take a significant amount of effort, time, and resources and is vital to the success of the project.  Yet it can be easy to overlook, including such project management functions as evaluating the project, managing change, and assessing people’s performance in the WBS.  A complete WBS includes these activities as part of the project’s scope.


	 FORMCHECKBOX 

	Are lower-level tasks or deliverables truly subsets of their corresponding higher-level tasks or deliverables?

	
	The hierarchy of tasks or deliverables within the WBS determines how cost and work information is summarized.  It’s often only the lowest-level tasks of the WBS that get included in the project schedule.  As a result, it’s important that the numbering of the tasks or deliverables on the WBS reflects their hierarchical relationship.

	 FORMCHECKBOX 

	Are customer and third-party deliverables included?

	
	Many projects are paced by deliverables that are due from the client, contractors, or vendors.  Although the project manager may have limited control over getting these tasks done, they are part of the scope of the project and should be included in the WBS.

	 FORMCHECKBOX 

	Are milestones included, if appropriate?

	
	Milestones may be included in the WBS as a means of tracking high-level progress on the project once it’s underway.
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