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	Template 1 of 5
Work Breakdown Structure
From vision to tasks — decompose your project into deliverable packages



	Project Information



	Project Name
	Project Manager
	Date
	Version

	
	
	
	



	Project Sponsor
	Department / Business Unit

	
	



	Project Objective (1–2 sentences)

	



	WBS Structure



	WBS ID
	Phase
	Deliverable / Work Package
	Owner
	Start Date
	Duration
	Status

	1.0
	INITIATION
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	2.0
	PLANNING
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	3.0
	EXECUTION
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	4.0
	MONITORING
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	5.0
	CLOSURE
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



	Status Key



	🔵 Not Started
	🟡 In Progress
	🟢 Complete
	🔴 Blocked
	⚪ On Hold
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Project Status Report
One page. Every stakeholder aligned. Every Thursday, delivered with confidence.



	Report Information



	Project Name
	Reporting Period
	Report Date
	Report Author

	
	
	
	



	Overall Project Health



	OVERALL STATUS
	SCHEDULE
	BUDGET

	🔴  🟡  🟢
(circle one)
	🔴  🟡  🟢
(circle one)
	🔴  🟡  🟢
(circle one)



	Executive Summary



	What we accomplished this period
	What we plan to do next period
	Key decisions / approvals needed

	
	
	

	
	
	

	
	
	



	Milestone Tracker



	Milestone
	Planned Date
	Actual Date
	Status
	Notes

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Top Issues This Period
	Top Risks on the Horizon

	
	

	
	

	
	

	
	

	
	



	Budget Summary



	Total Budget
	Spent to Date
	Remaining
	Forecast at Completion

	
	
	
	



	Sign-off



	Project Manager
	Sponsor / Approver
	Date Approved
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Risk Register
Identify. Assess. Act before surprises become crises.



	Project Information



	Project Name
	Project Manager
	Date
	Last Updated

	
	
	
	



	Risk Assessment Matrix



	Likelihood
	Impact
	Risk Score = L × I

	1 = Rare  2 = Unlikely  3 = Possible  4 = Likely  5 = Almost Certain
	1 = Negligible  2 = Minor  3 = Moderate  4 = Major  5 = Critical
	1–4: LOW (green)   5–9: MEDIUM (amber)
10–16: HIGH (orange)   17–25: CRITICAL (red)



	Risk Log



	ID
	Risk Description
	Category
	L (1-5)
	I (1-5)
	Score
	Owner
	Mitigation Action
	Status

	R-01
	
	
	
	
	
	
	
	

	R-02
	
	
	
	
	
	
	
	

	R-03
	
	
	
	
	
	
	
	

	R-04
	
	
	
	
	
	
	
	

	R-05
	
	
	
	
	
	
	
	

	R-06
	
	
	
	
	
	
	
	

	R-07
	
	
	
	
	
	
	
	

	R-08
	
	
	
	
	
	
	
	

	R-09
	
	
	
	
	
	
	
	

	R-010
	
	
	
	
	
	
	
	



	Risk Categories



	Technical
	Financial
	Schedule
	Resource
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	Template 4 of 5
Stakeholder Map
Know who matters, what they need, and how to keep them on side.



	Project Information



	Project Name
	Project Manager
	Date
	Last Reviewed

	
	
	
	



	Power–Interest Classification



	HIGH POWER / HIGH INTEREST
	HIGH POWER / LOW INTEREST
	LOW POWER / HIGH INTEREST
	LOW POWER / LOW INTEREST

	Manage Closely
	Keep Satisfied
	Keep Informed
	Monitor Only



	Stakeholder Register



	ID
	Name / Group
	Role
	Power (H/M/L)
	Interest (H/M/L)
	Influence (H/M/L)
	Attitude
	Engagement Strategy
	Comm. Channel

	S-01
	
	
	
	
	
	
	
	

	S-02
	
	
	
	
	
	
	
	

	S-03
	
	
	
	
	
	
	
	

	S-04
	
	
	
	
	
	
	
	

	S-05
	
	
	
	
	
	
	
	

	S-06
	
	
	
	
	
	
	
	

	S-07
	
	
	
	
	
	
	
	

	S-08
	
	
	
	
	
	
	
	

	S-09
	
	
	
	
	
	
	
	

	S-10
	
	
	
	
	
	
	
	

	S-11
	
	
	
	
	
	
	
	

	S-12
	
	
	
	
	
	
	
	



	Attitude Key



	Champion — actively supports
	Supporter — generally positive
	Neutral — uncommitted
	Critic — has concerns
	Blocker — actively opposes
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Project Charter
The single document that gives your project authority to exist.



	1. Project Identity



	Project Name
	Project Code
	Date Initiated

	
	
	

	Project Manager
	Project Sponsor
	Department / BU

	
	
	



	2. Business Case & Strategic Alignment



	Why are we doing this project? (Problem / Opportunity)

	

	

	How does this align to the company's strategic objectives?

	

	



	3. Project Objectives (SMART)



	#
	Objective — specific, measurable, achievable, relevant, time-bound

	1
	

	2
	

	3
	

	4
	



	4. Scope Definition



	IN SCOPE
	OUT OF SCOPE

	
	

	
	

	
	

	
	

	
	



	5. Key Deliverables



	#
	Deliverable
	Owner
	Due Date
	Acceptance Criteria

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	

	5
	
	
	
	



	6. High-Level Timeline



	Milestone
	Planned Start
	Planned End
	Status
	Dependencies

	Initiation
	
	
	
	

	Planning
	
	
	
	

	Design
	
	
	
	

	Build / Execute
	
	
	
	

	Test & Review
	
	
	
	

	Go-live / Close
	
	
	
	



	7. Budget Summary



	Budget Category
	Estimated (Rs)
	Approved (Rs)
	Spent (Rs)
	Remaining (Rs)

	Internal Resource Cost
	
	
	
	

	External / Vendor Cost
	
	
	
	

	Technology / Tools
	
	
	
	

	Training
	
	
	
	

	Contingency (10%)
	
	
	
	

	TOTAL
	
	
	
	



	Assumptions
	Constraints
	Dependencies

	
	
	

	
	
	

	
	
	

	
	
	



	9. Charter Approval



	Name
	Role
	Signature
	Date

	
	Project Manager
	
	

	
	Project Sponsor
	
	

	
	Finance Approver
	
	

	
	Department Head
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