Work Breakdown Structure
For the

XYZ Project
(see Usage notes below)
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Usage notes:

· All text on this page is modifiable – including the deletion of these notes.
· Click anywhere in the chart area to activate the Organizational Chart toolbar.
· The Organization Chart diagram was chosen for the Work Breakdown Structure template because the format of the two documents is very similar.

· To add items at the same level, select an existing item, pull down the Insert Shape menu and click ‘Coworker’.
· To add items at the next level down in the structure, select an existing item, pull down the Insert Shape menu and click ‘Subordinate’.

· To change the attributes of the box, select the box and use the normal editing tools, e.g., font name and size, background color, line color, text color, etc. (NOTE: If the ‘Use AutoFormat’ item is checked, editing may not be possible. Recommend this item be unchecked.)

· To make a WBS that spans several pages, then click in the Chart area above, select the entire Chart by clicking on the border, click Edit/Copy, position the cursor at the bottom of the existing page, insert a new page, then click Edit/Paste.
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