
Building Your 
First Work Plan
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A Work Plan

List of itemized tasks

List of individual responsibilities

Includes a time element

Includes a deliverables/outcome element
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Step One:

List every major objective

Add the individual steps that must be completed

Your first time, everything you do is a task

then
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Step Two:

For every task ... List who is responsible:
List by team

List by person
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Step Three:

For every task ... List the deliverable:
How do you know a task is completed?

Where does completed work go?
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Step Four:

For every task ... List the amount of time 
required from start to finish
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Time Measurements

per week
by hours
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Time ??

What if I don’t know how 
long something should take?

How many dependents does it have?

How complex is it?

Is it something that has been done before
somewhere else?
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Ways to Improve Your Work Plan

Color code types of work

Create modules

Identify dependancies
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Common Errors in Work Plans

Too broad

Too specific (changes constantly)
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Workplan
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https://docs.google.com/spreadsheet/ccc?key=0AqnnxIsxN0gmdEVBVmtKeFd0UFF6azBWa3JHb0lrYUE&usp=sharing
https://docs.google.com/spreadsheet/ccc?key=0AqnnxIsxN0gmdEVBVmtKeFd0UFF6azBWa3JHb0lrYUE&usp=sharing

