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	Project Scheduling Guidelines


	1. Guidelines


	This high-level guidance document is designed to help the project manager develop a well thought through and accurate project schedule. 

A good project schedule has detail sufficient for control by the project manager.  It should not require excessive effort to maintain, especially on small, short time frame projects.  A good schedule should incorporate the following:

· Structure the project

· determine activity categories 

· Look at whatever information you have about the project that you are planning. 

· Gather information from prior projects and from other project managers. 

· Identify or define the project goals, objectives, and scope.  

· Break down major activities into tasks and sub-tasks required to accomplish the activity. 

· Depending on the complexity of the task, these steps or subtasks can be further broken down. 

· The number of levels depends upon the size and complexity of the project. 

· The process of defining steps should continue until you are certain all major steps are included and accurate cost/hour estimates applied to the lowest level or activity. 

· The lowest task linked to a well-defined deliverable. 
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