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1.5 About Calendars 
The ‘Project Calendar’ defines the overall working times for the entire plan.  It is the 
bedrock on which the plan is built and should be set up to match the anticipated 
working patterns from the start (it causes a lot of headaches if you do it later!) 
When you first start Project there are a small number of calendars already prepared to 
suit common situations (standard office hours, night shifts or 24 hour working).  These 
calendars are referred to as ‘Base Calendars’ and are used (as there name implies) 
as the basis for custom working calendars.  You can have as many calendars as you 
like but only one may be used as the working project calendar (i.e. the one that 
applies to the current project). 
In addition to the project calendar, each human resource you define will have its own 
individual ‘Resource Calendar’.  Again these are copied from an existing base 
calendar and reflect the working times for a specific human resource (physical 
resources are considered to be available 24/7). 
Changes to a resource calendar can affect the duration of activities (activities with 
human resources assigned will take longer if that resource is not available for work, 
for example).  By default resource calendars are simply a copy of the project calendar 
but they can be based on any other calendar, if needed (such as a calendar with 
specific shift patterns, for example). 
In this way you can setup a number of base calendars to reflect a wide range of 
working patterns and then assign one to the current project and others to specific 
resources. 
Finally, you can also assign ‘Activity Calendars’ to key activities.  As usual these are 
based on an existing calendar and are usually used when you want to allow work to 
be carried out outside the normal hours defined in the project calendar. 
The default base calendar is called ‘Standard’ and assumes the following… 

• The working week starts on Monday and goes through to Friday 

• There are two shifts - 08.00 to 2.00 (midday) and 13.00 to 17.00 

• The above shifts are worked every week day throughout the entire calendar 

• There are no Bank holidays or other statutory holidays 

 
All calendars in Project start on 1 January 1984 and run 

through to 31 December 2049. 
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