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Project Planning: Gantt Charts

Learn to Create a Gantt Chart

When you have a lot of work ahead of you, it can be easy to get overwhelmed. A smart
thing to do before starting is to break a project up into smaller tasks. Plan out ahead of
time when each smaller task will need to be completed to meet your deadlines.

There are many different ways to schedule these different tasks and make a timeline of
when things will get done. One way is by creating a Gantt chart. The Gantt chart was
invented by Henry L. Gantt in 1917 to help plan and schedule projects. It maps out the
time you have to complete the entire project, and when you will be working on the
individual tasks. The shaded areas represent which week this team plans to work on
each task.

Time
Week 1 | Week 2 Week 3 Week 4
Task 1
Task 2
Task 3
Task 4

This chart will help you plan out when different parts of your project will be done.
However, some tasks have deadlines by which they must be completed so that other
tasks can start. When making a Gantt chart for your project, make sure you are not
planning to work on a task past its due date.

Gantt charts can also be divided into different columns depending on the time period
necessary. They can be broken up into different periods of time such as months, days,
parts of days, hours, or even minutes. You may want to break down your tasks for each
week as well as your overall tasks.

Week 1
Monday | Tuesday |Wednesday| Thursday Friday
Task 1
Task 2
Task 3
Task 4

Use the blank templates on the next two pages to produce your own Gantt charts.
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Project Planning: Gantt Charts
Blank Gantt Chart

The following Gantt Chart is laid out by week, over the course of the entire project. Fill in
the tasks that you need to accomplish, and when you will be working on them.

Week 1 | Week 2 | Week 3 | Week 4

Teacher Signature Date
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Project Planning: Gantt Charts
Blank Weekly Gantt Chart

The following Gantt Chart is laid out by day, over the course of a week. Fill in number of
the week, the tasks that you need to accomplish, and when you will be working on
them.

Week #
Monday | Tuesday |Wednesday| Thursday Friday

Teacher Signature Date
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