
On the next page is an example of a gantt chart. The first column allows you to record the task that needs to be 
completed. You then shade the box in on that row which corresponds with when you plan to complete the task. You 
can assign responsibility for given tasks by recording who will deliver them in the owner column and record any 
additional notes which may be useful in the notes column. This allows you to see the whole project at a glance and see 
what should be happening when. You may wish to add additional columns, for example stakeholders, like the example.

Gantt Charts

A gantt chart is a project management tool which enables you to schedule you work over a period of time. It can be 
useful for breaking down big pieces of work into a series of tasks and planning when to complete one. 
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