
Objective: In this assignment, you will learn how to create a Gantt chart to plan the tasks of a

small project. This will help you keep track of tasks and deadlines within a project.

Context: Imagine that you and a group of students need to organize an event at your school. Think

of a small event, such as inviting a guest speaker or hosting a workshop. The event will take place

in 4 weeks. You are responsible for creating a project plan and tracking the progress. You will use

a Gantt chart to visualize the different tasks.

Step 1: Identify the Project Tasks

Think about which tasks are needed to organize the event. For example:

Finding a suitable guest speaker1.

Booking a venue2.

Promoting the event (flyers, social media)3.

Arranging necessary equipment (chairs, sound system, etc.)4.

Setting up and dismantling the venue5.

On the event day: making sure everything is ready and runs smoothly6.

Make a list of at least 6 tasks that are necessary to organize the event.

Step 2: Define the Timeline

You have a total of 4 weeks to complete the project. Estimate how many days or weeks you will

need for each task. Keep in mind that some tasks may overlap, and certain tasks depend on the

completion of others. For example, you can only book the venue after the date is confirmed.

Step 3: Create the Gantt Chart

Now that you have identified the tasks and timeline, you can start creating the Gantt chart. You

can do this in Microsoft Excel or Google Sheets (or use online tools like Smartsheet or a Gantt

chart generator).

In the rows (vertical), list the tasks you have identified.1.

In the columns (horizontal), list the days or weeks of the project (e.g., Week 1, Week 2, etc.).2.

For each task, shade the days or weeks when the task should be completed. Make sure to

indicate any dependencies (e.g., task 2 can only start after task 1 is completed).

3.

Step 4: Reflection

Once your Gantt chart is complete, answer the following questions:

Which task was the hardest to estimate in terms of time?1.

How did you determine the order of tasks? Were there any dependencies?2.

How does a Gantt chart help you keep an overview of the tasks?3.

What benefits do you think a Gantt chart provides during a larger project?4.
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