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[bookmark: _2qtii51gqy82]Activity 2: Planning charts
Gantt chart
A Gantt chart is a tool used in project planning to break down problems into smaller, manageable tasks and to prioritise them. It is important as it helps provide a roadmap for the complete project.
Label these key features on the chart:
· list of tasks
· task bars indicating task duration
· project timeline
· staff assigned to task
· hours assigned to task
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Resource and cost plan
A resource and cost plan is used to help calculate the costs and manage the budget for a project.
Label these key features on the plan:
· list of staff working on the project 
· hours worked and rate of pay 
· total cost for each staff member 
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Staff Costs

Staff Hours worked |Rate of pay Cost for project

Jessica Brown 156 £75.00 £11,700.00
Kevin Guyen 160 £35.00 £5,600.00
Alex Johnson 332 £60.00 £19,920.00
Sarah Lee 112 £50.00 £5,600.00
Chris Wilson 160 £40.00 £6,400.00
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