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Introduction to Planning Tools
Mastering Planning Tools for Effective Project Management

DEFINITION

Planning tools are software or methodologies that help organize and manage project tasks. They facilitate scheduling,
resource allocation, and progress tracking.

KEY CONCEPTS

Gantt Charts

Visual timelines that show project tasks, durations, and
dependencies, making it easy to track progress.

Kanban Boards

A visual workflow management tool that uses cards and columns to
represent tasks and their statuses.

Critical Path Method

A project management technique that identifies the longest
sequence of dependent tasks to determine project duration.

Resource Allocation

The process of assigning available resources in an efficient manner
to complete project tasks.

Work Breakdown Structure

A hierarchical decomposition of a project into smaller,
manageable components or tasks.

EXAMPLES

→ Using a Gantt chart to schedule a
software development project.
→ Implementing a Kanban board to
manage daily tasks in a marketing team.
→ Applying the Critical Path Method to
identify project bottlenecks.

MEMORY TIPS

★ Remember 'Gantt' as 'Goes And
Navigates Timelines' for Gantt charts.
★ Think of 'Kanban' as 'Can Ban Tasks' to
visualize workflow.
★ Use 'Critical Path' as 'Crucial Path' to
recall its importance in project duration.

COMMON MISTAKES

✗ Neglecting to update planning tools
regularly.
✗ Overloading tasks in a single phase
without considering dependencies.
✗ Failing to involve team members in the
planning process.

QUICK RECAP

Planning tools are essential for organizing and managing projects effectively. Familiarize yourself with Gantt charts, Kanban
boards, and resource allocation to enhance your project management skills.
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