Activity 3.3 Timetabling Techniques 

Purpose:  

Gantt charts can be very helpful time management devices. This activity is to assist you in gaining facility in using Gantt charts. 

Directions:  

Use the guidelines below to plan three different kinds of activities: getting ready for school or work, writing a paper, and arranging a field trip. 
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1.
Think about each activity you must do to get ready for school or work each day. List each activity along the left side of the chart above. Then draw a line horizontally from the beginning to ending time of each activity.


2.
Think about all the tasks that need to be done when you are writing a paper for a class. This time, make your own chart. Again, list the activities on the left. Then decide if your time demarcations should be days, weeks, or months and draw a line between the beginning and ending times for each activity. 


3.
Finally, think about all the things that would need to be done if you were planning a field trip for a class you were teaching. Make your own chart, list the activities, and mark the beginning and ending times for each activity. 

Analysis and Reflection:  

Do you notice any patterns in the way you plan? Are there ways you can facilitate your own planning? For example, are you able to plan efficiently in snatches of time on the subway, waiting in the doctor’s office, or waiting for the kettle to boil? Or do you need to set aside a quantity of time and arrange for peace and quiet in order to get your planning done? Write a paragraph on your planning style. 

