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Gantt Chart Template · Expert version
A Gantt chart template shows tasks as bars on a timeline so you can see what happens when, how long it takes and where work overlaps. This one pairs a task list with
a 12-week grid you shade in.

How to use this template
1. List tasks in the order they happen.
2. Enter owners and start and end dates; the day count calculates automatically.
3. Shade the weeks each task runs: type ■ or use a fill colour.
4. Mark milestones with ◆.
5. Update bars as dates change and share the chart in status meetings.

Tips
• Keep to 15–30 rows for readability; summarise larger projects.
• Use colour for owners or phases.
• Show dependencies in a project schedule template.
• For live dependencies and auto-shifting bars, use Gantt chart software.

Dashboard (sample data)
Field Value Count

Owner Design 1

Owner Dev 1

Owner PM 2

Owner QA 1
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Gantt chart · Shade the weeks each task runs (■) and mark milestones (◆)

Task Owner Start End Days W1 W2 W3 W4 W5 W6 W7 W8 W9 W1
0

W1
1

W1
2

Planning PM 5 Jan 2026 16 Jan 2026 12 ■ ■

Design Design 12 Jan 2026 30 Jan 2026 19 ■ ■ ■

Build Dev 2 Feb 2026 6 Mar 2026 33 ■ ■ ■ ■ ■

Testing QA 23 Feb 2026 20 Mar 2026 26 ■ ■ ■ ■

Launch PM 23 Mar 2026 27 Mar 2026 5 ◆


