In my task, I am working on projects tools which are Quad and Gantt chart. Tools are key of success for any kind of project.
Quad chart was developed in the US government and military organisation. It is a formal technical document which is a letter sized page divided into four section. Where briefing on a project, invention, initiative, process, goals, cost and schedule along with a photo or illustration(www.research.unl.edu). 
A quad chart is a very simple and extremely effective tool. Quad chart helps overall idea before starting any project so here is our quad chart analysis.

	Title: Recruit 20 potential student 

	Purpose (Aims/Objective)

	Stakeholders or Audience

	
To recruit 20 potential students

To make awareness about the skills for the work place course

To motivate and the join this course
	
University of Wales Trinity Saint David 
 
University, university’s staffs, community, student’s family.

Lectures, students team members (Laba, Lubna, Anila and Marinela), new potential students




	Desired end result (critical success factors)
	Measures of success (standards/criteria)

	
To recruit 20 potential students 

Each member needs to recruit 5 potential students

All 20 potential students were attendance in interview



	
Meeting with lecture (Shehla)

Finished on time


Convey result and feedback   







Similarly, as the second tool, I am using Gannt chart.  “A Gantt chart also known as a bar chart or schedule, shows the activities of a project mapped against a timescale.” 
A Gantt chart is widely useful tool in project planning. This tool is very important and simple to use. In Gantt chart the first need to thing about project tasks, activities or events and who is working on which task, when will finish the task. So, all these kinds of detailed lists help for managing to make schedule workable. Finally, manager can use them to keep team motivate and informed them of project process. Therefore, this chart is a very easy and important chart to make a project success(www.mindtool.com). 
Here are some features of Gantt chart 
· The start and end dates of project
· What the project tasks
· Who is working on each task?
· When tasks start and finish
· How long each task will take
· Dependencies between tasks


In our project we also applied this chart. Accordingly, we noted our tasks and we divided that tasks among our team. Each team members have a different task and when start and when finished all we decided. So, this chart helps us to finish our project on time and easy to work out. So, we found this chart are useful for planning and scheduling our project. It’s helps us to motivate finish our work on time. On the other hand, it is also useful for monitoring a project’s progress. Besides that, it’s show immediately reaction how far we achieved or if the project is behind schedule, then manger can timely action to bring it back on track. So, we found this tool is very useful.
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