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P#��è Ó±Ø#�&Õ�×7ëVë�Ú¼���m_C�&î<û�íÛ< )î¬jþ�&��Ú�í�Õ�Ø#Û
K.iªQ.P.N�[�if_�t=ZTSTS�YWN�N�i�ifM�N�Z\^�_`Q�u�N�^ªk�Z\_9r�^_)r�[+]}_�L�M�N�P�Q.S§N=]<g.^N�N�PWr�[+�O��iMON�Y+_HN�STkON�_7]O[�P+ifM�N�_HQ�u�N�^k.Z\_�r�^á~
T�]<L�Ma_HQOL�M¾YWN�N�iZ\[Og+t=ZTSTS#M.]�kON0]�iCSTN�]<_�i=iMONs��rOSTS§r<t=Z\[�ga]<gON�[�PR]�h

Ä ÞCN�k.Z§N�t ifM�N0]<L�iZTr�[�STZ\_�iC�f^r.Y S\]<_�i=YWN�N�iZ�[�g&~
Ä ÞCN�L�r�^PWt1M.ZTLÀMW_�i�Q.P.N�[Oi_�]�i�iN�[�P�N�P%iMON=YWN�N�iZ�[�g�]<_7tCN�S§S&]�_�]O[O�%]�u�rOSTrOgOZTN�_��·r�^�[.r�[��f]�i�iN�[�PR]�[.L�NOå
Ä ã=Z¥_�L�Q._�_=iMON�u�^rOg�^ªN�_�_Cr<�#iMON�u�^r�v9N�L�i�~7y=M.Z\_Ct=ZTSTS)Z\[.L�S\Q.P�NOh

8 � gON�[ON�^9]<S�P�Z\_�L�Q._�_HZTr�[ar��#ifM�N�L�Q�^�^N�[�i�_�i�]�iN=r<�#iMON�u�^r�v9N�L�i�å
8 Þ«N�k�ZTN�t=Z\[�g¾]O[��aLÀM.]O[�gON�_Cir+ifM�N�_�L�rOu�N1]�_1]<g�^N�N�Pat=ZTifM°iMON�L�STZTN�[�i�å
8 Þ«N�k�ZTN�t=Z\[�gº]O[��¶L�M.]O[Og�N�_+ir¶iMON°_�STr<t ]O[�P¦�f]<_�i8Y¹r*k.Z\[Og±P�N�_`ZTg�[¤P�r.L�Q.Y%N�[�i_¸ß!_HN�NAK.N�LH�iZTr�[._=��~â¢�~â¢=ä ��~â¢O~Ã>Oà�å
8 Þ«N�k�ZTN�t=Z\[�gaifM�N1S\]�iN�_�iCL�rOu��ar<�#iMON%u�^r�g�^N�_9_�_`Q.YaY+]O^�+P�r.L�Q�YWN�[�if_%ß!_HN�N�K.N�L�ifZTr�[°��~â¢�à�~

Ä ã=N�L�ZTP�Z\[�g¸]+iZ\YWN=��r�^�ifM�N%[ON��.i=Y%N�N�iZ\[�g&å
Ä m�^N�u�]�^N8]O[¦]<L�iZ§r.[FSTZ\_9i8r��«i�]<_HeO_}ifM.]�i�_`MOr.Q.S§P¤��N¾]�i�iN�Yau.iN�PA��r�^}ifM�N¾[�N���i%YWN�N�iZ\[Og&~Ay=M�N�_HN
i�]<_`e�_�t=ZTSTS#��N�]<_�_HZTg�[�N�PAir+k�]�^�ZTr�Q._Cu�N�rOu.STNO~

½ ò ©_©_¨�©M©�¾�¨}¦�§
K.iªQ.P.N�[�if_st=ZTS§S�tCr�^e+Z\[Ag�^ªr�Q�u._Cr<�#j&k�N%r�^5_HZ§��~C�o_�i�Q.P�N�[�iCt=ZTS§S7^N�L�N�Z§k�N8�O{+Y+]O^eO_%ß!r�� ¢�{�{Oà��f^r�Y ]�[
]<_�_HN�_�_`YWN�[�i�r<�7ifM�N}g�^r�Q�u�ÁÂ_5tCr�^e¸ß·_`N�N��)ZTg�Q�^ªN%cOà�~
y=M�Na^N�Y+]<Z\[.Z�[�g¶c�{AY8]�^fe�_}t=ZTS§SC��N¾]�_�_`N�_�_HN�P®�f^r.YÎitCr¾Z\[�iN�^k�ZTN�t=_%��]�_`N�P¶r.[®ifM�N+_�i`^�Q�L�i�Q�^N%r<�

�)ZTg�Q�^N%x�~#��l`m Í�ý nßüu�]<_�_`à5Y8]�^fe¹t=ZTS§S���N%]<t=]O^P.N�P�Z©��h
Ä K.i�Q.P�N�[�i_�_H]�iZ\_ª�·�+]<STS)ifM�N0M�Q�^P�STN8^N�»�Q.Z\^N�YWN�[Oi_0ß·_`N�N�K.N�L�iZ§r.[¾c�~m¢�à`¿ÁÀ #Â�!���
Ä K.i�Q.P�N�[�i_«M.]�kON1]O[°r<kON�^9]<STS�Y+]O^eWr<��x�{%r.^�Y¹r�^NO|'¿ÁÀ #Â���!�
Ä K.i�Q.P�N�[�i_0M.]�kON%N�]O^H[�N�P¶]�i}STN�]<_�i%xO{MÃ¼r<��iMONau�r�_�_`Z\�.STNEl`u�^9ZTkO]�iN�naY+]O^eO_�å&Z�~ÂNO~+]�i1STN�]<_�i0¢�xO�OcO{
¿;À #Â�����
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Ä K.i�Q.P�N�[�i_«M.]�kON=N�]O^H[�N�PA]�iCSTN�]<_�isp�{MÃ r<�#iMON�u�rO_9_`Z\�.STNFl�g.^r�Q�u.n%Y+]O^eO_�åOZ�~ÂNO~�]�iCSTN�]<_�i1>OX��O�O{�~
y=MON�u�^9Z§kO]�iN1]O[�P¾g.^r�Q�u°Y8]�^fe�_�]�^N1_HMOr<t1[�Z\[A�)ZTg�Q�^N%c�~
ý ifM�N�^t=Z¥_`NO|.]FlHæ1æsnFß¥�f]<ZTS\à�Y+]O^eWt=ZTSTS#��N%]�t«]�^P�N�P)~
ý [A^N�»�Q.N�_�i�|�^NH��N�^N�[.L�N�_5��r�^Cu�rOiN�[�iZ�]�S�N�Yau.STr*��N�^_�L�]O[A]�S§_9r¹��N�gON�[�N�^�]�ifN�P+�f^r�YÿifM�N�_HN0Y+]O^e�_�~

R7��� Ä¾ê��^:aîO  Ø#îO�)ÛOÛ$jÎ )Õ5í�Ú< )î�í�Õ�Ø,jÎë�î*Ô
m�^r�v9N�L�i+_`Q�u�N�^k.Z\_�r.^_8]<t=]O^ªPEifM�NFu�^rOg�^ªN�_�_+Y+r�[.ZTir�^�Z\[�gEY8]�^fe¦��]<_`N�Pzr�[zM�r*tþtCN�STSC_�i�Q.P�N�[�i_¹M.]�kON
Y8]�Z�[�i�]<Z\[ON�P¾iMON�u�^r�v9N�L�i�f^N�S\]�iN�PaP�r.L�Q�YWN�[�i_�~#y=M�N�_HN�u�^r�v�N�L�iCP�r.L�Q�YWN�[�i_«]�^N1P�ZTk.ZTP�N�PFZ\[Oir&h
Ä y=M�N®Ë�É°ohÅ7ÆÅ;ohÇ�r�qhpÈyMo�ÇáÆ�ÅaÊDq�s!ËAß!_`N�NFK.N�L�iZTr�[Ù��~â¢O~â¢�à}t1M.ZTLÀM t=ZTS§S�u�^r���]<�.ST�Er�[.ST�z[ON�N�P¢irº��N
t1^9Z§i�iN�[+r�[.L�NOå
Ä y=M�NbÉ�f�Ëts�ÆfÅ;ohÇ&r!qhp5yMo�Ç�Æ.Å¹Ê�q�s!Ë½ß·_`N�NaK.N�L�iZTr�[F��~m¢O~©>Oà5t1M.ZTL�MFtsZ§STSCu�^r���]<�.ST�¸[�N�N�P®irF��Na^N�k.Z\_HN�P
^N�g�Q.S\]O^ST��å
Ä y=M�Nbl]n"oxp'n�ÊHË�ËsË`Æ�Å+Å;fhn�gÊyMo�Ç�Æ.Å¹Ê�q�s!Ë1ß!_`N�N�K.N�L�iZTr�[A��~â¢O~ÃcOà�t1M.ZTLÀM�t=ZTSTS¬��N0^ªN�k�Z\_HN�P���r�^i`[.ZTg�M�i�ST�O~
Ä y=M�N%É\ÊQp�f�É�yMo�ÇáÆ�ÅaÊDq�s!Ë1ß!_HN�N%K.N�L�iZTr�[¾��~â¢O~Âp�àá~
Ä y=M�N`Ë`q�f�É	yMo�ÇáÆ�ÅaÊDq�s!Ë1ß!_HN�N%K.N�L�iZTr�[¾��~â¢O~©xOàá~
Ä �0[�PA]O[O��rOifM�N�^5P�r�L�Q.YWN�[Oi�]�iZ§r.[8]�_«[�N�gOrOiZ\]�iN�Pat=ZTiM¾���¾iMON�Q._HN�^�~

Ì�������� Í]Î�(�Ï[Ð"Ñ,(�Ò���)¶ÓÔ#$(¶Õh�¶Ö5��)� K�
µ¨M�N�[�h ð N�^ª_`ZTr�[ ¢sZ\_�P�Q.N1���+t�N�N�eWx�|�K.N�YWN�_�iN�^�¢
çCrOu.Z§N�_Cifr4h K�Q�u�N�^k.Z\_�r�^�|�L�STZ§N�[�i
ÞCN�k�Z¥_`N�P)h �}_�^N�»RQ.Z\^N�P)~ £ i1Z\_�]O[�iZ§L�Z\u�]�iN�P°ifM.]�i=ifM�N

_9S§r<tC�fY¹r*k�N�^_+t=ZTS§S%[.r�i¸��NÌ^ªN�k�Z\_HN�PÙkON�^�
r��·iN�[�~

y=M�N1_9S§r<tC�fY¹r*k.Z\[OgWP�r�L�Q.YWN�[Oi_CL�r�Yau�^9Z\_HNOh
Ä � _`M�r�^iCP�N�_�L�^9Z�u.iZTr�[°r<��iMON�× �	�D��)¶���&�;Õh%��D� ��r�^CiMONW_��._�iN�YA~�ysMON%��Q._HZ\[ON�_�_1L�]�_`NWZ\_1STZ\e<N+ifM�N
N���N�L�Q�iZTkON1r<kON�^ªk�ZTN�t¢r��¬iMON}_��._�iN�Yo��r�^5ifM�N0��r�]O^P°r<�7P�Z�^ªN�L�ifr.^_�~
Ä K.i�]�iN�YWN�[<i�r<�}ifN�L�M�[.ZTL�]<S�^ªN�»RQ.Z\^N�YWN�[�if_Wr<�1iMONAu�^r�v9N�L�i�å�NO~ g&~ºM.]O^P�t=]O^NO|�_9r<�·it=]O^NO|)YWN�Y+r.^�
^N�»�Q.Z�^ªN�Y%N�[�i_�~
£ isZ\_=]O[OiZTL�Z\u�]�ifN�PaifM.]�iCifM�N1_�STr<tC�fY+r<k.Z\[OgWP�r�L�Q.YWN�[Oi_Ct=ZTSTS#��N�STN�_9_=ifM.]O[�iftCr+u�]<gON�_CSTr�[�g&~

Ì�������
 Ø¶%��� DÐ"ÑÙ(�Ò��!)¶Ó�#$(ÚÕ·�¶Ö5��)] D�
µ¨M�N�[�h ð N�^ª_`ZTr�[ ¢ Z\_ P�Q.N �O� tCN�N�e ¢P¢O|

K.N�YWN�_�iN�^�¢O~7q=r<tCN�kON�^�|<u�^N�STZ\Y+Z\[�]O^ª�8k�N�^��
_HZTr�[._)_`M�r�Q.STP8��N�P.N�kON�STrOu�N�P½�f^r�YÙtCN�N�e=p4~

çCrOu.Z§N�_Cifr4h K�Q�u�N�^k.Z\_�r�^5]O[OP°L�STZTN�[Oi
ÞCN�k�Z¥_`N�P)h �}_�^N�»RQ.Z\^N�P)~ £ i1Z\_�]O[�iZ§L�Z\u�]�iN�P°ifM.]�i=ifM�N

�f]�_�i�fY+r<kON�^�_7t=ZTSTS#��N%^ªN�k�Z\_HN�P°r<��iN�[�~
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by each group member)

(show total work down in hours

into each task)

(shows how much time has gone 

(map tasks to who works on them and for how long) 

Time sheets

Time graphs Task breakdown structure

Tracking what?
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�)ZTg�Q�^N�p4h¬qsr<t¢irai`^9]<LÀe+]+u�^r�v9N�L�i

y=M�N=�f]�_�i�fY+r<k.Z�[�g�P�r.L�Q�YWN�[�if_CL�r�Y�u�^�Z\_HNOh

Ä ÍÚÕ·�����')Èî������!Ó�)�� |�Z©��]Ou.u.STZ§L�]<�.STNO~
Ä #$���D��Ó�)ïî¶(¶Õh�¶Öð�')� D� Z\[°_�r�YWN�]<g�^N�N�P¸[.r�iª]�iZTr�[�~
Äòñ (�%�)���Î����� h�]<STS)Y+]�ifN�^9Z\]<ST_�r�[�STr�]O[��f^r.Y ifM�N�Q._`N�^�~

Ì������� ����(�Ó������&�$Í��¶ÖÔÖð%���óÔ#$(¶Õh�¶Öð�')� D�
µ¨M�N�[�h ð N�^ª_`ZTr�[,¢O|.µ®N�N�e°p&|�K.N�Y%N�_�iN�^�¢
çCrOu.Z§N�_Cifr4h K�Q��*v9N�L�i=L�r<��r.^P�Z\[�]�ir�^7]O[�PA_`Q�u�N�^ªk�Z\_9r�^�~
ÞCN�k�Z¥_`N�P)h T�kON�^�+��r�^iH[.Z§g.MOi�~

y=M�N0u�^ªrOg�^N�_�_�_`Q.YaY+]O^�+P�r.L�Q�YWN�[�i_�L�r.Yau�^�Z¥_`NOh
Äòô ����õ�Î����� ß!_HN�N%K.N�L�iZ§r.[¾��~m¢�à�~
Äòö %���õ × ����%�õ�î¶(�Ï[)@�� D���7Õh t�7��� ß!_HN�N¾K.N�L�iZTr�[¤��~©>Oà}_`M�r<t=Z\[Og±ifM�N¾i�]<_HeO_%]O[�P¤ifM�N�Z\^+]<STS§r.L�]�iN�P
iZ�YWNO~
Äòö ��Ö5�XÓ��&%�÷�ø ß!_HN�N�K.N�L�iZ§r.[���~©cOà�_`MOr<t=Z\[�g=ifM�N7L�Q.Y%Q.S\]�ifZTkON�M�r�Q�^_�_`u�N�[Oi��O�}N�]<L�M}ifN�]�YwYWN�Y%��N�^á~
æ=r�ifNWifM.]�i0]<STS�YWN�Y%��N�^_=r<�=]°g�^r�Q�u®YWQ._�i1_HZTg�[±ifM�N+_`QO��Y+ZTi�iN�P¶iZ\YWN+g�^�]Ou�M._}irAL�N�^iZ©���FiM�]�i
ifM�N��¶]<STSC]<g�^N�N+ifM.]�i�ifM.Z\_Wg�^�]Ou�M®^N�u�^ªN�_HN�[Oi_%M�r*t YWQOL�M±tCr�^eAN�]<L�M®g�^r.Q�u¶YWN�YW��N�^�M.]<_%u�QOi
Z\[Oir+ifM�N%u�^r�v9N�L�i�~
dF]�Z�[�i�]<Z\[.Z\[Og=iMON�_`N7P�r.L�Q.Y%N�[�i_�Z�Y�u.S§ZTN�_7ifM.]�i�_�i�Q.P.N�[Oi_)Y%Q._9i#e<N�N�u}Z\[OP�ZTk.ZTPRQ�]<S.iZ\Y%N�_`M�N�N�i_�~#y=M�N�_HN

ifZ\YWN�_HMON�N�i_7Y8]�u%Z\[�ir�ifM�N=i�]<_`e���^N�]Oe�P�r*t}[}_�i`^�Q�L�i�Q�^N�]O[�P+ifM�NCifZ\YWNCg�^�]Ou�M½Z\[+ifM�N5�·rOSTSTr<t=Z\[Og%Y+]O[�[�N�^�h

Ä � u�^r�v9N�L�iCL�]O[A��N}P�ZTk�ZTP.N�P®Z\[Oir¬Å�Èùfhs�Z\_sP�r�[ON�]O[�P5Å�ÈùosP�r�N�_=ZTi8ß!_HN�N0��ZTg�Q�^N�p�àá~
Ä y=M�N�i�]<_He%��^N�]Oe�P�r*t}[�L�r�Yau�]�^N�_�ifM�N=iZ\Y%NCN�_�iZ�Y+]�iN�P+]O[OP�ifM�N�iZ\YWN=i�]Oe<N�[0�·r�^�iMONsiª]�_`eO_�r<�)ifM�N
u�^r�v9N�L�i�~#y=M�N}iª]�_`ea��^N�]Oe�P�r*t}[._7L�]O[A��N�Q._`N�PAiraP�N�iN�L�iCZÃ�¬iMON�u�^r�v9N�L�iCZ\_1��N�M.Z\[OPA_9LÀM�N�P�Q.STNO~
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Ä y=M�N1iZ\YWN1g�^9]Ou�M._C_`MOr<t=_CMOr<twY%Q�L�MaiZ\YWN1N�]<L�M°_�i�Q.P.N�[Oi=M.]<_=u�QOi=Z\[�ir8iMON%u�^ªr�v�N�L�i�~7y=M�N}ifZ\YWN
g�^�]Ou�M._}L�]O[®��N°Q._`N�P¶irAP.N�iN�L�i�Z©�=L�N�^i�]<Z\[±g�^r.Q�u¶YWN�YW��N�^_1]�^N+P�rOZ\[Og®Y+r�^NWifM.]O[±ifM�N�Z\^s�f]<Z\^
_`M.]O^N=r<�7ifM�N}t�r.^fe4~
y=M�N=u�^rOg�^N�_�_7_`Q.YaY+]O^��P�r.L�Q�YWN�[�i_�t=ZTSTS���N1Q._`N�P¸���+ifM�NC_`QO�<v�N�L�iCL�r<��r.^P�Z\[�]�ir�^�ir%L�r.Yau�]O^NCifM�N

u�^rOg�^N�_�_}r<�=ifM�N8P�Zæ��N�^N�[Oi�g.^r�Q�u._�~ £ i�Z\_WifM�N�^NH�·r.^N Ò��'�&ó,�!Ö�÷	(��& t%�)� ��r�^}ifM�N+g�^r�Q�u._�irFu�^r.PRQ�L�N
ifM�N�_HN¾P�r.L�Q�YWN�[�i_�Z�[z]_�i�]O[�PR]O^ªPF��r�^�Y+]�i�~AK�]OYau.STN+��r�^�Y+]�i_0]�^N¾_HMOr<t1[±Z\[zK.N�L�iZ§r.[E��~®æ=rOiNaiM�]�i
g�^r�Q�u._�v�N�rOu�]O^P�Z¥_`NCifM�N�Z\^ ¢�x%Y+]O^e�_��·r�^5u�^rOg�^ªN�_�_�Y+r.[.Z§ir�^9Z\[OgWZÃ�#ifM�N��+P�N�k.Z\]�iN=_HZTg�[.ZÃj&L�]O[�i�ST�W�f^r�YoifM�N
�·r�^9Y8]�i_7r<��K.N�L�iZ§r.[¾��~

Ì�������ú ñ ��Ó�%�ÎI#$(ÚÕ·�¶Ö5��)] D�
µ¨M�N�[�h µ¶N�N�e�p&|�K.N�YWN�_�iN�^�¢
çCrOu.Z§N�_Cifr4h ý [ON¤r�^9Z§g�Z�[.]<S�ir¢_HQO�<v�N�L�i±L�r<��r�^P�Z\[.]�ir�^á~

ý [ON�L�rOu��air8_HQ�u�N�^k.Z\_�r�^á~
ÞCN�k�Z¥_`N�P)h æ=N�kON�^
K.Z§g.[ON�PF�O��h K.iªQ.P.N�[�if_¦P�r [.rOi¦_`ZTg�[oiMONV]<g�^N�N�YWN�[�i
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