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Project Activities

	#
	Activity
	Status
	Responsible
Party
	Target
Date
	Date
Complete

	Analyze

	1
	Clarify the training request with key stakeholders

	
	Document the business drivers (goals), perceived need and perceived learning objectives
	
	
	
	

	
	Determine if training is the solution
	
	
	
	

	
	Document the perceived project scope, audience, timeframe and available resources (budget, personnel, time, etc.)
	
	
	
	

	2
	Conduct needs analysis

	
	Identify the learning objectives
	
	
	
	

	
	Identify the content
	
	
	
	

	
	Describe the factors that will govern or impact the program (budget, time, locations, technologies, etc.)
	
	
	
	

	3
	DECISION POINT:  Determine if training is needed, for whom and by when.
	
	
	
	

	4
	Summarize analysis and complete analysis document*
	
	
	
	

	5
	Present recommendation(s) to stakeholders
	
	
	
	

	Design

	1
	Translate business goals and observed needs into measurable learning objectives
	
	
	
	

	2
	Organize the content
	
	
	
	

	3
	Select delivery methods
	
	
	
	

	4
	Select instructional methods
	
	
	
	

	5
	Define program evaluation strategy and methods
	
	
	
	

	6
	Define program sustainability strategy
	
	
	
	

	7
	Complete design document
	
	
	
	

	8
	Present design

	
	Review Analysis Document, Design Document, Evaluation Plan, Communication Matrix and Sustainability Plan with stakeholders
	
	
	
	

	
	Obtain approval for design from stakeholders
	
	
	
	

	Develop

	1
	Order supplies 
	
	
	
	

	2
	Develop lesson plans
	
	
	
	

	3
	Develop supporting materials, including any e-learning components
	
	
	
	

	4
	Develop evaluation instruments
	
	
	
	

	5
	Develop communication plan and supporting tools for program stakeholders
	
	
	
	

	6
	Review first draft of program

	
	Conduct an internal team review of program
	
	
	
	

	
	Incorporate feedback from team review
	
	
	
	

	
	Review first-draft of program with key stakeholders
	
	
	
	

	
	Revise materials from stakeholder feedback
	
	
	
	

	7
	Review final draft with key stakeholders
	
	
	
	

	8
	Receive approval from key stakeholders to implement program
	
	
	
	

	9
	Handoff to Instructor Team
	
	
	
	

	Implement

	1
	Distribute program communications to stakeholders
	
	
	
	

	2
	Complete logistic and support tasks
	
	
	
	

	3
	Conduct training sessions
	
	
	
	

	4
	Design Team participates and reviews
	
	
	
	

	5
	Handoff to Evaluation Team
	
	
	
	

	Evaluate

	1
	Collect and analyze evaluation data

	
	Level 0 (program stats)
	
	
	
	

	
	Level 1 (satisfaction)
	
	
	
	

	
	Level 2 (knowledge)
	
	
	
	

	
	Level 3 (application)
	
	
	
	

	
	Level 4 and ROI (business results)
	
	
	
	

	
	Present recommendations to Design and Delivery Teams
	
	
	
	

	2
	Communicate outcomes

	
	Conduct stakeholder presentation
	
	
	
	

	
	Conduct team presentation
	
	
	
	


	
	Update dashboards (if applicable)
	
	
	
	

	3
	Handoff to Knowledge Management Team
	
	
	
	

	Transition to Maintenance / Knowledge Management

	1
	Implement sustainability plan
	
	
	
	

	2
	Knowledge Management

	
	Conduct Lessons Learned / Best Practices
	
	
	
	

	
	Standardize and save content
	
	
	
	

	
	Communicate availability
	
	
	
	



Page 1 of 1

