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» Develop Project
Charter (schedule,
resources, etc.)

« |dentify SMEs, vendor,
project team

« Define business goals
and relationship to
project goals

« Create project
schedule

» Finalize contracts or
release orders

« Define status & budget
reporting process

» Define review process
and required reviewers

« Define change request
process

* Review Project
Process®

* Assess audience

* Assess environment
(work, organizational)

» Define work (tasks &
content)

« |dentify gaps in
performance

+ Complete technical
analysis

« Define learner
constraints

» Define measurement
options

« Select appropriate
learning & support
approach & media

Training & Performance Project Process
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» Define performance,
learning objectives &
measurement strategy

+ Create / approve
architecture &
prototypes

» Define / approve
project standards

» Budget & Project Plan
review

» Define requirements,
e.g., graphics, content,
etc.

+ Review project
templates and modify
for specific project

« Collect content from
SMEs through
meetings, collection
templates,
documentation

* Write instructional /
performance materials

« For technology
projects, complete
development activities
(see separate DLC
development process)

« Complete basic
reviews of materials
with SMEs

« Conduct BETA1 testing

+ Conduct pilot

* Revise materials
following pilot

« For technology
projects, load learning
in client environment

« Define rollout plan /
schedule

« Define support
structure during
implementation

« Conduct train-the-
trainer (if required)

* Produce materials as
required, e.g., paper-

based, COROM, Other.

+ Distribute materials

» For technology
projects, load final
learning in client
environment

» Rollout program
according to plan

« Complete final budget
summary

« Package up final files
and archive

« Complete post project
review (PPR)

« Final invoice payment
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PROJECT MANAGEMENT THROUGHOUT

» Checkpoints throughout project on process
« Status & budget reporting (include budget tracking spreadsheet Anna uses)
+ Management of project issues / challenges
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