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Version 1.0
A general scope document designed by Lorraine Stanton, which can be adapted for various learning and development projects. 
[bookmark: CourseScope]
	[bookmark: _Toc503383257]Initiative Overview

	Name of Project 
	Full name and ticket number, with a link to the project page (a SharePoint, Jira ticket, or other page in the collaborative software where details are kept.)

	Author
	The writer of this document.

	Initiative Description
	Brief description in a sentence or two, with overview of project (may be from initial request).


	Desired Launch Date
	Usually the go-live date. 

	Target Audience
	Details about the learners to whom the training is directed. 

	Training Dates
	When the training needs to happen to meet go-live date.

	Requestor 
	The primary stakeholder who requested the project. 

	Approvers
	Names of people that need to sign off on project, usually leadership in the customer’s department and the L&D group. 

	Subject Matter Experts
	Subject Matter Experts or “SMEs” are people from the business that provide content and information related to processes and performance outcomes. 

	[bookmark: _Hlk503269233]L&D Team Members
	Here you will list the designers, writers, and anyone involved from the Learning & Development (L&D) group who will be collaborating on this project. 





	Project Details

	Purpose/Background 
	Details about the business need E.g.: Susan Brown initiated a request to develop a comprehensive training for supervisors on how to follow processes for lorum ipsum. The business need is to help supervisors correctly follow the new lorem ipsum dolor process, which will replace the old process and improve speed of lorum ipsum related functions. 


	Performance objectives:
	This course will enable learners to: (use Bloom’s Taxonomy)
1. 
2.  
3.  


	Project Components
	Describe the instructional products to be developed. E.g.: 
1. An online course with audio-visual scenarios, estimated to be about 20 minutes long.
2. Corresponding Tip sheets for supervisors and agents.
3. 2 printable job aids for supervisors.
4. Updates to XXX and YYY knowledge base articles



	Relevant Files
	Include links or list of existing content that can aid design, E.g., links to relevant files or articles, recordings, websites, documentation, etc.



	Success Measures
	Describe the outcomes that will signify the project’s success.  E.g., 
1. The project is completed and deployed the week before the go-live date.
2. Learner evaluation a minimum 4.5 out of 5 stars
3. Minimum assessment score of 80%
4. KPI (Key Performance Indicator) impacts, such as percent reduction in errors or escalations. 







	Constraints

	Time
	Things that are time limited: E.g., Learners will need to ___ by ___.  Training must take no more than X hrs. SME is only available on Tuesday and Thursday mornings, etc. 



	Resources
	Things you need to know about resources available and their limitations. E.g.: limited access to training environment, SME will provide all screenshots, documentation already exists from company that can be adapted, etc. 
 

	Dependencies
	Things that will make project fail, extend cost or deadline, or things needed need to complete this job. 
E.g., screenshots, access to the test environment
List of relevant scenarios must be provided by SMEs by ___
Training will need to be scheduled in time for ____ 
Training must be delivered (online, in person)   	
Delayed input will result in additional time and delayed launch. 


	Out of Scope Work
	Clarify any related items that are not part of this project, or things that will not be completed by the team. This should be clear to avoid scope creep (i.e. people “tacking on” more things to do that were not initially agreed on.) Examples may include an increase in the number of deliverables or additions to the goals or objectives. 



	Project Milestones 

	Description
	Date(s)
	
Details (who is involved, what happens, etc.)



	Kickoff Meeting
	
	

	Storyboard 
	
	

	Internal Review
	
	

	Stakeholder Review
	
	

	Approvals Due
	
	

	Training
	
	

	Launch
	
	





	Approvals (from names listed above)


	Date
	Name
	Department
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