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Overview 

This packet provides information to get you prepared to start your project, which includes the 
Client Readiness checklist and Project questionnaire. 

What to Expect 

The initial or discovery phase of your project involves the following tasks.   

  

1. You will complete and submit the Client Readiness checklist and Project questionnaire. 
2. You will schedule and pay for the Initial consultation using the Acuity Scheduling link.  
3. You and our instructional designer will meet for a 60-minute, Initial consultation.  
4. We will create a Design proposal, including Statement of Work, and contract, based on the 

information gathered in the Initial consultation and send it to you to review and sign. 
5. You will review the contract, sign the contract and return it to us, along with the agreed upon 

deposit payment. (If you choose to work with us.) 
6. We will send you the link to schedule the kick-off meeting, along with the Kick-Off Meeting 

Preparation checklist. 
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Client Readiness Checklist 

The following outlines information you will need to gather and tasks you will need to complete 
prior to scheduling the Initial consultation. Once you’ve completed all the items on the checklist 
and the Project questionnaire, we will send you a link to schedule the Initial consultation. 

 I have reviewed the following information on www.enovatelearning.com  .
a. What We Do This outlines the type of work we do and do not perform.
b. Development Process This will familiarize you with our workflow process, so that you

know what to expect. 
c. Solutions and Pricing This will give you an idea of how we typically price projects.

 I have completed the Project questionnaire.
 I have all the raw content for the training, including existing training, manuals, job aids,

notes, cheat sheets, videos, podcasts, books, etc. We do not extract training content from a
person’s head; the content must exist in some tangible form. We will organize, massage and
pare down the content as needed.

 I have identified a dedicated subject matter expert, if it is not myself. This person will fill in
the blanks by describing any undocumented information and provide clarification and/or
information to supplement already documented content.

 I have identified a list of people who need to review the course, along with the point of
contact (POC). To make the development process more efficient, our instructional designer
will communicate with one person from your organization who will be the POC. The POC will
be a liaison between your team members and the instructional designer. The POC will gather
all the necessary information, feedback and assets, and communicate with the assigned
instructional designer.

 I, and any other required parties, have reviewed the sample contract to ensure it aligns with
my company’s legal requirements.

 I have obtained all the assets (e.g., images, text, content, photographs, logos, branding
materials and style guide) required for the project.

 I have secured the necessary authorizations for assets (e.g., images, photographs and logos).
 I have samples of eLearning projects that I find inspiring and frustrating.
 I am ready to start the development process within the next 30 days.
 I have established a project timeline and any legal/policy timeline constraints.
 I have identified the budget for the project.
 I (and my team) have dedicated the necessary hours to work on this project.

http://www.enovatelearning.com/
https://enovatelearning.com/work-with-me/what-we-do/
https://enovatelearning.com/work-with-me/how-we-work/development-process/
https://enovatelearning.com/solutions-and-pricing/
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Project Questionnaire 

This questionnaire provides most of the information we will need to get a good understanding of 
your project. Complete the answers to each question as thoroughly as possible. If you have 
additional information that you think will be valuable (e.g., Background or Training Needs), enter 
that information in the Additional Comments portion located at the end of the related section. 

 

Background 

1. Describe your organization in a few sentences. 

2. Describe the project in a few sentences. 

3. What is your budget for this project? 

4. What is the timeline for the project? When does your first user need access to the course? 
What drives the timeline (e.g., governmental requirements, company policy, etc.)? 

5. Who will be the main point of contact for this project? 

6. Who has the authority to make decisions and approve project deliverables? 

7. Describe anyone who will be impacted or have influence on the final eLearning product: 1) 
project sponsors: can discuss the business goals and objectives; 2) subject matter experts: 
can describe undocumented knowledge; 3) representative members of target audience: can 
demonstrate current skills and behavior.  

8. Have you assigned tasks to other team members? Do they understand their roles and 
responsibilities? 
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9. Can you provide one or two examples of eLearning that you like? Provide links or
screenshots. Why do you like it?

10. Can you provide one or two examples of eLearning that you do not like? Provide links or
screenshots. Why don’t you like it?

Additional Comments 
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Training Needs 

1. What is the business goal of this project? What do you want to achieve? What are the
business needs driving this project?

2. Which is driving the eLearning project: timeliness or quality?

3. How would you define success for this project? How would you measure success?

4. What type of material, task or job is being trained?

5. What do you want learners to do that they are not already doing? Why are they not currently
doing this?

Additional Comments 



Project Start Packet 

7 | P a g e  

Rev. 1: 2021.06.06 

Audience 

1. Who is the primary target audience for the course? Who are the other target audiences (if 
any)? 

2. Do any of your learners have special needs (e.g., visual, audio or physical impairments)? If so, 
which special needs? 

3. Are audience members domain experts looking to broaden their knowledge or are they 
newcomers (e.g., seasoned professionals or new hires)? 

4. Do learners need any prerequisites or prior knowledge, skills or sub-skills related to topic or 
performance? 

5. Do members of the target audience share any common traits (e.g., knowledge from an 
adjacent domain or overall computer literacy level)? 

6. What are the demographics of the audience? Include age, gender, socioeconomic status, 
experience and education.  

7. What is the average age of your learners? 

8. What is the gender makeup of your learners? 

9. Whis the cultural background, race and ethnicity of your learners? 

10. What language(s) do your learners speak? 

11. Is the course language the native language of learners? 

12. What is the reading level of learners? 

13. What is the level of work experience of learners? 

14. How much do learners already know about the training subject? 
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15. What terms and technical language are learners familiar with? 

16. Should the writing or narration style be formal or informal? 

17. What kind of devices will learners use to take the course (e.g., smartphone, iPad and laptop)? 

18. How tech-savvy are your learners? 

19. Do your learners have resources available to help them with technical difficulties? If so, are 
they people or documentation? 

20. Is there a dress code that learners adhere to while at work (e.g., uniform, business casual and 
personal protective equipment)?   

Additional Comments  
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Expectations Management 

1. Why are learners taking this training? 

2. What does your audience expect to learn? 

3. How much time can your learners devote to the training? 

4. What is the motivation level of the learners? 

5. What level of participation do you expect? 

Additional Comments  
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Learning Goals 

1. What does the course aim to teach? 

2. What knowledge and skills will audience members acquire upon completion? 

3. What do you expect learners to be able to do after completing the course that they cannot 
do now? 

4. What are the consequences to the learner if the learner fails to master the intended 
outcomes?  

5. What specific performance mistakes do learners regularly make? 

6. What tools, resources, job aids or help do successful performers (or even experts) use to do 
these tasks? 

Delivery 

1. How would you like the audience to access the course (i.e., company LMS, website or not 
sure)?  

Additional Comments 
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Constraints 

1. Are there any limitations imposed by the rules of the organization or governmental agencies 
that we need to be take into account?  

2. Is the overall length of the course or the time allotted to the study of individual modules 
limited in any way? 

3. In what setting will the audience take the course (e.g., in a physical classroom/auditorium, or 
remotely)? 

4. Do the physical rooms meet all the requirements of the course, or can those requirements 
be met should the need arise? 

Additional Comments  
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Course Material 

1. What resources are currently available to learners? 

2. What documentation already exists (i.e., manuals, videos and PPT presentations)? 

3. Who or what will serve as the main source of information? 

4. Are the necessary information sources available in-house, or will they have to be found 
elsewhere? 

5. Is information about the course’s topic available on the Internet? Is it easily accessible? 

6. Are there any materials on the topic that have already been written/created (e.g., a different 
course that was used in the organization before)? 

7. Are there subject matter experts (SMEs) within the organization that can help you work on 
the course by sharing their knowledge and expertise? 

8. Will the said subject matter experts be available to assist you with preparing the course? 

Additional Comments  
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Technical Requirements 

1. What is the bandwidth of the learners’ internet connections? 

2. Are learners equipped with the devices necessary for audio playback (e.g., sound cards, 
speakers, headphones, and/or microphones)? 

3. What software are pre-installed on the learners’ computers? 

4. What browser(s) the learners will be using to access the course? 

Additional Comments  
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Additional Comments  
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Questions 

If you have any questions regarding this packet, please email Rema Merrick at 

rema.merrick@enovatelearning. She will respond to your question(s) within 48 hours, during 

normal business hours (Monday to Friday, 10:00 am to 4:00 pm).  

mailto:rema.merrick@enovatelearning
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