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Statement of Work
Purpose
The purpose of this project is to transition from the current state of hard copy training material, including
an outdated and limited online data base, to an integrated electronics performance support system (EPSS).
Objective
The objectives for this project include creating a single, seamless training package that includes
everyone from entry-level to district managers, with responsibility for 20 to 30 stores, including variations of the
information from 3 different types of stores and multiple countries.
Constraints
Current constraints for this project include massive amounts of information, outdated information,
overlapping information, inconsistent messages being communicated throughout the trainings, and varying
procedures from region to region and store to store.
Assumptions
The new EPSS system will provide easy access to training material, including embedding the knowledge
of the entire business into the software to perform tasks on demand or in the background.

As Project Manager for the project of designing an Electronic Performance Support System (EPSS), I
am responsible for organizing and managing the project team, materials, resources, and timelines, to meet the
project goals. The need is apparent for creating an online performance support system to train employees
throughout the company on everything from new procedures to interpersonal skills, in addition to managing
databases, and information sharing. Development and implementation of the EPSS system will include
Applications with embedded knowledge, a reference function, a job aid function, and a computer based
instructions function (Ertmer, P.A., Quinn, J.A., Glazewski, K.D. 2014). Ultimately streamlining processes to
increase productivity and efficiency of our employees.
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Project Scope Statement
Project Name: Electronic Performance Support System
Date: 2/1/2016
Project Manager: Melissa Burr
Project Justification: The purpose of this project is to transition from the current state of hard copy training
material, including an outdated and limited online data base, to an integrated electronics performance
support system (EPSS).
Overview of Deliverables: Integrated online EPSS system and update material. The deliverables include an
integrated online EPSS system and updated material. An easily accessible and regulated reference guide
and updated job aids. In addition there will be a training session for all users to ensure understanding of
and accessibility to the new resources.
Specific Project Objectives and Success Criteria:
• To design, develop, and deploy an electronic system that allows for seamless integration, accessibility for all
users, and simple updating.
• To create and maintain one repository for all necessary information and training, eliminating variations in
quality and customer experiences.
• Standardize procedures and customer experience
• Provide an equivalent training experience for every employee from entry-level to district manager.
Scope Management Issues:
Scope changes will be handled through the stakeholder committee. Anything outside of the current scope,
such as providing additional electronic resources for employees to access the EPSS will not be addressed
and will have to be handled in a different phase of the project.
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Primary Stakeholders and Roles:
• Stakeholder Committee: The primary tasks of the steering committee are to ensure the overall scope of the
project aligns with the organizational goals and mission as well as approving and allocating resources
required to complete the project. The stakeholder committee will be required to sign off at all of the major
project milestones and gateposts.
• Project Manager: The project manager’s roles is to ensure the project follows the scheduled timeline,
coordinate and lead all of the required meetings, ensure efficient and effective communication, and
assign and outline all tasks.
• Instructional Designers: The instructional designer’s task is to ensure that all of the training materials and
information are presented in an educationally sound and theory-based manner and that the deliverables
align to the learner requirements.
• Subject Matter Experts (SMEs): The SMEs are responsible for identifying the objectives and setting the
standards, aligning all of the current information required, as well as ensuring the desired information is
included within the new EPSS.
Key Assumptions:
By proceeding with this project we are assuming that all stakeholders are in agreement that the EPSS is
the best solution for addressing the current organizational challenges and that the organization has
allocated adequate resources to complete the project according to the schedule outlined in the project
charter.
Signatures:
The following people agree that the above information is accurate:
• Stakeholders
• Project Manager
• Instructional Designers
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Ertmer, P.A., Quinn, J.A., Glazewski, K.D. (2014). The ID CaseBook: Case Studies in Instructional Design.
projects. Upper Saddle River, NJ: Pearson Education, Inc.
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RATIONALE STATEMENT
The purpose of this project is to transition from the current state of hard copy training material, including an
outdated and limited online data base to an integrate electronics performance support system (EPSS). As the
Project Manager I will need to utilize the project management skills, to efficiently and effectively lead a project
from the creation of the Charter to the implementation of the new EPSS system.

ASSUMPTIONS
Assumptions that have been made as the Project Manager for this project include: The new EPSS system will
provide easy access to training material, including embedding the knowledge of the entire business into the
software to perform tasks on demand or in the background. Metrics will be able to be gathered around the usage
of the training material, and if users are mastering the skills.
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This Person Is:
Responsible for performing the task or creating the
document
Accountable and has sign-off authority for the task, such
as the project manager, sponsor, technical lead
Providing expertise, advice and support to the person
responsible for the task or document and others
Informed of task progress or results, usually by the person
responsible

Work Breakdown Structure - EPSS
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Level 1 Planning
Level 2 Charter
•Level 3
•Objectives
•Benefit/cost
analysis
•Budget
•Coordination
Plan/Schedule
•Communicaton
plan
•Identify
Stakeholders
•Scope

Level 1 Design and
Development

Level 1 Project
Team

Level 2 Design and
Prototype

Level 2 Project
Manager
Team

•Level 3
•Deliverable
Timeline

•Level 3
•Lead PM
•Supporting
PM's

Functionality
•Level 3
•Testing
•Content Entry

ID team
•Level 3
•Lead ID
•Support ID's

Accessibility
•Level 3
•Device Usage
•Worldwide

SME team
•Level 3
•Identify
for
country

SME
each

Approval

Management
Team
•Level 3
•Manger
Country

for

each

Stakeholders
•Level 3
•Business Stakeholders

•Level 3
•Business sign
off

Level 1Content

Level 1Implementation

Level 2 Gather
and
organize
existing
content

Level 2 Strategy
for testing

Level 2 System
Evaluation

•Level 3
•Testing of
deliverable
•Revision if
necessary

•Level 3
•Revisions

•Level 3
•Standardization
•Employee
requests/needs
•Company
requests/needs
•Write new
content
•Revise existing
content
•Enter Content
into new EPSS
system

Technical
Deployment
•Level 3
•Full implementation
•Approval

Level 1Evaluation

Lessons
Learned
•Level 3
•Post-Mortem
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RATIONALE STATEMENT
The purpose of this project is to transition from the current state of hard copy training material, including an
outdated and limited online data base to an integrate electronics performance support system (EPSS). As the
Project Manager I will need to utilize the project management skills, to efficiently and effectively lead a project
from the creation of the Charter to the implementation of the new EPSS system.

ASSUMPTIONS
Assumptions that have been made as the Project Manager for this project include: The new EPSS system will
provide easy access to training material, including embedding the knowledge of the entire business into the
software to perform tasks on demand or in the background. Metrics will be able to be gathered around the usage
of the training material, and if users are mastering the skills. I have based the Project Schedule and Resource
Allocation Plan on the assumption that this project has to be completed by third quarter, July 1, 2016. The budget
allocated for this project was $500,000.00 and I am assuming the hourly rates are current.

EPSS Project Schedule and Resource Allo...
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Rationale Statement
The purpose of this project is to transition from the current state of hard
copy training material, including an outdated and limited online data base to
an integrate electronics performance support system (EPSS). As the
Project Manager I will need to utilize the project management skills, to
efficiently and effectively lead a project from the creation of the Charter to
the implementation of the new EPSS system.
Assumptions
Assumptions that have been made as the Project Manager for this project
include: The new EPSS system will provide easy access to training
material, including embedding the knowledge of the entire business into the
software to perform tasks on demand or in the background. Metrics will be
able to be gathered around the usage of the training material, and if users
are mastering the skills. I have based the Project Schedule and Resource
Allocation Plan on the assumption that this project has to be completed by
third quarter, July 1, 2016. The budget allocated for this project was
$500,000.00 and I am assuming the hourly rates are current.

Communication Plan – EPSS
Type

Description

Audience

Timing

Distribution

Archival

Contributors

Owner

Written Status
Reports

Detailed project
status reports
including tasks,
timeline,
upcoming
activities and
risks
High level status
report including
risks, budget,
and timeline

All
stakeholders

Monthly

Email/conference
call to review

iShare

PM team

PM

Stakeholder

Weekly

Conference call
to review/email

iShare

PM team and
stakeholders

Project
Champion

Project status
report including
development,
content and
client needs
Project status
report including
management
issues, timelines
budgets and
scope
High Level
status report
identifying risks,
budget and
timeline

ID Team

Weekly

Conference call
to review/email

iShare

ID Team

ID Lead

PM Team

Weekly

Conference call
to review/email

iShare

PM Team

PM

Managers

Monthly

Conference call
to review/email

iShare

Client Managers

Senior
Manager

Progress – SME
team

Project status
report including
content

SME Team

Weekly

Conference call
to review/email

iShare

SME Team

SME
Team
Lead

General Project
Announcements

General
information that
needs to be
conveyed to the
team – vacation,
holiday, etc

Stakeholders

As
needed

Conference call
to review/email

iShare

PM Team

PM

Scope Change

Communication
to team
identifying any
official project
changes
Communication
to team
identifying any
risks and
measure to
counteract those
risks

Stakeholders

As
needed

Conference call
to review/email

iShare

PM Team

PM

Stakeholders

As
needed

Conference call
to review/email

iShare

PM Team

PM

Progress –
Stakeholders

Progress – ID
Team

Progress – PM
Team

Progress –
Client Managers

Issues

Communication Schedule – EPSS

Project Stakeholders
Project Manager Team
•Lead PM
•Supporting PM's

ID team

•Lead ID
•Support ID's

SME team

•Identify SME for each country

Management Team
•Manager for each Country

Stakeholders

•Business Stakeholders

Completed
In progress
In progress
In progress

Project Close-out Checklist – EPSS
Project Name: Electronic Performance
Support System - EPSS
Project Manager: Tracy Jones

Project Working Title: EPSS

Prepared by: Tracy Jones

Project Number: A2312016

Date: 2/16/2016

Project Description
The purpose of this project is to transition from the current state of hard
copy training material, including an outdated and limited online data base to
an integrate electronics performance support system (EPSS). As the
Project Manager I will need to utilize the project management skills, to
efficiently and effectively lead a project from the creation of the Charter to
the implementation of the new EPSS system.
Project Results and Comments
The EPSS project was successful on many levels including the integration
of the new system in addition to the current training system for the
employees. The project has seen significant gains in employee knowledge
and best practices being implemented within the first few weeks of the new
system release. The overall project finished in the allotted time frame and
adhered to the timelines provided. The project came in under budget and
we will roll the remaining budget over to phase 2.

Closeout Tasks
#
1

2

3

4

5

6

7

Task
Are there contingencies
or conditions holding
the project from being
complete?
Have all of the project
objectives and
milestones been met?
Have all of the
deliverables been
accepted by the
mangers and
stakeholders?
Have all of the finances
been account for and
properly recorded?
Have all the
stakeholders been
trained on the new
system?
Has the project postmortem been
completed and the
lessons learned
documented?
Has the final status
report been sent to all
stakeholders?

Status
No - complete

Comments
No contingencies

Yes – complete

All major milestones
have been met

Yes – complete

Good feedback is being
received from
employees

Yes – complete

All finances accounted
for

Yes – complete

Training plan
completed

Yes - complete

Lessons learned
documented

Yes – complete

Final communication
sent

Approval Signatures
Position Title
Project Manager
Lead ID
Lead SME
Stakeholder A
Stakeholder B
Manager A
Manager B

Name
Tracy Jones

John Smith
Jane Smith
Matt Jones

Bob Elliott

Jeff Robbins
Jake Doe

Date
2/19/16

Contact Info
Employ1@widgetmart.com

2/19/16

Employ2@widgetmart.com

2/19/16

Employ3@widgetmart.com

2/19/16

Employ4@widgetmart.com

2/19/16

Employ5@widgetmart.com

2/19/16

Employ6@widgetmart.com

2/19/16

Employ7@widgetmart.com

