INSTRUCTIONAL DESIGN DOCUMENT

This template guides you through the instructional design process—from scoping and content planning to building and testing your learning experience. Think of this as your blueprint to not only get you started with a project, but to also keep everyone involved aligned along the way! 


	I. PROJECT OVERVIEW

	This section gives a snapshot of the training project — what it is, who it’s for, and key context.



	Project Title
	What is the name of the project? 

	
	 

	Project Summary
	What is this learning experience about?

	
	

	Sponsoring Department or Client
	 Which team or leader requested this learning experience?

	
	 
 

	Key Contacts
	Who will help you with content and give approvals? 

	
	 
 

	Requested Delivery Date
	When was this learning experience requested to be deployed?

	
	 

	Modality
	Using the Modality Decision Matrix, which format did you decide this learning experience will take?

	
	 













	II. TRAINING PURPOSE & GOALS 

	This section connects the learning experience to a real need. You’re explaining the “why” behind the project and what it’s meant to achieve.



	Purpose
 
	Why are we creating this learning experience?

	
	 

	
	What business or performance problem does it solve?

	
	

	Big Picture Goal
	In one sentence, describe the big picture goal of the learning experience you are designing. 

	
	 
 




	III. AUDIENCE NEEDS 

	Understanding your audience helps you design the right experience for them. This section covers who they are, what they need, and any roadblocks they might face.



	Learner Identification
 
	Who is the learner? Who roles do they work? What experience do they have? 

	
	 

	
	What roles do they work? 

	
	

	Learner Constraints 
	What things might prevent your learners from interacting with this learning? Technology issues, language barriers, time constraints, motivation issues? 

	
	

	
	What do learners need to know before they interact with this learning? 

	
	







	IV. MODALITY & INSTRUCTIONAL STRATEGY 

	This section is where you decide how the learning experience will be delivered and why that method works best. This is also where you apply your Modality Matrix.



	Modality
 
 
	What type of learning method will you use?  

	
	 

	
	Why did you choose this approach? 

	
	

	
	What other formats were considered and why weren’t they chosen?  

	
	



	V. LEARNING EXPERIENCE STRUCTURE 

	This section gives a rough idea of how the learning experience will be organized. For a simple solution like a job aid or poster, just describe the format. For more complex projects like ILT or ELT, this section can outline the big picture, bit details will live in the storyboard.



	Format
 
 
	What is the format of the final deliverable? (job aid, ELT, ILT) 

	
	 

	
	What are the main content areas or sections? Think about how the content will be grouped. What are the big buckets or chapters? 

	
	

	
	If applicable, how might the learner move through it? Linear flow? Choose-your-own-path? Interactive scenarios? Are there introductions, reviews, or assessments built in?

	
	

	
	If this learning experience is an instructor-led or eLearning course, what plans do you have for interaction? (Pro Tip: ILTs every 5 minutes, ELTs every 2 minutes.)

	
	

	
	Will this structure be fully mapped out in the storyboard instead? 
☐ Yes. Details will live in the storyboard
☐ No. Structure is simple and fully captured here




	VI. LEARNING OBJECTIVES 

	Learning objectives describe exactly what you want the learner to do after the experience. They help guide what content to include, what to leave out, and how to assess if learning happened.



	How to Write a Learning Objective
 
 
	1. Start every objective with this sentence stem: “By the end of this section, learners will be able to…”

2. Then, add a verb that shows what success looks like. The verb should match the complexity of the task the learner needs to do.

· Verbs for Simple Tasks: list, name, identify, describe, select, recognize, match, define, label. 
· Verbs for Complex Tasks: compare, prioritize, solve, evaluate, design, plan, analyze, create, justify. 

3. Then add what you want your learner to do at the of the experience. 

Here’s how it looks when done: By the end of this (modality), learners will be able to (verb) (action). 

Example LOs: 
· By the end of this eLearning course, learners will be able to list the steps for washing hands.
· By the end of this job aid, learners will be able to identify signs of food spoilage.
· By the end of this webinar, learners will be able to compare two different types of leadership styles.
· By the end of this workbook, learners will be able to create a prep schedule for a new team member.

	Project Learning Objectives
	What are the learning objectives for this project? (Job aids have one, ELTs 2-3, ILTs 4-5) 

	
	



	VII. CONTENT & SOURCE MATERIALS 

	Identify what content you already have and what you’ll need to gather or create. It keeps you organized during development.



	Existing Content
	What content already exists about this project’s topic? 

	
	 

	
	Is that content up to date? Who approved it for you? 

	
	

	Content Gaps 
	Where are the gaps? 

	
	

	
	Who will help provide you missing content and by when? 

	
	




	VIII. ASSESSMENTS & EVALUATION 

	Decide how you’ll measure knowledge and whether the learning experience worked. This includes quizzes, activities, and success criteria.



	Retention
	How will you know that learning “stuck”? 

	
	 

	
	How will leaders know that learning “stuck”?

	
	

	Practical Application
	If the learning experience is complex, do the learners need to practice it before applying it in “real life”? How will they do that? 

	
	

	
	Who will provide feedback that practice went well?

	
	




	Success Measures
	How will you measure learning success/knowledge retention? 

	
	

	
	What is the passing score/standard you are aiming for? 

	
	

	
	Can learners retake/review/retry or is this a “one and done” type of learning experience? 

	
	

	Success Communications
	What is your plan for communicating success? 

	
	

	
	What happens if learners do NOT show improvement? What is your contingency plan? 

	
	




	IX. MEDIA & BRANDING  

	Outline the visual and audio elements of the learning experience. This helps maintain consistency with brand standards and learner expectations.



	Design Elements
	What visual style and tone are you going for? Any inspiration? 

	
	 

	
	What brand guidelines are you following? And are those up to date?

	
	

	
	Are there any accessibility requirements that need to be taken into consideration with this project? 

	
	




	Design Technology Resources
	Does this learning experience require voice narration? Music? If so, will this come from an outside source that needs to be notified?  

	
	

	
	Does this learning experience require video? If so, will this come from an outside source that needs to be notified?  

	
	




	X. TECHNOLOGY & TOOLS   

	List the platforms and tools you’ll use to build, publish, and deliver the learning experience. This avoids tech surprises later.



	Tools
 
	What platform is this project being deployed with? LMS, email?

	
	 

	
	What tool(s) are you using to create this project? 

	
	

	
	What standards or compliance needs from the learner end do you need to keep in mind (i.e., white listing of websites, bandwidth issues, etc.) 

	
	

	
	What devices need to be compatible with this project? 

	
	















	XI. TIMELINE

	This timeline keeps your project on track and ensures time is built in for collaboration, iteration, and testing.



	PROJECT PHASE
	MILESTONE/DELIVERABLE
	TARGET DATE

	Analyze
	Audience/content research complete
	

	Design
	Design Document approved
	

	
	Storyboard approved (if needed) 
	

	Develop
	First draft of project built
	

	
	Round 1 review
	

	
	Second draft of project built  
	

	
	Round 2 review
	

	
	Final draft of project built 
	

	
	Final review 
	

	Implement
	Pilot test
	

	
	Feedback collected
	

	
	Updates made
	

	
	Project communicated to learners
	

	
	Project launched 
	

	Evaluation
	Project success evaluated
	

	
	Project results communicated
	

	
	Project updated based on results
	

	
	Project undergoes routine maintenance 
	




	XII. DELIVERABLES CHECKLIST 

	Use this checklist to track what you’re creating or including with the project. This also helps stakeholders see the full scope of work especially for complex launches that may include contests, swag, etc. 



- [ ] eLearning Module
- [ ] Facilitator Guide
- [ ] Participant Workbook
- [ ] Job Aid
- [ ] Poster
- [ ] Video
- [ ] Voiceover Script
- [ ] Slide Deck
- [ ] Something Else: ___________
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