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Overview
The Cosmic Consultants (“The Team”) has been tasked with 
creating an instructional design manual: How to identify your 
target market and develop consumer profiles (also referred 
to as “The Project”). The preliminary target audience for 
The Project will be Cathy Holt and Margaret Burgoyne, the 
grant writing and development team of House of Hope. This 
document is structured as follows:

• Situation
• Target Audience
• Project Goals
• Objectives & Strategies
• Scope
• Deliverable
• Progress
• Resources
• Team Roles & Expectations
• Risk Assessment
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Situation
House of Hope is a non-profit organization that provides residential treatment for substance abuse 
primarily to women within Utah. Often, these services are extended to children of these women in 
the form of counseling and day care.

While Holt and Burgoyne understand who their target audiences are, they have yet to conduct a 
comprehensive analysis of their audience profiles.There are several target audiences they would 
like to reach more effectively. These audiences include clients of House of Hope, client families, 
members of the judicial system tasked with placement of offenders, Salt Lake Behavioral Health, 
philanthropists, donors, and more. After a long interview with Holt and Burgoyne, The Team has 
determined that the types of materials most beneficial to their cause would be an instructional guide 
to building a target market analysis.

While Holt and Burgoyne understand who their targets are, they have yet to conduct comprehensive 
research into the personalities of their audiences. Understanding the unique and varying profiles of 
each audience member is a primary building block to any communication strategy. Understanding 
that audience will allow a team to move forward with the creation of various strategies to reach that 
target. Therefore, the development team would benefit greatly from an instructional guide that they 
can use, reuse, and repurpose depending on their audience.
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Target Audience

The target audience for this project will be the House of Hope staff: Margaret 
Burgoyne, grant writer and development specialist, and Cathy Holt, grant writer and 
development specialist. If written effectively, this guide will be useful to others who 
may hold these positions, or a team of individuals who serve under these positions. 
Additional audiences will by Jazmynn Pok, writing coach for Sequence Five of the 
MSC program at Westminster College, and the project mentor, Christine Osborne.
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Project Goals

Develop a clear and thorough target market analysis guide for the House of Hope 
development team. This involves defining and demonstrating all steps of a target 
market and analysis and how these can be accomplished given the limited resources 
and specific to the demands of House of Hope. The form of this guide is yet to be 
determined.
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Objectives & Strategies

In order to accomplish the project goal, the team will follow the following objectives 
and strategies:
• Learn about House of Hope and their communication needs
• Interview the development team to understand their needs
• Review the current communication materials for House Of Hope
• Research the target audiences
• Research the messaging that House of Hope would like to deliver as part of a 

marketing or communication strategy
• Conduct a competitor analysis

Gain comprehensive understanding of a target market analysis
• Research all aspects of a target market analysis
• Identify steps necessary to develop a target market analysis
• Collaborate with team members and mentor to create a document describing the 

step-by-step process of a target market analysis 

Explore methods of learning and instruction
• Research instructional documents and texts
• Create an instructional document
• Interview client to understand their own methods of learning
• Determine the best format to present the guide
• Beta test the guide for clarity and comprehensibility
• Make adjustments to the guide based off of recommendations.
• Present final guide to House of Hope and project mentor

5



Scope

• Due to the sizeable marketing needs of the House of Hope, The Team will proceed 
to create a how-to guide to target market analysis for the development team at 
House of Hope. 

• The format of the guide will be determined based off of interviews with the 
development team of House of Hope and the research of The Team.

• The efficacy of the guide will be determined by the client, and adjustments to the 
guide will be made based off of recommendations of the client.

• This project may provide an example as to how a target market analysis may be 
accomplished, but does not aim to create a target market analysis for any of the 
target audiences of the House of Hope.

• This project is conditional upon the coordination and availability of the 
development team of House of Hope and the progress of The Team as determined 
by the project mentor.

• This project will not exceed the time constraints of sequence five of the 
Westminster MSC program, ending August 31. Progress will be monitored by a 
Gantt chart and through consultations with the project mentor.
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Details

DELIVERABLE
• A clear and thorough guide to target market analysis for the development team of 

House of Hope.

PROGRESS
• Progress will be followed by a Gantt chart developed by The Team. The project 

manager will keep track of the Gantt chart and will remind The Team about 
deadlines. Progress will also be reported to the project mentor on a regular basis. A 
progress report will be provided to the project mentor on June 25. If for any reason 
The Team falls behind in progress, the team will seek advice from the mentor on 
the appropriate methods to proceed. 

RESOURCES
• Cosmic Consultants will lean heavily on the resources provided by the MSC 

program throughout the research and recommendation phases of The Project, 
as well as consultations with The Program Mentor and The Client. The Project 
Manager will be the primary contact for these communications, with The 
Compliance Manager as sub-contact.

• Software resources that are likely to be used include: Adobe InDesign, Adobe 
Illustrator, Adobe Photoshop, Excel, Microsoft Word. All of these resources are 
available on the Westminster campus and on The Team’s individual computing 
devices. 
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Roles & Expectations

The following describes the role and responsibilities of each member for this project:

• Brian “Gray” Gray: Project Manager
• Also known as the “Driver,” The Project Manager will oversee The Team and 

initiate behaviors pertaining to both team and individual work sessions. The 
Project Manager’s role focuses the group, and minimizes off-topic discussions, 
ensuring tasks are accomplished in a timely manner. The Project Manager will 
conduct primary communication with The Client and disperse said information and 
communication accordingly as per The Team’s request.

• Also known as the “Taskmaster,” The Project Manager will oversee project, and 
progress in The Project. The Project Manager will assign tasks, collects project 
assignments, and review deadlines. Additionally, The Project Manager will provide 
weekly task updates and reminders every Sunday evening.

• Amory Harris: Project Designer 
• Also known as the “Creative Communicator,” the designer illustrates key concepts 

by designing a rough layout of art and copy regarding arrangement, size, type 
size and style, and related aesthetic concepts. Obtains team approval of concepts 
before continuing with final design. 

• The Project Designer will also be working on redesigning Cosmic Consultant 
branded material as a means to create simplicity and increase readability for both 
the target audience and The Program Mentor. 

• o Collaborates with the Content Director/Strategist to create a document that is 
both user friends and maximizes readability

• Tyson Olcott: Content Director/Strategist
• o The Content Director will be responsible for developing the voice for all aspects 

of the assignments and documentation submitted for both The Program Mentor 
and The Client. In addition to writing, editing and proofreading content, this 
person will also work closely with The Team to create content pieces that follow 
specific project parameters. 

• As the Content Strategist, this team member will be tasked with instructional 
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design strategy, working closely with the Project Designer to ensure efficient and 
user friendly instructional design.

• Develops clear, controlled and consistent copy that persuades, educates, and 
engages the target audience

• Kent Ava: Content Researcher and Project Coordinator
• Also known as the “The Researcher,” this team member will be tasked with 

collaborating with multiple team members on the content creation.
• Identify the target audience and situation analysis through primary and secondary 

research. Define specifics relevant to segmented audience. 
• Also known as the “Elaborator,” The Project Coordinator will keep thorough 

account of team meetings and report the meeting notes in a summarized fashion 
no later than 48-hours after team meetings. The Project Coordinator will act as a 
referee point for further clarification for The Team. 

• The Project Coordinator will act as consensus taker at times when the Team is 
in disagreement pertaining to project issues. The Project Coordinator will clarify 
where each group member stands on issues and ask questions to assess the degree 
of disagreement.

• The Project Coordinator will also assist the Content Director/Strategist in 
developing content for any given assignment. 

• Rebecca Storms: Compliance Manager and Usability Specialist
• Also known as the “Standardizer,” the Compliance Manager will work to ensure 

that all documents being submitted to either Program Mentor or Client align with 
the Cosmic Consultants brand, are grammatically correct and have a consistent 
voice, tone, and message. 

• The Compliance Manager will review all finalized and designed documents for 
approval, before sending the approved and final version to The Project Manager 
for submission. 

• The Compliance Manager will also assist the Content Researcher in developing 
content for any given assignment. 

• The Cosmic Consultants have agreed on expectations for all team members, 
believing that clear expectations of team-member roles and responsibilities are 
critical to success. Missed deadlines and poor quality work will cause the group to 
fall behind on The Project.

• Not only does The Team expect high-quality work from each other, but also 
expects the same level of work and respect from The Program Mentor. Defined 
mentor roles will ensure team revisions are received in a timely manner to stay on 
top of the deadlines.
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All team members are expected to satisfy the following 
criteria:
• Meetings will take place weekly. 
• Meetings are expected to last at least one hour with individual work time and tasks 

delegated at the end of each team meeting. 
• Weekly team meetings will serve as an avenue for discussions, brainstorming, mind 

mapping, and project and team progress reporting.
• Attendance is required at every weekly team meeting, unless appropriately 

communicated to The Project Leader/Manager.
• Communication is requested from every team member, with The Project Leader/

Manager conducting weekly check-ins as needed.
• Asana will be utilized as the primary project management platform, where 

individual tasks, subtasks and assignments will be distributed. 
• Google Drive will be used to upload critical documents related to The Team 

project.
• Asana will also be used to conduct out-of-meeting team communication, 

brainstorming, and status updates on tasks.
• Google Hangouts and calls will be used when a member is unable to attend a 

meeting.
• If team members are going to miss a meeting or be absent for an extended amount 

of time, it is their responsibility to:
• Notify team members in advance

• Arrange necessary communication methods (Hangouts, email, etc.) while away
• Continue to contribute to project as assigned
• Calls, Google Hangouts, and email will be the secondary method of 

communication.
• All team members will be expected to contribute to the weekly agenda. 
• Meetings will start on time.
• The Team recognizes that personal and work travel could affect The Project and 

communications. The Cosmic Consultants will strive to stay in contact during trips 
to meet deadlines and responsibilities. Team members agree to communicate any 
travel plans in advance and as early as possible to The Team.
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Risk Assessment

In the event a team member believes he or she has an issue with another team 
member, The Project Manager, or The Client, we will use the following steps to 
address the issue in a timely manner to avoid delaying The Project. An issue is defined 
as a conflict that impedes the stated rationale of The Project and affects the ability of 
The Team to meet responsibilities, meet deadlines, and deliver high-quality work to 
the target audience and The Program Mentor.

• Cosmic Consultants have identified possible risks and conflicts that may arise in 
the course of The Project. While this is not a comprehensive list, it will serve as a 
preliminary list. Conflicts that fall outside of the risk assessment will be confronted 
as they arise.

Risks include:
1. Lack of educational materials to accurately develop an instructional design manual
2. Limited target audience responses and perspectives outside of a potential bias 

amongst The Team
3. Failure to develop a user friendly document/manual that the identified target 

audience might engage with

Solutions include:
1. Continue forward with team collaboration and Program Mentor consultations
2. Extrapolate and use data from all collection sources
3. Review team member concerns and make a team decision for corrective action

Decisions will be made as a team, using a standard “majority rules” scenario. Any 
and all disagreements will be handled by The Project Leader. If The Project Leader’s 
personal opinion is in disagreement with The Team, The Project Coordinator will 
mediate. 
• The Team will operate on a three-strike policy in the event a team member is 

unable to fulfill a task or duty.
• First strike: The Project Leader will follow up with team member, or Project 

Coordinator will follow up if offender is Project Director. 
• Second strike: Two team members will have a consultation with the offending team 
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member. Program Facilitator will be consulted. 
• Third strike: Team member will no longer be a part of The Team, and the rest of 

The Team will absorb his/her role. 

How to address issues with team member(s)
• If there is an issue regarding interactions between team members, the following 

steps will be taken:
1. The Team leader will meet with The Team member(s) involved within 24 hours of 

the time the issue is brought to his or her attention.
2. The Team leader will meet with The Team member (s) by phone or in-person to 

discuss options for addressing and resolving the issue.
3. The Team leader and team member(s) will develop an agreed-upon action plan to 

resolve the issue.
4. The action plan will be developed by The Team member(s) and emailed to The 

Team leader within 24 hours of the meeting.
5. The Team leader will inform the mentor of the issue and provide a copy of the 

action plan within 24 hours of finalizing the action plan.
6. Team member(s) will be accountable for implementing the changes outlined in the 

action plan.
7. The Team leader will check in on the status of the action plan within 3 days of 

receiving the action plan unless the action plan includes a different timetable for 
solving the issue.

8. If The Team member(s) has not met the requirements of the agreed-upon action 
plan, The Team leader will bring the issue to the mentor.

9. The mentor will meet with The Team leader and The Team member(s) within 24 
hours to discuss and determine the next steps to resolve the issue.

How to address issues with team leader
• If there is an issue regarding interactions with The Team leader, the following steps 

will be taken:
1. The Team member(s) will schedule a meeting with The Team leader within 24 hours 

of the time the issue is brought to his or her attention.
2. The Team member(s) will meet by phone or in-person to discuss options for 

addressing and resolving the issue.
3. The Team leader and team member(s) will develop an agreed-upon action plan to 

resolve the issue.
4. The action plan will be delivered by The Team leader to The Team within 24 hours 

of the meeting.
5. The Team leader will inform the mentor of the issue and provide a copy of the 

action plan within 24 hours of finalizing the action plan.
6. The Team leader will be accountable for implementing the changes outlined in the 
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action plan.
7. The mentor will check in on the status of the action plan within three days of 

receiving the action plan unless the action plan includes a different timetable for 
solving the issue.

8. If The Team leader has not met the requirements of the agreed-upon action plan, 
the mentor will take responsibility for addressing the issue with The Team leader.

9. Then mentor will meet with The Team leader and The Team member(s) within 24 
hours to discuss and determine the next steps to resolve the issue.

How to address when a team member(s) fails to meet deadlines and expectations
• If a team member fails to meet team expectations on a regular basis, and this 

failure has been discussed during team meetings, The Team leader will implement 
the following steps:

1. The Team leader will meet with The Team member(s) involved within 24 hours of 
bringing the issue to his or her attention.

2. The Team leader will meet with The Team member(s) by phone or in-person to 
discuss options for addressing and resolving the issue.

3. The Team leader and team member(s) will develop an agreed-upon action plan to 
resolve the issue.

4. The action plan will be delivered by The Team member(s) to The Team leader 
within 24 hours of the meeting.

5. The Team leader will inform the mentor of the issue and provide a copy of the 
action plan within 24 hours of finalizing the action plan.

6. Team member(s) will be accountable for implementing the changes outlined in the 
action plan.

7. The Team leader will check in on the status of the action plan within three  days of 
receiving the action plan unless the action plan includes a different timetable for 
solving the issue.

8. If The Team member(s) has not met the requirements of the agreed-upon action 
plan then The Team leader will bring the issue to the mentor.

9. The mentor will meet with The Team leader and The Team member(s) within 24 
hours to discuss and determine the next steps to resolve the issue.

How to address issues with the mentor
• Team members will announce concerns regarding mentor participation and 

responsibilities at the end of team meetings or during email conversations. The 
Team leader will implement the following steps:

1. The Team leader will discuss the issue with mentor on their regularly scheduled 
check-in meeting or within 24 hours, depending on the timing.

2. The Team leader and mentor will develop an agreed-upon action plan to resolve 
the issue.

3. The action plan will be shared with The Team members within 24 hours of the 
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meeting.
4. The Team leader will check in with the mentor within three days of receiving the 

action plan unless the action plan includes a different timetable for solving the 
issue.

5. If the mentor has not met the requirements of the agreed-upon action plan, The 
Team leader will bring the issue to The Team members.

6. The Team leader will schedule a meeting with the mentor and The Team member(s) 
within 24 hours to discuss and determine the next steps to resolve the issue.

The Comic Consultants have proposed the previous contingency steps in order to stay 
prepared to resolve any issues that occur during The Team project. The agreed-upon 
plans will quickly resolve the issue at hand and keep The Project moving forward. If 
the steps outlined do not provide a resolution, The Team leader will revise the PMP as 
necessary to address any issues.
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