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1. Use 1” margins, center the text, and start the first line at the top of the page.

2. Follow this sample Table of Contents page
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Introduction and Background
<Level of heading 1 for title; see Introduction, section 2.05, p. 27+, and Levels of Heading, section 3.03, p. 62+, in your APA Publication Manual (6th ed.)
<add blank line between title and text
Begin text here and double-space text. The purpose of a training needs assessment is to determine whether there is a need for training and to identify possible content for a training program. Select an extant (actual) company and an extant or perceived training need. Remember that your training need must be knowledge- or skills-based. Do not select a training gap that is attitudinal or behavior-based. Do not select a training gap that is focuses on marketing-based strategies. Do not select a training gap that is really a staffing or scheduling issue. You need to select a perceived training gap, e.g., a training gap that can be corrected by teaching employees a new skill set or providing information that will enable them to perform their jobs better.  
As a note, your ELFH 311 project is the basis for your ELFH 312 and ELFH 332 projects. Choose your training need wisely. This narrative section of the proposal must clarify why a training needs assessment should be conducted. In this section, describe the following:
Nature of the Organization   <Level of heading 2; see Levels of Heading, section 3.03, p. 62+
<add blank line between heading and text
 Begin text here and double-space. Describe the type (business, industry, government, military, etc.) and nature (profit, non-profit, emerging, etc.) of the organization in which the TNA will be conducted. Describe in detail the setting (environment) and context (related factors) for the assessment so that a reviewer unfamiliar with this information will understand the situation.
Factors Indicating a Knowledge and/or Skill Gap

Begin text here and double-space. Describe the actual (existing) or perceived (thought to exist) factors that indicate a knowledge or skill gap may exist.
Include your sources of information and cite properly. Identify and describe your source(s) of information about the training concern. You may refer to observations and personal experiences that led you to identify the factors that indicated to you there may be a perceived training need or gap above. This may include: observed events; observed behaviors of customers and/or employees; discussions with others whose experiences or opinions gave you insight; and opinions gained from reading items such as letters to the editor of a newspaper, or other informal sources.
More formal sources may include: relevant data/reports; case studies; examples in texts; or similar illustrations that suggest a training need actually exists. Reference to published theory or research is not required, but might provide support for the proposal.
Refer to Chapter 6, pp. 169-179, in your APA Publication Manual (6th ed.) (2010) for examples of how to properly quote and cite your sources of information within the text of your proposal. 
Purpose of the Training Needs Assessment

Begin text here and double-space. The purpose of the assessment is to collect data for effective decision-making regarding a specific concern. This narrative section of the proposal must explain the type of data that should be collected and examined to determine whether a training gap exists in the area of concern.
The detail from this type of data will also reveal the specific needs that make up the training gap (i.e., those specific areas that training can correct). For example, one might state that "The purpose is to interview all sales associates and collect data regarding their role and responsibility for energy and water conservation and recycling of packaging products." In this section, describe the following:

Data to be Collected

Begin text here and double-space. Describe the focus of the training needs assessment and the type of data you will collect (questionnaire, interview, observation, etc.), including the rationale for choosing to collect this type of data.
Importance of Training Need

Begin text here and double-space. Describe the importance and relevance of the data to be collected, including the anticipated impact of the training needs assessment (for example, how will the data be useful to the organization?).
Note: The above section describes only the type of information and the impact. How the data will be collected is described in the next section, Methods. Do not overlap your descriptions.
Methods
The purpose of this section is to describe how the assessment will be conducted. This narrative section of the proposal must describe the subjects involved, the data collection instrument to be used, and the process for collecting the data. Describe the following, using subsections as shown:
Description of Subjects

Note:  Keep your subjects simple. Use only one set of subjects. Do not include both managers and trainees – choose one group or the other.

Begin text and double-space. Identify the type of individuals (for example, new employees, etc.) from whom the data will be collected. Estimate the total number of subjects and identify demographic characteristics (age, gender, experience, credentials, etc.) that may be relevant to the assessment. Explain why these subjects are appropriate for assessment and how individual subjects will be selected.

Description of Instrumentation

Source of instrument(s). <Level of heading 3; section 3.03, p. 62+ Begin text here and double-space. State whether you will use (or adapt) an existing instrument or will create a new one. Identify the source of your instrument. If you will use a Toolkit, then also include the Toolkit number. 
If you used one of Gupta, Sleezer, and Russ-Eft’s ToolKits, then you will need to copy the citation below and paste it at the end of your data collection instrument. Note that this is not the same citation entry format that you will use on your References page.

Source: Gupta, K., Sleezer, C. M., & Russ-Eft, D. F. (2007). A practical guide to needs assessment (2nd ed.). San Francisco: John Wiley & Sons, Inc. Reproduced by permission of Pfeiffer, and Imprint of Wiley. 
Likewise, if you use any extant survey, you must identify the copyright source at the bottom of your instrument. 

Design and content of instrument. Begin text here and double-space. This section should explain how the questions will be asked. Describe the type of instrument (interview, pen and paper or electronic questionnaire survey, focus group, observation, etc.) and the technique for administering it. Describe the sections of the instrument, type (closed-ended or open-ended) and amount of questions, rating scales used (Likert-type scale), and other details about the instrument selected.
Process for pilot test and evaluation of instrument. Begin text here and double-space.  Describe your plan for pilot-testing the instrument and, if necessary, revising it. You should administer your Data Collection Instrument (DCI) to at least 3 persons who are not your subjects as described in the Description of Subjects section above.  The purpose of pilot-testing your DCI is to gather feedback in regard to how well your DCI is laid out, ease of use and flow of questions, clarity of instructions, clarity of questions, whether or not questions are redundant or if you have omitted pertinent questions.  The purpose of pilot-testing is not to analyze the data, but rather to review how well your DCI functions.
Data Collection Procedures
Begin text here and double-space. Describe time requirements for administering the data collection instrument and gathering the response data. Describe all factors related to the type of instrument used. Any researcher who is interested in conducting a similar study should be able to read this section and exactly replicate your procedures step-by-step.
Findings

The purpose of this section is to discuss the results of your data collection.  You should include a summary of your data, as well as your own analysis of it.  You should use the data you collected to (1) identify the gap between the desired end state and the current scenario; (2) prioritize needs; and (3) determine the source or cause of the gap.  Consider the impact of your analysis on the organization, department/group, or system you studied.  
Data Summaries


In this section, you should provide neat and easy-to-read summaries of the data you collected.  It is important that you not include all of your raw data (such as transcripts of interviews or individual survey responses).  Instead, summarize the data in paragraph form or with a chart (or both).  Please refer to the Publication Manual of the American Psychological Association (current edition) for the proper format for any charts you may include.  
Analysis and Interpretation


This section should include your analysis of the data you collected.  Explain the difference between the desired end state and the current scenario.  If multiple needs were found, prioritize them according to your data analysis.  
Conclusion

This section should summarize your work.  Additionally, it should clearly explain your recommendations for implementation of change.  Outline or describe an intervention based on your analysis, and make a case for how the data has informed your choice(s) in recommending changes.  
References

Begin this section on a new page and center the title at the top of the page. See APA Publication Manual (6th ed.) (2010), p. 37, for Reference page creation. 

The sources you cited throughout your TNA should be placed here in alphabetical order. If you cited personal communications, observations or interactions, policy statements, memos, directives, documents, etc., in support of identifying your perceived performance gap, you may include such here. 
Note:  Each of your references must be cited within your text at least once; conversely, each reference cited within your text should be included on this reference page. 

Example:

Gupta, K., Sleezer, C. M., & Russ-Eft, D. F. (2007). A practical guide to needs assessment (2nd ed.). San Francisco: Pfeifer. 
Appendices
Begin this section on a new page and center the title approximately halfway down the page.

Begin each appendix on a separate page. If you do not have a Glossary, your Cover Letter will become Appendix A and your DCI will become Appendix B. 
Appendix A  
Glossary (optional)
Insert your glossary terms (and acronyms) on this page. If you do not need a glossary, your Data Collection Cover Letter will become Appendix A. If you have more than one cover letter, then you will use Appendix B, C, etc., as needed.

Appendix B
Cover Letter
Insert your data collection cover letter here; single space as shown
Note:  You will need to modify the blue text in this cover letter to fit the organization and purpose of your TNA. Remember that your cover letter needs to address who, what, where, when, why, and how. 
Date

Dear Subject
I am an undergraduate student seeking my degree from the Bachelor of Science in Organizational Leadership and Learning degree program at University of Louisville. I am working on a training needs assessment for ELFH 311, Needs Assessment.

The purpose of the enclosed survey is to gather information about the [example] number of accessible outdoor recreation facilities that your site provides. In addition, there are a few questions that ask your opinion about providing these facilities. All site superintendents for the Kentucky Department of Natural Resources and the Kentucky Historic Preservation Agency <Explain the purpose of your questionnaire will receive a copy of this survey. You were selected to participate in this study because of your knowledge of the area. <Explain why the person was chosen to participate in your TNA
The survey will take 10 to 15 minutes to complete. <state how long it will take to complete All of your responses will be kept confidential within reasonable limits. Only people directly involved with this project will have access to the surveys. Completion and return of this survey indicate voluntary consent to participate in this study.  Please use the return envelope provided (or electronic version). <Explain how your participant will return the completed questionnaire
Any questions about this study can be directed to me or to my supervising instructor,
Elizabeth L. Krauss, Department of Leadership, Foundations, and Human Resources Education at University of Louisville, e-mail elizabeth.krauss@louisville.edu, phone 502-552-8835. 
Thank you for taking the time to assist me in my training needs assessment for ELFH 311, Needs Assessment.

Student



Phone number

e-mail (optional)

Source:  This cover letter template was derived from a sample on the SIUC Office of Research and Development Administration (ORDA) Web site.  http://www.siu.edu/orda/human/sample_cover_letter.doc 
Appendix C
Data Collection Instruments
Title of Questionnaire
Insert your data collection instruments here.

