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Cover Letter and Data Collection Instrument
Date
Dear Employee of attention  
I am a University of (……………………….) student pursuing a (…………..) degree in (……………….) For Requirements Assessment, I am working on an army combat training needs analysis. 
The enclosed survey intends to collect data on your organization’s to determine if more training is needed for the employees, the various skills they feel need to be taught at your workplace, and the specific skills you would personally need to learn. In addition, you will be asked a few questions regarding your thoughts on the benefits of offering these services. A copy of this survey will be sent to the individual in the army unit willing to participate in the survey voluntarily. Because of your expertise in the study area, you were chosen to take part in this research. This research is intended to be conducted on the army unit to determine the training needs, particularly regarding combat readiness. 
It will take five to ten minutes to finish all tasks in the survey. Within appropriate bounds, we guarantee you that all of your responses will be kept private. The surveys will only be accessible to those who are actively involved with the project. By completing and returning this survey, you are expressing your willingness to participate in this research. Please use the enclosed return envelope upon completing the survey. Furthermore, the completed survey can be submitted at the office of the secretary within the department. 
Any queries about this survey and project can be directed to me or my supervising instructor of the University of (………….) Department of (……………..), at (………..email address of the supervisor…..) or (…….phone number…..).
Thank you so much for taking the time to complete the army combat training Needs Assessment survey, as it will be highly useful in my research.
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Data collection instrument
Survey on Army Combat Training Needs Test Survey
https://www.surveymonkey.com/r/PVQQVRT

1. What did you like about the test?
2. What did you dislike about the test?
3. How organized was the test?
Extremely organized
Very organized
Somewhat organized
Not so organized
Not at all organized
4. Was there any information that would have been helpful to know before the test?
5. Was the test length too long, too short, or about right?
Much too long
Too long
About right
Too short
Much too short 
6. Do you feel that more training is needed for employees?
Not at all
Slightly
Moderately
Very
Extremely
7. Are there skills that you feel need to be taught at your workplace?
Yes
No 
8. Are there specific skills that you would personally like to learn?
Yes
No 
9. What do you think will be the benefits of this training needs test?




