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1 Executive Summary (10%) 
Briefly describe the company/firm/organization. 
What is the summary of your findings?
2 Methodology (20%)
How did you obtain the information necessary for this project? 
Why was this method chosen? 
Did you use interviews (with whom)? Surveys (with whom)? Focus groups? Document reviews (what documents)?
If you made observations, what did you look for? What days/times? 

3 Training Needs Analysis and Gap Analysis (60%)
 
I. Organizational Analysis
To align training with business strategy and to ensure there are resources and managerial support for training.
II. Task Analysis
To identify the important work-related tasks and knowledge, skills, behaviors, abilities (KSBAs); determine if the content and activities are consistent with trainee on-the-job experience and to develop measurable and relevant content, objectives and methods.
III. Person Analysis	
	To ensure that trainees have the basic skills, motivation, prerequisite skills or confidence.

Performing a gap analysis involves assessing the current state of a department's or employee's performance or skills and comparing this to the desired level. The difference between the existing state and the desired state is the gap.

4 How to evaluate training options (10%) 
This section lists how to select a training option based on the needs analysis, some factors to consider as followes
Cost
Solution to a problem
Return on Investment
Legal Compliance 
Time

