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Completing a Needs Assessment is an important part of the training process.  This will enable you to find exactly what the training need is to ensure that the training you offer meets the needs of the program.  A needs assessment can be done via phone, e-mail, or mail.  
Program Name: ____________________________________________________________
Contact With: ______________________________________________________________
Topic Needed: ______________________________________________________________
Who Needs the Training: ______________________________________________________
Number of Participants: _________________
Why do they need the training/what is the situation that demands the training? __________________
_____________________________________________________________________________________
_____________________________________________________________________________________
How much do the participants know about the content materials? _____________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
What are the training needs/what would you most like to get out of this workshop. _______________
_____________________________________________________________________________________
_____________________________________________________________________________________
Are there any particular questions or concerns, dealing with the topic, which you would like addressed in the training? ________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
What are the expected benefits/what particular skills would you like to gain and/or improve upon after taking the training? ________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________  
When - time and approximate dates/time frame.  ___________________________________________
Where – location. ______________________________________________________________________
