Instructional Design Needs Assessment Report Outline

Purpose of this template:
This template guides instructional designers, learning & development professionals, and human performance practitioners through a systematic, evidence‑based needs assessment. This outline is neither exhaustive nor is each section required.

1. Executive Summary
Provide a concise summary that includes the purpose, key gaps, findings, rationale, and next steps.

2. Background and Context
2.1 Organizational / Program Context
· Environment
· Mission
· Goals
· Relevant changes
2.2 Problem or Opportunity Statement
· Explain why the needs assessment was initiated.
· State assumptions and rationale.
· Describe any value that pursuing the problem or opportunity provides to the organization.

3. Purpose, Scope, and Objectives
3.1 Purpose
State what the assessment intends to accomplish.
3.2 Scope
· Boundaries
· Inclusions
· Exclusions
· Timeframe
3.3 Key Questions
List guiding questions.

4. Stakeholders
· Identify stakeholders, roles, influence, and involvement.
· Create a table that includes the above information, along with contact information and department.

5. Methodology
5.1 Approach
Describe assessment design.
5.2 Data Collection Methods
· List and describe the methods used.
· Attach the Appendix information for easy reference.
5.3 Instruments and Tools
· List frameworks and other tools used.
· Attach the Appendix information for easy reference.
5.4 Limitations
Describe constraints.

6. Current State Analysis
· Quantitative and qualitative findings.
· Use visual aids to convey pertinent information easily.

7. Desired State Analysis
· Performance standards and evidence.
· Use visual aids to convey pertinent information easily.

8. Gap Analysis
· Identify and prioritize gaps.
· Attach the Appendix information for easy reference.

13. Assumptions Summary
· Assumptions
· Rationale
· Risks

14. Conclusions and Next Steps
· Summarize findings
· List recommended next steps

Appendix
Instruments, data tables, diagrams, etc.
[image: A logo with black text and green circles

Description automatically generated]
image1.png
ANALYZE
ACHIEVE
® com





