
NEEDS ASSESSMENT TEMPLATE
	Project:  (state the project and how it relates to the mandate of the branch/division/ministry/government)



	Objective:  (identify the desired outcome(s) of the project. (e.g. cost savings, improved customer service, better turnaround time, safer environment for the public, need for re-procurement))


	Deliverables:  (define the deliverables/outputs in measurable terms.  (e.g. units produced, clients served, participants trained, sessions conducted, reports produced, technological advancements))


	Qualifications:  (identify human resource requirements and quantity of required resources. State desired certifications, degree’s and/or required competencies (e.g. professional engineer, accountant, management consultant))


	Standards:  (state any applicable service standards or other requirements (e.g. list current or desired service levels, reports or deliverables))


	Timeline:  (estimate how long project will take, consider the impacts and process that will be used, identify critical deadlines, establish progress milestone and target dates)



	Location:  (determine the locations where this work needs to be performed and the impact on scheduling, logistics, resources and monitoring)
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