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Implementation Plan for a Needs 
Assessment

Appendix A.1

This sample planning table provides a general set of tasks for carrying out 
your needs assessment. Because each needs assessment is unique, this sample 
can be adjusted to the particular requirements of your specific needs assess-
ment. For instance, a smaller-scale needs assessment may compress several of 
the activities into a few days of effort, whereas larger-scale assessments may 
require additional tasks, time, and involvement of partners to be able to 
appropriately adjust to the complexities of the organization. Nevertheless, 
the sample planning table can be a guide for you to determine what has to be 
done, who should be involved, and how long you estimate that it may take to 
complete a needs assessment.

Completing a needs assessment typically requires a number of people 
with different roles and levels of expertise. Low-skill tasks, such as schedul-
ing a meeting, can be completed by staff members with minimum qualifica-
tions. Medium-skill tasks, such verifying the links between proposed 
activities and needs, can be completed by staff members with some special-
ized training. Finally, high-skill tasks, such as data analysis and interpreta-
tion, require professionals with task-specific experience and expertise. 
Depending on your organization, people may have titles that are very differ-
ent from the ones we have used here. 
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