Training Needs Analysis Form
Company name: ____________________    Document no.: __________    Version / Date: __________

Respondent Details
	Name
	

	Department / Position
	

	Date completed
	

	Direct supervisor
	



Skill Gap Assessment (1 = none, 5 = expert)
	Skill / knowledge area
	Current level 1-5
	Level required 1-5
	Gap
	Priority High / Medium / Low

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Training Requirements
	Desired training topic
	Reason / expected outcome
	Preferred format
	Hours available
	Preferred timing

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Department Head Comments
Key departmental objectives for the next 12 months: ____________________
Three capabilities most needed to achieve them: ____________________
Suggested training budget (HK$): __________
Supervisor signature: __________  Date: ________

HR Summary (internal use)
	Training topic
	Number of requests
	Average gap score
	Estimated cost
	Include in annual plan?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



This template is provided by hkhrtool.com for general reference only and does not constitute legal advice. Please adapt it to your company policy and each individual case before use.
