	WS – F.1.A: Task Analysis Part A - Data Collection Plan

	Project:
	Date:

	Limiting Factor(s):
	Designer/Developer(s):



	Allocated Time for Analysis Phase: 
	



Section A:  DATA TO BE COLLECTED

	Item
	Type of Data
	Most Useful Source(s) for Data
check all that apply

	
	
	AP
	SME
	Supvr. / Manager
	CG Policy / Manuals 
	User Guide / Manuals
	Training / Analysis Docs.
	Other

	1 
	Job / Job Specialty 
	
	
	
	
	
	
	

	2 
	Tasks / Task Details / Characteristic
	
	
	
	
	
	
	

	3 
	Performance Requirements / Task Standards
	
	
	
	
	
	
	

	4 
	Prerequisite skill & knowledge
	
	
	
	
	
	
	

	5 
	Task Performance Map
	
	
	
	
	
	
	

	6 
	System / Subsystem / Equipment
	
	
	
	
	
	
	

	7 
	General Parameters and Constraints
	
	
	
	
	
	
	

	8 
	Delivery Parameters and Constraints
	
	
	
	
	
	
	

	9 
	Design / Development Parameters and Constraints
	
	
	
	
	
	
	

	10 
	Testing / Evaluating Parameters and Constraints
	
	
	
	
	
	
	

	11 
	Target Audience Profile
	
	
	
	
	
	
	

	12 
	Instructor Profile
	
	
	
	
	
	
	

	13 
	
	
	
	
	
	
	
	

	14 
	
	
	
	
	
	
	
	

	15 
	
	
	
	
	
	
	
	

	Data Source Classifications 

	AP – Accomplished Performer
	Supvr. / Manager – Supervisor of the AP or any other individual serving in a staff support role, such as the Rating Force Master Chief or Training System’s HQ representative
	Policy / CG Manuals  – Organizational documents that establish policies, or provide directives,, method or standard operating procedures and can be found on CG Directives website or other HQ

	SME – Subject Mater Expert
	
	

	User Guide / Manuals – a document /manual that explains how to interact with a particular system, tool or equipment; can also refer to an electronic “help” document or “how to” manuals; generally provided by the vendor / manufacturer of the product or system; 
	Training / Analysis Docs.  –includes existing training materials (such as the course materials that  will need to updated for course maintenance projects), or any analysis documents forwarded to you such as a Font End Analysis, Training Requirements Analysis or Training Needs Assessment
	Other -  includes other personnel not previously identified such as system administrators, engineers, customers, etc. or other document s not previously identified such a other government agencies, books, inter/intranet searches, etc. Be sure to include the contact or content details.

	Continued on next


	WS – F.1.A: Task Analysis Part A - Data Collection Plan, continued

	Section B. DATA COLLECT METHOD:

	Extant Data Review

	Item
	Source Details
	Expected Outcome
	Planned Completion Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Individual Interview

	Item
	Who
	Expected Output
	Logistics
	Planned Completion Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Observation

	Item
	Who
	Expected Outcomes
	Logistics
	Planned Completion Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Continued on next 
	WS – F.1.A: Task Analysis Part A - Data Collection Plan, continued

	Section B. DATA COLLECT METHOD:

	Focus Group

	Item
	Participants by Group
	Expected Output
	Logistics
	Planned Completion Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Survey

	Item
	Who
	Expected Outcomes
	Logistics
	Planned Completion Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Other Method: __________________________________

	Item
	Source Details
	Expected Outcomes
	Logistics
	Planned Completion Date

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	WS – F.1.A: Task Analysis Part A - Data Collection Plan, continued

	Section C. Additional Notes: 
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