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Executive Summary

This report details the results of the Department of State, Bureau of Diplomatic Security / Anti-Terrorism Assistance Program (DS/ATA) (Name of the course) conducted at (place of instruction) on (date of the course).

Insert course description, including audience, number of attendees, and any other particular information the lead instructor deems relevant.

1.0 Background  

Insert background information, including ATA requisition number, task order, contractor, purpose of the course, etc.

2.0 XXXX Course Description  

Include detailed course description, with number of days of training, type of training, topics covered, etc. 

Include complete course schedule.

3.0 Class Roster  

Include description of participants (e.g., explain experience, place of employment, etc.) Include (if possible) photographs with participant name, title, home agency/region. 

4.0 Performance Measures

Describe performance measures given and include summary of measures.  

4.1 Knowledge Surveys 

A twenty question multiple-choice Pre/Post-Training Knowledge Survey was administered to all participants attending the course.  The purpose of the survey is to gage participant knowledge of course fundamentals prior to the course and then to measure improvement at the completion of training.  Overall, for the group, there was an improvement rate of 15% in survey scores.  

Figure 4.1 illustrates the Knowledge Growth Rate for (participants) and a summary of the results of the surveys is provided in Table 4.1.  Scanned copies of the original Pre/Post Training Knowledge Survey forms are contained in Annex A.

4.2 Skills Evaluations

Skills evaluation sheets were utilized to gauge a group’s improvement in practical exercises throughout the course.  The sheets comprise _____ questions or statements that cover the full range of a typical response.  The sheets are completed by the facilitator during each of the _____ practical exercise scenarios. 

Table 4-2 compares the average scores for each team as scored on the skills evaluation sheets completed by the facilitators during the practical exercise scenarios of the ______ Course. The table also provides the combined class average for all teams and scenarios.  As illustrated in Figure 4.2, the Skills Evaluations sheets demonstrated an overall Skills Growth Rate of  __%.  The complete Skills Evaluation Class Summary file for the _____ Course is provided in Annex B along with scanned copies of the original skills evaluation sheets for each team. The skills evaluation process is discussed further in the Observations and Recommendations section of this report. 

4.3 Course Evaluations

To ensure a thorough participant evaluation of the _____ Course, course evaluation forms were provided to the participants.  The forms were distributed with the Participant Guides on Day 1 and then collected on the last day of training.  All participants completed and turned-in the forms and a summary of the results are provided in Table 4.3.  

Include a summary of the evaluations here.

5.0 Chronological Pictorial

The following photographs offer a chronological depiction of some of the events that were a part of the ________ Course.  

6.0 Observations and Recommendations

In this section, please include specific module-by-module observations and recommendations. This section is broken down into four sections; a) Admin/Logistics/Facilities, b) Curriculum and Documentation, c) Equipment/Technology, and d) General Observations.

6.1 Administration/Logistics/Facilities


Observation


Discussion


Recommendations 

6.2 Curriculum and Documentation   


Observation 1:


Discussion


Recommendation 


Observation 2: 


Discussion

Recommendation

6.3 Equipment and Technology


Observation  


Discussion   


Recommendation 

6.4 General Observations


Observation   


Discussion 

Recommendation 

7.0 Summary
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