Example – Assessment Report Format


ASSESSMENT REPORT

Dates of Assessment _____________



IAS #_____________

Topic of Assessment _____________________________________________________

Assessment Lead ___________________ Other Assessors ______________________

Executive Summary

A brief summary of the objective and authority for conducting the assessment with a succinct discussion of all Level 1 or significant Level 2 Findings and noteworthy practices.  (Note: Length of this section can be anywhere from 2-3 paragraphs to a page but should rarely be longer than a page.)
Objective and Scope
Briefly state the purpose and scope of the assessment, identifying any specific performance objectives and/or the criteria that will be used.  Describe the overall scope and methods used to perform the assessment.  Reference the Assessment Plan, scoping memo or organizational procedure, if applicable.  (Note:  Length of this section should typically be 1-2 paragraphs.)

Discussion of Results

Discuss the results and conclusions of the assessment, the basis for the conclusions and overall status of the area being assessed. State the number of Level 1, Level 2 and Level 3 Findings as well as briefly discuss in summary fashion information on all findings and noteworthy practices.  (Note: Length of this section can vary considerably, from 2-4 paragraphs to 5-6 pages, based on the scope of the assessment, the type of activity assessed, and the number of concerns, deficiencies, opportunities for improvement, strengths, and noteworthy practices.)

Level 1 Findings (Concerns)

Number Level 1 Findings by referencing them with a L1 then a dash and a number (L1-1, L1-2….etc), the number should be referenced in the text of the report.  Numbers are assigned in the order they appear in the text. If there are no Level 1 Findings simply write the word None.
L1-1 
Describe each L1 in a concise statement.  Add examples if necessary to explain or support. 

Level 2 Findings (Deficiencies)
Number Level 2 Findings by referencing them with a L2 then a dash and a number (L2-1, L2-2…etc) the number should be referenced in the text of the report.  Numbers are assigned in the order they appear in the text. . If there are no Level 2 Findings simply write the word None.

L2-1
Describe each L2 in a concise statement.  Add examples if necessary to explain or support. 

Level 3 Findings (Opportunity for Improvement)

Number Level 3 Findings by referencing them with a L3 then a dash and a number (L3-1, L3-1, L3-2, etc) the number should be referenced in the text of the report.  Numbers are assigned in the order they appear in the text. For each L3 identified during the assessment provide sufficient supporting information to allow the L3 to be evaluated to determine whether a corrective action is warranted.  If there are no Level 3 Findings simply write the word None.

L3-1
Describe each L3 in a concise statement.  

Strength
State the strengths in a concise statement and if necessary discuss the basis for determining why the activity is considered a strength.  Number strengths by referencing them with a S then a dash and a number (S-1, S-2…etc) the number should be referenced in the text of the report. . If there are no strengths simply write the word None.
S-1
Describe each strength in a concise statement.  

Noteworthy Practice

Number Noteworthy Practice (NP) by referencing them with an NP then a dash and a number (NP-1, NP-2…etc), the number should be referenced in the text of the report.  Numbers are assigned as the order they appear in the text. List each noteworthy practice identified during the assessment. Provide sufficient supporting information to justify the categorization.  If there are no noteworthy practices then simply write the word None. 

NP-1
Describe each NP in a concise statement. 

Personnel Interview

List names and/or titles of personnel interviewed as part of the assessment. 

Documents Reviewed

Provide a list of documents that were reviewed during the course of the assessment. The purpose of this list is to document the scope of the assessment and demonstrate compliance with applicable DOE requirements and commitments.

Submitted By:  _________________________

_____________


Assessment Team Lead

Date
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