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□ Financial Summary

� This is generally a table showing the various compo-
nents of your cost savings, revenue, and cost avoidance
measures. This is where the bottom line ROI figure
will reside.

� The goal is to summarize all of your financial informa-
tion onto one page.

□ Last Year’s Milestones

� Major accomplishments, goals completed, and major
changes should all be included.

□ Next Year’s Goals

� These goals should all tie into strategic goals.

� The goal of this section is to demonstrate to the execu-
tives how you will help their strategic vision come
about.

Style and Format

□ This is not a time to be stingy. 

□ Use color throughout the document.

□ Coil bind the report.

□ Use a clear cover and a vinyl back.

□ Use heavy paper. You don’t want the pages to be translu-
cent.

□ Pull quotes: 

� Take the most provocative numbers and add them as a
pull quote to the bottom of each page. For example,
cite ROI, number of students trained, knowledge gain,
and so on. Another good source of pull quotes can
come from your reaction surveys. Think of it as a prod-
uct testimonial.

□ Use white space and graphs:

� Leave plenty of white space in your document. Use
charts and graphs to quickly visualize data. Be sure to
add the underlying data.

□ Analyze your findings:

� At the bottom of each page of data, leave enough room
for a short paragraph of analysis. This is where you
want to emphasize particular numbers or trends.



 
Career Change Readiness Worksheet (An Infoline Job Aid) 
 
 

 
 

 

Deciding it’s time to make a change in your personal or professional life can be a 

difficult decision. This worksheet contains a series of questions designed to enable 

you to make an informed decision. When you finish answering the questions, review 

your answers and look for anything that indicates hesitance or uncertainty. These 

areas should be addressed and resolved before you make your change. 

 

For more information, see Infoline No. 250702 “Assessing Time, Career, and Life 

Directions.” Purchase this issue as a downloadable PDF or order a print copy here. 
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Ready, Set, Go: Are You Ready for a Change?
When managing your personal and professional life, one of the most important things you can do is recognize when it’s time
to make a change.  Naturally, this is easier said than done. Use the following worksheet to determine if you are ready to take
this step.

Ready 

Consider these questions first. Try to answer in one clear sentence.

Why do I want to leave my current position? 

____________________________________________________________________________________________________

____________________________________________________________________________________________________

More important, why do I want this change?

____________________________________________________________________________________________________

____________________________________________________________________________________________________

Perhaps even more important, why do I want to go to the new place?

____________________________________________________________________________________________________

____________________________________________________________________________________________________

What will be the same, different, and better about me at the new place? 

____________________________________________________________________________________________________

____________________________________________________________________________________________________

What words of a confidante ready my path the most?

____________________________________________________________________________________________________

____________________________________________________________________________________________________

What would happen if I stay the same one more year? One more month?

____________________________________________________________________________________________________

____________________________________________________________________________________________________
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Set 

Check “yes” or “no.” Go with your gut reaction.

In my gut I feel ready for this new path. □ÊYes □ÊNo

I have researched the new place to the best of my ability. □ÊYes □ÊNo

I have eliminated as much wishful thinking as possible. □ÊYes □ÊNo

Even if I am disappointed in some way with the new, I know I must go now. □ÊYes □ÊNo

I have the support of those close to me. □ÊYes □ÊNo

Double Check

Check “yes” or “no.” Go with your gut reaction.

Do I have a place to land—a contract or a firm offer? □ÊYes □ÊNo

Have I researched the new place recently? □ÊYes □ÊNo

Do I know someone who knows the new place? □ÊYes □ÊNo

If I am leaving without a new place, do I have 6-8 months of income? □ÊYes □ÊNo

Have I left without burning bridges and without resentment? □ÊYes □ÊNo

Go

Circle your response on a scale of 1-10, with 10 being best, most, or preferred.

I am ready, peaceful, and prepared to take my step.

1 2 3 4 5 6 7 8 9 10

Those close to me are encouraging my decision.

1 2 3 4 5 6 7 8 9 10

I cannot choose otherwise.

1 2 3 4 5 6 7 8 9 10
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Ready, Set, Go: Are You Ready for a Change? (continued)

Confirm

Project into the future or wait until you’re there to consider these questions. Try to answer in one clear sentence.

Now that I have made the move, how do I feel?

____________________________________________________________________________________________________

____________________________________________________________________________________________________

How do I now rate my activity level?

____________________________________________________________________________________________________

____________________________________________________________________________________________________

How is my general mood?

____________________________________________________________________________________________________

____________________________________________________________________________________________________

How do I want this new position to be different and better?

____________________________________________________________________________________________________

____________________________________________________________________________________________________

What will I do today to make “different and better” happen?

____________________________________________________________________________________________________

____________________________________________________________________________________________________
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How Well Do You Listen? (An Infoline Job Aid) 
 
 

 
 

 
Being an effective listener is a vital business skill. Give this assessment to your co-
workers, friends, family, and others so that you can learn their opinions of your 
listening skills. Use this assessment to discover your listening strengths and 
weaknesses. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
To learn how to build your listening skills, see Infoline No. 250605, “Effective 
Listening.” Click here to purchase the issue. 
 

Instructions 

 
 
 

http://store.astd.org/Default.aspx?tabid=44&action=INVProductDetails&args=8100


Listening Assessment
Want a better read on how well you listen? Rate yourself using this assessment to find out. To get a wider perspective, give
copies of this assessment to co-workers, friends, family, and clients to learn their opinions of your listening practices.

To complete the assessment, rate the person being evaluated based on the following scale: 1 = Never, 2 = Rarely,
3 = Sometimes, 4 = Often, 5 = Always. 

PERSON BEING EVALUATED____________________________________________

1. Gives the impression that he or she is fully listening. 1 2 3 4 5

2. Makes the speaker feel as if he or she is the center of the conversation. 1 2 3 4 5

3. Gives the speaker plenty of time to talk. 1 2 3 4 5

4. Refrains from interrupting the speaker. 1 2 3 4 5

5. Looks at the speaker with encouraging eye contact. 1 2 3 4 5

6. Does not fidget with objects or otherwise act distracted. 1 2 3 4 5

7. Helps keep the speaker on track with paraphrasing. 1 2 3 4 5

8. Probes for deeper understanding. 1 2 3 4 5

9. Does not finish the speaker’s sentences. 1 2 3 4 5

10. Conveys an attitude of openness and sincerity. 1 2 3 4 5

11. Puts the speaker at ease, encouraging deeper sharing. 1 2 3 4 5

12. Asks questions that open up the discussion. 1 2 3 4 5

13. Asks questions to direct more discussion to a particular 1 2 3 4 5
point, when helpful.

14. Asks questions to draw out emotion as much as fact. 1 2 3 4 5

15. Does not insert humorous remarks when the speaker is serious. 1 2 3 4 5

16. Refrains from “sneaking a peek” at his or her watch. 1 2 3 4 5

17. Smiles at the speaker and leans forward to convey interest. 1 2 3 4 5

18. Does not give the impression of “listening just for show.” 1 2 3 4 5

19. Creates an atmosphere of trust and connection through listening. 1 2 3 4 5

20. Demonstrates empathy through listening. 1 2 3 4 5

Effective Listening
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Personal Development Plan for Managers (An Infoline Job Aid) 
 
 

 
 

 
As a manager, it’s important to know your strengths and improve your weaknesses. 
Prepare an individual development plan with this job aid. This job aid contains two 
documents. First, use the “Management Competencies Self-Assessment” on the next 
page. Use this to rate your skills in the areas of business management, people 
management, process management, communication, and personal effectiveness. Total 
your score in each area; circle the three or four competencies with the lowest scores 
to focus on, and assign priority to them (A, B, C). 
 
Now, move on to the forth page, the “Better Manager IDP.” Enter your rankings from 
the assessment next to each competency. In the space provided, write down why 
lacking in that competency is costly to you or your organization.  
 
Finally, you will create a table to identify competencies, skills, and so on for 
improvement. See the job aid for a completed example. 
 
For more information, see Infoline No. 250607 “Be a Better Manager.” Purchase this 
issue as a downloadable PDF or order a print copy here. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Instructions 
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Be a Better Manager

Copyright © ASTD.

Management Competencies Self-Assessment
Consider the following statements and rate yourself on them according to the following key: (5) This is a real strength; (3) I
have adequate skills in this area; (1) I could use some improvement in this area. Then add up your scores for each compe-
tency. Circle the three or four competencies with the lowest scores to focus on and assign priority to them (A, B, C).

Priority 
Business Management 5 3 1 (A, B, C)

I can describe my organization’s goals and competitive environment. 

I understand principles of finance, budgeting, and accounting.

I am skilled at preparing strategic plans that align with organizational goals.

I understand relevant business regulations and procedures in my organization’s industry.

BUSINESS MANAGEMENT TOTAL: 

People Management

I use an effective process to hire employees.

I work with my employees to identify performance goals for them that align with the
organization’s goals.

I am comfortable delegating work to my employees.

I enable my employees to achieve their performance goals and more through effective
coaching and motivation techniques. 

PEOPLE MANAGEMENT TOTAL:

Process Management

I run effective meetings that achieve their stated goals.

I understand how change affects people and how to help them to embrace it.

I am skilled at planning, organizing, and controlling work.

I use resources effectively. 

PROCESS MANAGEMENT TOTAL:



Copyright © ASTD.

Be a Better Manager

Priority 
Communication 5 3 1 (A, B, C)

I communicate well orally.

I withhold judgment until I have completely and accurately heard what someone intends
to say.

I regularly provide both constructive and positive feedback that is specific and immediate.

I communicate well in writing.

COMMUNICATION TOTAL:

Personal Effectiveness

I practice excellent time management skills.

Each day, I choose to first work on tasks that are highest priority to the organization
and to me.

My work space is well organized, and I always know where to find documents I need.

I use effective problem-solving and decision-making processes.

PERSONAL EFFECTIVENESS TOTAL:
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Better Manager IDP

To prepare your IDP, determine where you require additional development using the Management Competencies Self-As-
sessment. Write the competencies down in the following table. Then rank them. Give the one that is costliest to you and/or
your organization the number 1, the next costliest the number 2, and so forth. 

Competency Area

Process Management

Goals (Are they SMART?)

Complete change manage-
ment training offered
through the organization’s
training department by 5/12.

Read Infoline on meeting
management by 6/18.

Complete project manage-
ment training offered by
training department by 8/15.

Progress

Change management course
completed 5/12

In progress

Submitted training request
to training department

Ideas for Application

Prepare communication
strategy to help people tran-
sition to the new paradigm.

Prepare an agenda for every
meeting.

Description of Costs 
Competency Area (Personal and/or Organizational) Rank Order 

Business Management

People Management

Process Management

Communication

Personal Effectiveness

Next, create a table with the following headings to prepare your IDP (you can use a word processing program, a spreadsheet
program, or simply write by hand—whatever format is most comfortable for you). Leave plenty of space to write your goals. In
the first column, write the name of the management competency. In the second column, identify activities to help you im-
prove your skills in the competency area. Make sure that these follow the SMART goal format: they should be specific, meas-
urable, attainable, realistic, and time bound. Use the third column to keep track of progress on your goals. In the fourth col-
umn, list some ways to apply your new knowledge or some new habits to form that will improve your skills in this competency.
The first rows have been filled in with an example to help you get started. Aim to make some progress every day, even if it is
something minor like purchasing a book on a relevant topic.  



 
Presentation Planning Worksheet (An Infoline Job Aid) 
 
 

 
 

 

This job aid helps you do some early preparation for you presentation. When you 

finish you will know the purpose of your presentation, main points you want to make, 

questions that may be asked, and what visual aids are most appropriate. 

 

For more information, see Infoline No. 250809 “Great Presentations.” Purchase this 

issue as a downloadable PDF or order a print copy here. 
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Successful Delegation Worksheet (An Infoline Job Aid) 
 
 

 
 

 
Delegating is the process of transferring responsibility and decision-making authority 
from a supervisor to a subordinate. Delegating not only saves managers’ time but also 
builds the skills of the responsible employees. However, not all duties are appropriate 
for delegation, and not all employees are prepared to assume more challenging work. 
Turn to this job aid when you have a project you are considering delegating to 
someone else. Decide what is appropriate to delegate, to whom to delegate it to, and 
how to define the project. 
 
When the project is finished, make sure to reward good performance or identify and 
respond to inefficiency. 

 
For more information, see Infoline No. 259011 “How to Delegate.” Purchase this 
issue as a downloadable PDF or order a print copy here. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Instructions 
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How to Delegate

1. Decide what to delegate.

2. Decide to whom to delegate the project.

a. Who among your subordinates is qualified and available? ___________________________________________________

___________________________________________________________________________________________________

b. Who can be trained to complete the project? _____________________________________________________________

___________________________________________________________________________________________________

c. Who will benefit most, in terms of career development, from completing the project? _____________________________

___________________________________________________________________________________________________

3. Define the project.

• Clarify project goals and expected results.

• Establish priorities.

• Explain the criteria for evaluation.

• Establish a project schedule.

• Monitor progress.

• Reward results.

Job Aid: Keys to Success in Delegating Tasks 

Does the project center on overall planning, policy
making, goal setting, or budget supervision?

Yes Do not delegate.

Do not delegate.

Do not delegate.

Delegate.

No

No

Does it involve confidential or supervisor-
subordinate relationships?

Can I risk mistakes?

Yes

Yes

Successful delegating can be broken down into three major areas: deciding what to delegate, to whom to delegate, and providing
guidance. The following “keys” can help you delegate effectively.

Job Aid
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Training Cost Worksheet (An Infoline Job Aid) 
 
 

 
 

 
When thinking about designing a training course for your organization, it is important 
to weigh the costs versus the gains. A cost analysis will help you gauge how much the 
training will cost to deliver, and when you compare it to the anticipated benefits, you 
can easily see if the training is a viable solution to your problem. This job aid will 
help you determine the costs associated with training. There are three worksheets, 
each one will help you estimate the costs associated with personnel, materials, and 
delivery of the training course. 

 
For personnel costs, direct labor cost is the salary or wages. Full labor costs include 
the salary plus fringe benefits (including vacation time and health insurance) and 
overhead (facilities costs, support staff, and equipment). Use either direct labor cost 
or full labor cost when doing your calculations. 

 
For example, a project manager is helping design a training course. Her direct labor 
cost is $30 an hour; she worked a total of 150 hour on the training course. Multiply 
her wage by the hours worked to get her personnel costs. 30 x 150 = 4,500. Complete 
this for every employee that has worked on the training course. 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
For more information, see Infoline No. 259007, “How to Conduct a Cost-Benefit 
Analysis.” Click here to purchase the issue. 
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Job Aid

Contributor Direct Rate* Full Rate ✝ Hours Total

Personnel Costs Worksheet

* Calculations are based on days worked (230).
✝ Approximately three times direct salary.  Calculations are based on days paid (260).
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Materials Costs Worksheet

Slides
Photographer
Graphics
Film
Processing
Writer
Audio Production
Synchronization

Transparencies
Production
Reproduction

Videos
Writer
Director
Camera person
Sound person
Editing
Reproduction
Studio Time
Location Time

Audios
Writer
Director
Sound person
Editing
Reproduction
Studio Time

Computer
Designer
Programmer
Disks
Software

$ ____________
$ ____________
$ ____________
$ ____________
$ ____________
$ ____________
$ ____________

$ ____________
$ ____________

$ ____________
$ ____________
$ ____________
$ ____________
$ ____________
$ ____________
$ ____________
$ ____________

$ ____________
$ ____________
$ ____________
$ ____________
$ ____________
$ ____________

$ ____________
$ ____________
$ ____________
$ ____________

/hour
/hour
/roll
/roll
/hour
/hour
/hour

/hour
/copy

/hour
/hours
/hour
/hour
/hour
/tape
/hour
/hour

/hour
/hour
/hour
/hour
/tape
/hour

/hour
/hour
/disk
/package

x
x
x
x
x
x
x

x
x

x
x
x
x
x
x
x
x

x
x
x
x
x
x

x
x
x
x

______ hours
______ hours
______ rolls
______ rolls
______ hours
______ hours
______ hours

______ hours
______ copies

______ hours
______ hours
______ hours
______ hours
______ hours
______ tapes
______ hours
______ hours

______ hours
______ hours
______ hours
______ hours
______ tapes
______ hours

______ hours
______ hours
______ disks
______ packages

= $________
= $________
= $________
= $________
= $________
= $________
= $________
Subtotal _______$

= $________
= $________
Subtotal _______$

= $________
= $________
= $________
= $________
= $________
= $________
= $________
= $________
Subtotal _______$

= $________
= $________
= $________
= $________
= $________
= $________
Subtotal _______$

= $________
= $________
= $________
= $________
Subtotal _______$

Subtotal/Audiovisual Costs   $ ______
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Job Aid
Materials Worksheet  (continued)

Print

Instructor’s Manual
Word Processing
Photocopying

Participant’s Manual
Word Processing
Photocopying
Typesetting
Printing
Binders

Certificates
Typesetting
Printing

$ ____________
$ ____________

$ ____________
$ ____________
$ ____________
$ ____________
$ ____________

$ ____________
$ ____________

/hour
/each

/hour
/each
/hour
/book
/each

/page
/each

x
x

x
x
x
x
x

x
x

______ hours
______ copies

______ hours
______ copies
______ hours
______ books
______ binders

______ pages
______ certifi-
cates

= $________
= $________
Subtotal _______$

= $________
= $________
= $________
= $________
= $________
= $________
Subtotal _______$

= $________
= $________
Subtotal _______$

Subtotal/Print Costs   $_______

TOTAL MATERIALS COSTS $_____
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$ _________
$ _________

$ _________
$ _________
$ _________
$ _________

$ _________
$ _________
$ _________

/day
/day

/day
/day
/day

/participant
/participant
/participant

x   ______
for ______

x   ______
x   ______
x   ______
x   ______

x   ______
x   ______
x   ______

days
days

participants
days  x  ____
days  x  ____
days  x  ____

participants
participants
participants

=
=

Subtotal

=
participants =
participants =
participants =

Subtotal

=
=
=

Subtotal

$ __________
$ __________
$ __________
$ __________

$ __________
$ __________
$ __________
$ __________
$ __________

$ __________
$ __________
$ __________
$ __________
$ __________
$ __________

Delivery Costs Worksheet

Total Delivery Costs Per Session  $ _________

Instructor
Airfare
Lodging/Food
Salary

Trainees (25 total)
Airfare (average)
Lodging
Food
Salary (average)

Miscellaneous
Telephone Charges
Local Transportation
Refreshments
Cost of the Hall
Stationary Supplies/Other
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