Gap analysis
Compare where you are with where you want to be, then list the actions that close the gap. Replace the example row with your own and add rows as you need them.
	Subject of the analysis
	

	Objective
	

	Prepared by
	

	Date
	

	Next review date
	

	The analysis

	Area or goal
	Current state
	Desired state
	Gap
	Root cause
	Actions to close the gap
	Owner
	Priority
	Due date
	Status

	Example: Customer response time
	Enquiries answered in about 2 working days
	Every enquiry answered within 1 working day
	About 1 day too slow
	No shared view of open enquiries; no agreed replies
	Put enquiries on one shared board; set a daily check; agree reply templates
	Support lead
	High
	30 Nov
	In progress

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	Summary and next steps

	Key findings
	

	Top three priorities
	

	Resources or budget needed
	

	How we will measure success
	


Priority: High, Medium or Low.   Status: Not started, In progress or Done.
How to use this template
1. Fill in the details: Say what the analysis covers and what it is for, so everyone reads the table the same way.
2. List the areas or goals: One per row. Keep them specific: "customer response time" is easier to work with than "customer service".
3. Describe the current state: Write what is true today, with a number where you have one.
4. Describe the desired state: Write what good looks like, with a target and a date if possible.
5. Name the gap and its root cause: State the difference in plain words, then why it exists. The root cause is what the actions should fix.
6. List the actions: Write the steps that would close the gap, then give each row an owner, a priority (High, Medium or Low) and a due date.
7. Track the status: Mark each row Not started, In progress or Done, and update it as the work moves.
8. Write the summary: Note the key findings, the top three priorities, what you need to do them and how you will know it worked.
Tip: Give every row one owner, and review the analysis each quarter to see which gaps have closed.

Free template from coavon.com/templates
