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Gap Analysis Template · Beginner version
A gap analysis template compares where you are with where you want to be, scores the size of each gap and turns it into actions, so improvement work focuses on what
matters most.

Gap analysis · Gap = target score − current score

Area Current state Desired future state Actions to close the gap Owner Due date

Project planning Plans in personal spreadsheets Standard plans in one tool Roll out a work management tool and templates PMO 30 Jun 2026

Risk management Risks rarely recorded Live risk register on every project Introduce risk register and monthly review PMO 31 May 2026

Reporting Monthly manual reports Weekly automated dashboards Build dashboard from tracker data Analyst 31 Jul 2026

Skills Few certified PMs All PMs trained in core methods Training plan and certification budget HR 30 Sep 2026


