Gap AnaIYSiS Template : expert 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.

How to use this template

1. Choose the areas to assess.

2. Describe the current state honestly and the desired future state clearly.
3. Score both from 1 to 5; the gap calculates automatically.
4. Plan actions to close the largest gaps, with owners and dates.

5. Prioritise and track the actions as a project.

Tips

* Use evidence, not opinions, for current state.

* Close a few big gaps rather than many small ones.

* Re-score after six months.
* Feed actions into an action plan.
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Gap analysis - Gap = target score — current score
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