GAP ANALYSIS: ACTION PLAN

Project or Initiative: 
	[Provide a brief description of the project or initiative for which you are conducting the Gap Analysis.]



Objective: 
	[State the goal or objective you aim to achieve through this Gap Analysis.]



Current State:
	Description
	[Describe the current state, process, system, or situation you are analyzing.]

	Strengths
	[List the strengths and positive aspects of the current state.]

	
	

	
	

	
	

	Weaknesses
	[List the weaknesses and areas of improvement in the current state.]

	
	

	
	

	
	


Desired Future State:
	Description
	[Describe the ideal future state, outcome, or goal you want to achieve.]

	Requirements
	[List the specific requirements, characteristics, or attributes of the desired future state.]

	
	

	
	

	
	

	
	

	
	


Identified Gaps with Action Plans:
Gap 1: Action Plan
	[Describe the first identified gap between the current state and the desired future state.]

	Description: 
	[Explain the nature of the gap and why it exists.]

	Impact: 
	[Discuss the potential impact of this gap on the project or initiative.]

	Priority:
	[Indicate the priority level of each identified gap, such as High, Medium, or Low.]

	Actions:
	Description
	Responsibility
	Timeline
	Implementation
	Tracking
	Review Frequency
	Evaluation Criteria
	Priority
	Resources

	
	[List the specific actions that need to be taken to address this gap.]
	[Assign responsible individuals or teams for each action.]
	[Provide a timeline for each action.]
	[Explain how the action plans will be implemented.]
	[Describe how progress will be tracked and monitored for each action.]
	[Specify how often the Gap Analysis will be reviewed and updated.]

	[Outline the criteria you will use to evaluate the effectiveness of the action plans.]

	[Indicate the priority level of each action item such as High, Medium, or Low.]
	[What resources do you need to complete this action item.]
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	[Describe the first identified gap between the current state and the desired future state.]

	Description: 
	[Explain the nature of the gap and why it exists.]

	Impact: 
	[Discuss the potential impact of this gap on the project or initiative.]

	Priority:
	[Indicate the priority level of each identified gap, such as High, Medium, or Low.]

	Actions:
	Description
	Responsibility
	Timeline
	Implementation
	Tracking
	Review Frequency
	Evaluation Criteria
	Priority
	Resources

	
	[List the specific actions that need to be taken to address this gap.]
	[Assign responsible individuals or teams for each action.]
	[Provide a timeline for each action.]
	[Explain how the action plans will be implemented.]
	[Describe how progress will be tracked and monitored for each action.]
	[Specify how often the Gap Analysis will be reviewed and updated.]

	[Outline the criteria you will use to evaluate the effectiveness of the action plans.]

	[Indicate the priority level of each action item such as High, Medium, or Low.]
	[What resources do you need to complete this action item.]

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Gap 3: Action Plan
	[Describe the first identified gap between the current state and the desired future state.]

	Description: 
	[Explain the nature of the gap and why it exists.]

	Impact: 
	[Discuss the potential impact of this gap on the project or initiative.]

	Priority:
	[Indicate the priority level of each identified gap, such as High, Medium, or Low.]

	Actions:
	Description
	Responsibility
	Timeline
	Implementation
	Tracking
	Review Frequency
	Evaluation Criteria
	Priority
	Resources

	
	[List the specific actions that need to be taken to address this gap.]
	[Assign responsible individuals or teams for each action.]
	[Provide a timeline for each action.]
	[Explain how the action plans will be implemented.]
	[Describe how progress will be tracked and monitored for each action.]
	[Specify how often the Gap Analysis will be reviewed and updated.]

	[Outline the criteria you will use to evaluate the effectiveness of the action plans.]

	[Indicate the priority level of each action item such as High, Medium, or Low.]
	[What resources do you need to complete this action item.]

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Conclusion:
	[Summarize the key findings, gaps, action plans, and the overall importance of conducting this Gap Analysis.]




