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Comparing current capabilities against target requirements to define what needs to change
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1. Purpose
[Describe the purpose of this gap analysis — what capability, process, or system is being assessed and why.]

2. Current State Summary
💡 Describe the as-is position across the four dimensions below. Be specific — use data and evidence where possible.
People
💡 Roles, skills, capacity, and ways of working


Process
💡 Key processes, workflows, and governance


Technology
💡 Systems, tools, and infrastructure


Data
💡 Data quality, access, and management


3. Future State Vision
💡 Describe the to-be position — what good looks like after this change. Be specific about measurable outcomes.



4. Gap Identification
💡 For each gap: rate Impact as High / Medium / Low. Priority = how urgently it must be addressed.
	#
	Area
	Current State
	Target State
	Impact
	Priority

	1
	
	
	
	H / M / L
	High / Medium / Low

	2
	
	
	
	H / M / L
	High / Medium / Low

	3
	
	
	
	H / M / L
	High / Medium / Low

	4
	
	
	
	H / M / L
	High / Medium / Low

	5
	
	
	
	H / M / L
	High / Medium / Low

	6
	
	
	
	H / M / L
	High / Medium / Low



5. Root Cause Analysis
💡 For the highest-priority gaps, identify the underlying root cause rather than the surface symptom.
Gap 1: [Gap title]
	Root Cause
	

	Contributing Factors
	

	Evidence
	



Gap 2: [Gap title]
	Root Cause
	

	Contributing Factors
	

	Evidence
	



6. Recommendations
	#
	Gap Ref
	Recommendation
	Priority
	Owner

	1
	Gap 1
	
	High / Medium / Low
	

	2
	Gap 2
	
	High / Medium / Low
	

	3
	Gap 3
	
	High / Medium / Low
	

	4
	Gap 4
	
	High / Medium / Low
	

	5
	Gap 5
	
	High / Medium / Low
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