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Gap Analysis Workshop
Use it, adapt it, make it yours. This is a starting point, not a prescription.
A facilitator's run-sheet for measuring the distance between where the organization is and where it intends to be — and deciding which gaps deserve the effort.
01   OBJECTIVES
1. Assess the gaps between the current state and the desired future state.
1. Identify the areas for improvement that matter most.
1. Turn the gaps into a prioritized, owned action plan.
02   AGENDA (FULL DAY, ~5.5 HOURS)
	TIME
	SEGMENT
	WHAT HAPPENS

	30 min
	Introduction
	Welcome, objectives, how gap analysis feeds strategic planning.

	15 min
	Method overview
	Current state, desired future state, and the gap between them.

	30 min
	Set the destination
	Review strategic objectives; agree what the desired future state actually is, in measurable terms.

	10 min
	Group formation
	Groups by organizational aspect: operations, technology, people, market position.

	90 min
	Current-state assessment
	Each group assesses its aspect with data, not impressions: strengths, weaknesses, and the distance to the desired state.

	30 min
	Group presentations
	Present the current state and the gaps; insist on evidence.

	45 min
	Gap analysis
	Which gaps actually block the strategic objectives, and which are merely visible.

	60 min
	Prioritization and action planning
	Rank gaps by impact and feasibility; build action plans for the critical few, with owners and timelines.

	15 min
	Integration
	Connect the action plans to the strategic planning cycle so they survive the workshop.

	15 min
	Close and next steps
	Takeaways; set the date for the follow-up review.


03   CAPTURE SHEET
	ASPECT
	CURRENT STATE
	DESIRED STATE
	GAP PRIORITY

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 


04   MATERIALS
1. Organizational strategic objectives and mission statement
1. Relevant performance data per aspect, gathered in advance
1. Whiteboards or presentation tools
1. Printed capture sheets (this page) per group
Get the full toolkit, updated and editable, at 58nights.com/impact.
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