Gap Analysis Walkthrough Worksheet

	Purpose:
This form should be used when reviewing the “as-is” and “to-be” process models.  It can be used to record any specific differences in the process, who, specifically, is involved and issues.

Instructions

1. Process Name: Enter the name of the process.  It should be the name as listed on the process model and activity description.  A reference to an internal procedure, if available, should be noted in this cell.

2. Reviewers: List the people that reviewed this process.  This will be helpful if there are questions later on.

3. Step #: There are different ways to do this analysis.

a. Option 1: Enter the number for each step.  If there is no difference, enter none.

b. Option 2: Enter only the step numbers for which there is a difference.

The group should use the same approach for all process models.

4. Difference Identified: Enter a brief description of the difference. 
5. Who Does This?

a. Now: Enter the classification or person or team that does this currently, if applicable.

b. Future: Enter who you think will do this in the future, even if it is the same person.

6. Impact Job Duties: If you think the difference might impact that person’s job duties, enter Y.  If not, enter N.

7. Other Tools and Systems Used: List other systems that you currently use to do this process.  It might be another computer system, a calculator, a form, etc.  As you work through the differences, you’ll want to determine if these tools and systems need to be modified or can be eliminated.

8. Organizational Issues to Consider: List any possible challenges as it relates to the organization.  It might be things like “need to reassign staff,” “possible supervisor needed,” etc.

9. Other Comments and Observations: List any other thoughts you don’t want to forget as it relates to this process.  
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