
Worksheet 3 – Staffing Gap Analysis:  This worksheet is designed to help you quantify potential staffing gaps in your organization.  A gap may be either a shortage of qualified internal candidates or a surplus of candidates.  The worksheet provides space for five positions; for larger groups you may need to add columns or transfer the data to a spreadsheet.  The key information needed is as follows:
· Projected Date – The future date that you are establishing for your forecast.  A time horizon of at least three to five years out is suggested.
· Current Position FTE – Simply the current authorized headcount number for the particular position.
· Possible Transfers and Promotions – The number of current incumbents whom you anticipate may be promoted or transferred out of the present position within three (3) to five (5) years.
· Possible Retirements – The number of current incumbents whom you anticipate may retire within three (3) to five (5) years.
· Other Turnover – The number of other current incumbents whom you anticipate may  leave the position for reasons other than transfer, promotion, or retirement.  This may include voluntary turnover, dismissals, etc.
· Number of Incumbents as of the Projected Date – The number of current incumbents whom you anticipate to remain in the current position as of your projected date (or the number of incumbents remaining after transfers, promotions, possible retirements, and other turnover).
· Number of Available Replacements – The number of individuals whom you anticipate may be ready to move into the particular position within three (3) to five (5) years.
· Number of Positions as of Projected Date – This is the number of authorized positions in three (3) to five (5) years.  The information can be found in your most recent Staffing Plan.
· Gap – The number of projected positions minus the number of remaining incumbents and available replacements.  A positive number represents a staffing shortage; a negative number represents a surplus.
Tally your numbers across the columns to compute a grand total for your organization.
Worksheet 3 – Staffing Gap Analysis

	Projected Date:

	Position Title
	Position Title
	Position Title
	Position Title
	Position Title
	Totals

	
	Sample A
	Sample B
	
	
	
	

	A.
Current Position FTE 
	12
	3
	
	
	
	

	B.
Possible Transfers Out of the Position
	2
	0
	
	
	
	

	C.
Possible Retirements
	4
	1
	
	
	
	

	D.
Other Turnover (dismissals, voluntary departure)
	2
	0
	
	
	
	

	E.
Net FTE as of Projected Date 

E = (A –B –C –D )
	4
	2
	
	
	
	

	F.
Anticipated Number of Available Replacements for Transfer or Promotion into the Position
	4
	2
	
	
	
	

	G.
Authorized FTE as of Projected Date
	14
	3
	
	
	
	

	Gap
Gap = (G –E –F)

(Indicate Surplus with – )


	6
	- 1
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