Business Review Meeting Preparation Template
Mid Year 2000

	Name:
	

	Area of Responsibility:
	




I. Business Goals
	Business Goals During Next 6-18 Months & Future Requirements
	Target Dates
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II. Gap Analysis
Key Descriptors:
Experience and Knowledge Gap 
Will additional skills be needed to meet the goals?
Will additional positions or specialty jobs be needed?

Gap Analysis During the next 6 – 18 months
	Business Goal

	Specific Skills Needed 
	Title/Position
	Estimated Date Needed

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



III. Promotions/Succession:
Hierarchical Promotions
	Employee
 Name
	Position
 Held
	Ready Now
	Ready in 6 Months
	New Position

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Succession Planning – Promotions or Open Positions that are not Hierarchical Promotions
Please Place and Asterisk Next to Key Players




