SWOT analysis
SWOT analysis
[Organization, product or decision being assessed]  ·  [Date]  ·  [Prepared by]
	How to use this template (delete this box before you share)
1. Write the decision this SWOT informs in one sentence. A SWOT with no decision behind it turns into a list.
2. Fill each of the four boxes with the points that matter most. Five specific, evidenced points beat fifteen vague ones.
3. Keep inside and outside apart. Strengths and weaknesses are about you (resources, skills, position). Opportunities and threats are about the world around you (customers, competitors, rules, technology).
4. Judge strengths and weaknesses against your alternatives, not in the abstract. “Good service” is a strength only if customers can get better service elsewhere.
5. Turn the strongest points into choices in section 3, then give each one an owner and a date in section 4.



1. Scope
	Question
	Your answer

	What is being assessed?
	[A company, product, team, market entry, project or option]

	Which decision will this inform?
	[The choice to be made, and who will make it]

	Time horizon
	[For example the next 12 months, or the next three years]

	Audience
	[Who will read it]

	Evidence used
	[Data, documents, interviews, customer feedback. List sources so others can check]



2. The four boxes
Replace each bracketed line with one specific point and the evidence behind it. Delete unused lines. Do not repeat a point in two boxes.
	
	Helpful to the goal
	Harmful to the goal

	Inside (about us)
	Strengths
What do we do better than the alternatives? Which resources, skills, relationships or assets are hard to copy? What do customers or partners say we do best?
1. [Strength and the evidence for it]
2. [Strength and the evidence for it]
3. [Strength and the evidence for it]
4. [Strength and the evidence for it]
5. [Strength and the evidence for it]
	Weaknesses
Where do we fall short of the alternatives? Which gaps in skills, cost, quality, cash or reach hold us back? What do we avoid because we are not good at it?
1. [Weakness and the evidence for it]
2. [Weakness and the evidence for it]
3. [Weakness and the evidence for it]
4. [Weakness and the evidence for it]
5. [Weakness and the evidence for it]

	Outside (about the world)
	Opportunities
Which changes in customers, markets, rules or technology could help us? Which needs are unmet? Which segments, partners or channels are open to us?
1. [Opportunity and the evidence for it]
2. [Opportunity and the evidence for it]
3. [Opportunity and the evidence for it]
4. [Opportunity and the evidence for it]
5. [Opportunity and the evidence for it]
	Threats
What could hurt us: competitors, substitutes, customer shifts, rules, supply or cost pressures? What would we regret not preparing for?
1. [Threat and the evidence for it]
2. [Threat and the evidence for it]
3. [Threat and the evidence for it]
4. [Threat and the evidence for it]
5. [Threat and the evidence for it]



3. From the grid to choices
Pair points across the boxes. Name the specific points, for example “Strength 2 lets us capture Opportunity 1”.
	Pairing
	Question to answer
	Your answer

	Strengths with opportunities
	Which of our strengths let us capture which opportunities? What would we do first?
	[Pursue: ...]

	Strengths with threats
	Which strengths reduce which threats? Where can we defend with what we already have?
	[Defend: ...]

	Weaknesses with opportunities
	Which weaknesses, if fixed, would unlock which opportunities? Is the fix worth it?
	[Improve: ...]

	Weaknesses with threats
	Where could a weakness and a threat combine to do real damage? How do we limit our exposure?
	[Avoid or limit: ...]



4. Priorities and next steps
Rank by how much each point would change the decision, then name an owner and a date. Impact: High, Medium or Low.
	#
	Item
	Why it matters
	Impact
	Owner
	Next step
	By when

	1
	[Point from the grid]
	[Why it matters]
	[High / Medium / Low]
	[Owner]
	[Next step]
	[Date]

	2
	
	
	
	
	
	

	3
	
	
	
	
	
	

	4
	
	
	
	
	
	

	5
	
	
	
	
	
	



5. Assumptions and open questions
[An assumption this analysis rests on, and how you could test it]
[A question you could not answer yet, and who could]
[A point where the people involved disagreed, and why]
6. Quality check
Tick each line before you share the document.
Every point is specific and has evidence behind it.
No point appears in two boxes.
Strengths and weaknesses are judged against alternatives.
Opportunities and threats come from outside the organization.
Each priority has an owner and a date.
The decision from section 1 is easier to make with this page than without it.
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