[Company Logo]   [Company Name]
SUCCESSION PLANNING MATRIX
	Company:
	[Company Name]

	Review Date:
	[DD/MM/YYYY]

	Reviewed by:
	Leadership Team

	Confidentiality:
	Strictly Confidential



1. Critical Roles Matrix
	Critical Role
	Incumbent
	Vacancy Risk
	Ready Now
	Ready in 1–2 Years
	Ready in 3+ Years
	Bench Strength

	[Designation]
	[Employee Name]
	High / Medium / Low
	[Employee Name]
	[Employee Name]
	[Employee Name]
	Strong / Adequate / Weak

	[Designation]
	[Employee Name]
	High / Medium / Low
	[Employee Name]
	[Employee Name]
	[Employee Name]
	Strong / Adequate / Weak

	[Designation]
	[Employee Name]
	High / Medium / Low
	None
	[Employee Name]
	[Employee Name]
	Strong / Adequate / Weak

	[Designation]
	[Employee Name]
	High / Medium / Low
	[Employee Name]
	None
	[Employee Name]
	Strong / Adequate / Weak

	[Designation]
	[Employee Name]
	High / Medium / Low
	None
	None
	[Employee Name]
	Strong / Adequate / Weak



2. Summary
	Total critical roles
	[No.]

	Roles with at least one ready-now successor
	[No.]

	Roles with no internal successor
	[No.]

	Employees named for more than one role
	[No.]

	Women in successor pool
	[x]%



3. Priority Actions
	Role
	Issue
	Action
	Owner
	Due Date

	[Designation]
	[Issue]
	[Action]
	[Owner]
	[DD/MM/YYYY]

	[Designation]
	[Issue]
	[Action]
	[Owner]
	[DD/MM/YYYY]

	[Designation]
	[Issue]
	[Action]
	[Owner]
	[DD/MM/YYYY]



Readiness Definitions
1. Ready now: can take over immediately with normal onboarding.
1. Ready in 1–2 years: needs targeted development or experience.
1. Ready in 3+ years: high potential but needs significant development.

	______________________________
Prepared by
[HR Name]
	______________________________
Reviewed by
[Authorised Signatory]
Date: [Date]
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