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Workforce planning checklist
Use this alongside the guide. Updated October 14, 2026.

Document business goals for the next one to three years

List the workforce implications of each goal

Build a current workforce snapshot by team, location, level, and cost

Identify critical roles and retirement risk

Create a basic skills inventory for critical roles

Forecast demand using ratio-based, bottom-up, and top-down methods

Account for hiring time and ramp-up in timelines

Run a gap analysis, including surpluses

Choose build, buy, borrow, automate, or redeploy for each gap

Build base, growth, and slowdown scenarios with triggers

Agree on one model with finance

Link approved headcount to open requisitions

Review actuals against plan monthly

Update the plan quarterly with leadership

Shopping for HR software?
Compare 20 platforms and request free quotes at www.hrtally.com/compare/
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