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Succession Planning (Key Leadership Roles) Template
Section 1: Role Identification
	Field
	Description
	Required Information

	Position Title
	Full title of the leadership role (e.g., Director of Policy, CIO, Bureau Chief).
	Director of Talent Programs

	Incumbent Name
	Current person in the role. If vacant, mark as “Vacant.”
	Vacant

	Grade/Level
	Pay grade or executive level (e.g., SES, GS-15).
	ZA-5

	Office/Bureau
	Organizational unit the role belongs to.
	OHRM/OS

	Criticality Rating
	Rate the position’s strategic importance (e.g., High / Medium / Low).
	High

	Risk of Vacancy
	Likelihood the role will be vacated in the next 12-24 months (e.g., Retirement eligible, known departure).
	Retirement in 6 months


Section 2: Key Competencies & Requirements
	Field
	Description
	Required Information

	Core Competencies
	Key leadership, technical, or functional competencies required (e.g., strategic thinking, policy expertise, change management).
	

	Education/Certifications
	Minimum or preferred qualifications.
	

	Special Requirements
	Security clearance, travel, languages, etc.
	

	Leadership Challenges
	Known issues or context for the role (e.g., reorganization, high turnover, strategic initiative underway).
	


Section 3: Successor Identification
	Field
	Description
	Required Information

	Potential Successors
	List up to 3 internal candidates who could fill the role. Include: Name, Title, Bureau, and current grade.
	

	Readiness Level
	Readiness of each candidate (e.g., Ready Now, Ready in 1–2 Years, Development Needed).
	

	Development Actions Needed
	Training, stretch assignments, coaching, etc., for each successor.
	


Section 4: Transition Plan (If Applicable)
	Field
	Description
	Required Information

	Planned Departure Date
	If the incumbent is leaving, estimated or known date.
	

	Interim Coverage Plan
	Who will cover the role temporarily?
	

	Succession Timeline
	Key milestones for transition.
	

	Notes/Comments
	Any other relevant planning details.
	

	📘 Instructions for Use


Step 1: Identify Key Roles
- Focus on positions that are mission-critical, hard to fill, or have high turnover or retirement risk.
- Include both SES and GS-14/15 positions that lead significant programs or teams.
Step 2: Assess Each Role
- Work with HR and bureau leaders to determine risk of vacancy and criticality.
- Use a standard criticality-risk matrix to prioritize.
Step 3: Identify Successors
- Consider performance history, leadership potential, DEIA goals, and career interests.
- Use performance appraisals, talent reviews, and leadership assessments.
Step 4: Create Development Plans
- Assign specific learning or stretch assignments to successors.
- Include in IDPs (Individual Development Plans) and track via LMS or HRIS.
Step 5: Update Annually
- Review and update the succession plan at least once a year or when major organizational changes occur.
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