
How to Conduct a 
Remote SWOT 
Analysis for 
Strategic Planning



Disclosure
• The content of this 

presentation does not 
relate to any commercial 
entity

• I have no financial 
relationships to report

Presenter
Andrea Genovesi, MA, NEDARC 
Operations Manager/Senior Business 
Data Analyst



Session Goals

General 
guide

Review 
NEDARC 
process

NOT in-depth 
“How To”



What is a SWOT 
analysis? 



SWOT stands for . . .

Strengths Weaknesses Threats*Opportunities

*Sometimes Challenges is used instead of Threats



It will help 
you evaluate 
your process



Answer 3 Big 
Questions
Ask yourself 

1.WHERE you 
want to go

2. how you might get there
3. what might get in your way



Answer 3 Big 
Questions
Ask yourself 
1. where you want to go

2.HOW you 
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3. what might get in your way



Answer 3 Big 
Questions
Ask yourself 
1. where you want to go
2. how you might get there

3.WHAT might 
get in your way



Conducting a SWOT 
analysis can be 
challenging



Conducting Remote SWOT Analysis 
Challenges

Time- and 
resource-
intensive 
undertaking

NEDARC staff 
invented a 
100% remote 
process

Moving to 
remote 
setting

Remote SWOT Process Instruction Manual (PDF)

https://www.nedarc.org/workshops/materials/documents/FINAL_RemoteSWOTProcessInstructionManual051121.pdf


4 Downloadable Resources

Facilitator’s 
Outline for Live 
Facilitated 
Meetings



10-Stage Remote 
Process
Developed by NEDARC staff

Remote SWOT Process Instruction Manual (PDF)

https://www.nedarc.org/workshops/materials/documents/FINAL_RemoteSWOTProcessInstructionManual051121.pdf


NEDARC’s 10-Stage Remote SWOT Analysis Process

Stage 1 - SWOT 
Question 
Development

Stage 2 -
Brainstorming via 
Online Survey

Stages 3-6 - Four Facilitated 
Live Remote Meetings

Stage 7 - Ranking Grouped 
Ideas via Online Survey

Stage 8 – Work Groups Stage 9 -
Summary Report

Stage 10 -
Operationalization



Estimated Total Time Commitment 
(based on up to 8 participants)



Estimated total time commitment 
(based on up to 8 participants)

0.5 + 8 + 3 = 11.5+ Months



SWOT: Stage 1
SWOT Question Development

Remote SWOT Process Instruction Manual (PDF)

https://www.nedarc.org/workshops/materials/documents/FINAL_RemoteSWOTProcessInstructionManual051121.pdf


Step 1: Develop SWOT 
Question

Don’t skip this step!



Step 2: Plan 
Timeline



Stage 1 Estimated Time Commitment and Who is 
Involved

Time 
Commitment

Step 1
Step 1 of this stage 
should be relatively 
quickly completed and 
should only take about 
15 minutes
of time.

Step 2
Step 2 of this stage can 

take longer. Therefore, to 
complete this stage you 

will likely need to devote 
1-2 hours of concerted 
time to accomplish all of

the planning tasks.

Who is Involved
This stage involves 
the facilitator(s) 

and the project or 
organization manager
working together to 
develop the SWOT analysis 
question.



SWOT: Stage 2
Brainstorming via Online Survey

Remote SWOT Process Instruction Manual (PDF)

https://www.nedarc.org/workshops/materials/documents/FINAL_RemoteSWOTProcessInstructionManual051121.pdf


Step 1: Draft 
Survey 
Questions

Remote SWOT Process Instruction Manual (PDF)

https://www.nedarc.org/workshops/materials/documents/FINAL_RemoteSWOTProcessInstructionManual051121.pdf


Step 2: Test 
Survey 
Internally 



Step 3: Email 
Survey 
Invitation



Step 4: 
Download 
Respondent’s 
Brainstorming 
Ideas



Stage 2 Estimated Time Commitment and Who is 
Involved

Who is 
Involved

Time 
Commitment



SWOT: Stages 3-6
Four Facilitated Live Remote Meetings

Remote SWOT Process Instruction Manual (PDF)

https://www.nedarc.org/workshops/materials/documents/FINAL_RemoteSWOTProcessInstructionManual051121.pdf


Traditionally…
Review brainstorm 
ideas which are placed 
on a wall in 4 groups:
• Strengths
•Weaknesses
• Opportunities
• Threats



Affinity Diagramming
An affinity diagram is the 
organization of ideas into a 
natural or common 
relationship. For example, 
bananas, apples, and oranges 
would be grouped as fruits, 
while green beans, broccoli, 
and carrots would be grouped 
as vegetables. Affinity 
diagrams aid teams in 
tapping into their creativity 
and gut instincts.
https://study.com/academy/lesson/affinity-diagrams-definition-examples.html



How to Conduct Affinity 
Diagramming Remotely



Step 1: Determine Tools



4 Criteria for Choosing the Right Tool

User -
friendly

Participant 
access

Remote 
access 
capabilities

Screen 
sharing



Step 2: Schedule Four 2-hour Remote Meetings

2 hrs for 
Strengths

2 hrs for 
Weaknesses

2 hrs for 
Threats

2 hrs for 
Opportunities

8+ hours of live remote meeting



Step 3: Review 
Brainstorming 
Ideas

Remote SWOT Analysis Process PowerPoint Template

https://www.nedarc.org/workshops/materials/qualityImprovement.html


Important to Review ALL Ideas

Increases 
buy-in

Chance to 
add more 
ideas

Gives 
everyone 
attending a 
voice



Step 4: 
Adding 
NEW Ideas



Step 5: Clarify 
Ideas



Step 6: Affinity 
Diagramming



Step 7: 
Developing 
Group Headers



Stages 3-6 Estimated Time Commitment and Who is 
Involved

Pre-meeting: 15 
min per survey 
respondent

Meeting: 8+ hours 
of live remote 
meetings

Post-meeting: 
up to 30 minutes



Stages 3-6 Estimated Time Commitment and Who is 
Involved

Pre-meeting: 
facilitator and/or 
project manager

Meeting: facilitator, 
project manager, and 
all of the participating 
stakeholders

Post-meeting: 
facilitator and/or 
project manager



SWOT: Stage 7
Ranking Grouped Ideas via Online Survey

Remote SWOT Process Instruction Manual (PDF)

https://www.nedarc.org/workshops/materials/documents/FINAL_RemoteSWOTProcessInstructionManual051121.pdf


How to Rank Grouped Ideas Remotely

Survey 
participating 
stakeholders

Importance 
and 
feasibility

Purpose of 
ranking is to 
prioritize



Step 1: Draft 
Survey 
Questions

Remote SWOT Process Instruction Manual (PDF)

https://www.nedarc.org/workshops/materials/documents/FINAL_RemoteSWOTProcessInstructionManual051121.pdf


Step 2: Test 
Survey 
Internally 



Step 3: Email 
Survey 
Invitation



Step 4: 
Download & 
Analyze 
Respondent’s 
Rankings



Step 5: 
Summarize 
Results for 
Participants

Remote SWOT Analysis Process PowerPoint Template

https://www.nedarc.org/workshops/materials/qualityImprovement.html


Step 6: Identify 
Top 2-3 Ranked 
Ideas



Stage 7 Estimated Time Commitment and Who is 
Involved

Steps 1-3: 2-3 
concerted hours

Steps 4-5: 2-3 
concerted hours

Step 6: ~2 hours 
reviewing 

Total concerted time to complete this stage for a group of up to eight participants is 9-11 hours.



Stage 7 Estimated Time Commitment and Who is 
Involved



SWOT: Stage 8
Work Groups

Remote SWOT Process Instruction Manual (PDF)

https://www.nedarc.org/workshops/materials/documents/FINAL_RemoteSWOTProcessInstructionManual051121.pdf


Work Group 
Focus is to 
Develop a Goal 
for Each Top 
Priority



Step 1: Share 
Results in 
Matrix

Remote SWOT Analysis Process PowerPoint Template

https://www.nedarc.org/workshops/materials/qualityImprovement.html


Step 2: Meet with Participating Stakeholders

Schedule 
remote 
meeting 

Work group 
assignments

Deadline for 
all work 
group goal, 
objectives, & 
action items

Share 
template 
for their 
work



Step 3 Work Groups’ Meet 
for Assigned Goal, 
Objectives, and Action Items



Review All 
Brainstorming 
Ideas for 
Assigned 
Priority 



Schedule 
Series of 
Remote 
Meetings



Meet Until 
Complete Goal, 
Objectives, and 
Action Items



Complete Work 
by Agreed Upon 
Deadline



Report Back to 
ALL 
Participating 
Stakeholders



Stage 8 Estimated Time Commitment and Who is 
Involved

Steps 1-2: ~1.5 
hours

Step 3: 1-5 hours per 
work group per meeting 

Total concerted time to complete this stage for a group of 
up to eight participants with 4-5 priorities is 11-15 hours



Stage 8 Estimated Time Commitment and Who is 
Involved

Pre-meeting: 
facilitator and/or 
project manager

Meeting: facilitator, and 
all of the participating 
stakeholders

Work group 
meetings: assigned 
stakeholders for 
each work group



SWOT: Stage 9
Summary Report

Remote SWOT Process Instruction Manual (PDF)

https://www.nedarc.org/workshops/materials/documents/FINAL_RemoteSWOTProcessInstructionManual051121.pdf


Summarize All 
Results in a 
Report

Remote SWOT Analysis Report Template

https://www.nedarc.org/workshops/materials/qualityImprovement.html


Transcribed 
Exactly!

Remote SWOT Analysis Report Template

https://www.nedarc.org/workshops/materials/qualityImprovement.html


Shared with 
ALL 
Stakeholders

Remote SWOT Analysis Report Template

https://www.nedarc.org/workshops/materials/qualityImprovement.html


Stage 9 Estimated Time Commitment and Who is 
Involved

If you use the Remote SWOT Analysis Process PowerPoint Template and the report template mentioned in the previous 
section, this stage should only take about 1-2 hours of concerted time.



SWOT: Stage 10
Operationalization

Remote SWOT Process Instruction Manual (PDF)

https://www.nedarc.org/workshops/materials/documents/FINAL_RemoteSWOTProcessInstructionManual051121.pdf


Project 
Management 
Plan



SWOT Analysis = 
Evaluation Tool



Stage 10 Estimated Time Commitment and Who is 
Involved



Downloadable NEDARC Resources

Remote SWOT Process Instruction Manual Facilitator’s Outline for Live Facilitated Meetings Remote SWOT Analysis Report Template Remote SWOT Analysis Process Template 

Remote Meeting User Guide Technology Checklist for Remote Meetings Tools and Skills for Engaging Stakeholders workshop manual

https://www.nedarc.org/workshops/materials/documents/FINAL_RemoteSWOTProcessInstructionManual051121.pdf
https://www.nedarc.org/workshops/materials/documents/FacilitatorsOutlineforLiveFacilitatedMeetings.pdf
https://www.nedarc.org/workshops/materials/qualityImprovement.html
https://www.nedarc.org/workshops/materials/qualityImprovement.html
https://www.nedarc.org/performanceMeasures/documents/hostingremotemeetingsuserguide-externalDCCFINAL_000.pdf
https://www.nedarc.org/performanceMeasures/pmHelpAndTools.html
https://www.nedarc.org/workshops/materials/documents/Final_SCBinder.pdf


Review of 10 stages of remote SWOT process


