
CHANGE MANAGEMENT PLAN

DEFINITION OF SUCCESS: 



CHANGE OUTLINE: 

	Who? 
	


	What?
	


	Where? 
	


	When? 
	


	Why? 
	


	How? 
	





CORE TEAM: 

	Executive Sponsor
	

	Core Team Lead
	

	Communications
	

	HR
	

	Marketing
	

	Support
	

	Support
	

	Support
	




MESSAGING: 

	Audience
	What’s in it for them? 
	Key message(s)

	
	
	

	



	
	

	



	
	

	



	
	

	


	
	

	



	
	




CHANGE MANAGEMENT TIMELINE: 


Evaluation & preparation

- Identify the current state and future state
- Define strategy
- Build core team


Core team planning

- Build out messaging and materials
- Identify roles and responsibilities
- Develop timeline












Phase 
1
Phase 
2
Phase 3
Phase 
4
Phase 5
Phase
6
Go live & launch comms

- Launch internally first
- Cascade communication
- Take action
- Generate small wins

Gather
 feedback

- Implement surveys
- Ask follow-ups in 1-on-1s
- Communicate consistently
Review the results

- Conduct a debrief with the core team
- Identify areas of improvement or gaps

Improve
 & sustain

- Try small experiments
- Reinforce your messages
- Correct what’s not working, celebrate what is








PROJECT MANAGEMENT: 

	Task
	Owner
	Due date
	Completed? 

	
	
	
	· 

	



	
	
	
· 


	



	
	
	
· 

	



	
	
	
· 



	


	
	
	· 



	

	
	
	· 








FEEDBACK & RESULTS: 
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