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Change Management Strategy: Example
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Intentional steps to engage, inform, and prepare employees 

throughout an implementation, that creates awareness and minimizes

business disruption

What is Change Management?
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Change Management Approach

A N A L Y S I S

W H A T  A R E  T H E  
I M P A C T S

• Change Readiness & Impact 
Analysis

• Align Strategy with the 
Organizations Culture

E N G A G E M E N T

H O W  P E O P L E  
A R E  H E A R D

C O M M U N I C A T I O N

H O W  P E O P L E  
A R E  I N F O R M E D

• Targeted Emails
• Overarching Newsletters/ 

Communications
• Workplace

T R A I N I N G

H O W  P E O P L E  
B U I L D  S K I L L S  &  
C O M P E T E N C I E S

• Train-the-Trainer Sessions
• Virtual Delivery
• Quick Reference Material

R E A D I N E S S  
&  A D O P T I O N

H O W  R E A D Y  &  
P R O F I C I E N T  
A R E  P E O P L E

• Post-Implementation 
Survey

• Lessons Learned

• Key Stakeholder 
Engagement Routines

• Change Ambassador 
Network

SUCCESS
FACTORS

Work the Matrix and 
Manage The Culture SME and Expert Collaboration Build for Sustainment
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Change Impact & Analysis
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Analysis

HOW

WHAT

WHO

The Stakeholder Analysis approach identifies key 
stakeholders, their respective level of impact, and the 
recommended engagement model to drive effective 
awareness and engagement.

Change Management meet with stakeholders for to 
understand unique impacts from transition.

Outcomes include:
• Define the information needs, by audience, based on change impact;
• Determine the engagement model by stakeholder;
• Create and maintain consistent engagement with key stakeholders, keeping them informed throughout the program;
• Deliver tailored messaging based on audience-specific needs; &
• Create transparency into program status, progress against key milestones, and issues / risks
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Stakeholder Engagement
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Engagement Summary

OVERVIEW
The Stakeholder Engagement Approach identifies key stakeholders,
their respective level of impact, and the recommended engagement
model to drive effective transition.

KEY OUTCOMES
• Define the information needs, by audience, based on change

impact;
• Determine the engagement model by stakeholder;
• Create and maintain consistent engagement with key

stakeholders, keeping them informed throughout the program;
• Deliver tailored messaging based on audience-specific needs;
• Create transparency into program status, progress against key

milestones, and issues / risks
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Communication
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Communication Plan

WHO

The Communications Plan includes objectives,  channels and tactics to increase 
awareness and understanding of the change. Communications are pre-written for 
end-to-end deployment but require update on key activities and dates.

Change Management is responsible for plan updates and execution. Information is gathered from 
the PM and business SME’s/representatives for accuracy

This documentation and timeline will drive overall awareness. Communications will be administered via email, unless 
otherwise noted. 
Additional research may be required to fully inform audiences of information (best channels and tactics, metrics, etc.).

These templates will be used in creating visibility across various communication channels, that include:
• Targeted detailed emails & Newsletters
• Intranet Sites
• Animation Videos/Executive Recording
• Virtual Meetings

HOW

WHAT

Communication Plan Example
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Communications Plan Example

								CM Communication Plan Key

Stephanie Wight: Stephanie Wight:
To ensure CM is engaging and managing stakeholders effectively this plan shows project milestone and key events alongside the CM Deliverables and Communications.  This gives the CM team a holisitic perspective of the project and allows us to plan our communications to be relevant and timely without burning out Stakeholders by over communicating

								CM Communication Deliverables and Events

								Project Milestones & Key Periods (i.e. Testing Windows)

								CM Deliverables (not communications)

								Purpose / Content						Delivery Method		Stakeholders / Recipients

				Communication Deliverable						Creator/Owner		Reviewer																																						Draft 
Date (Complete by)		Approvers (post-review)		Approved 
Date		Sender		Delivery Date		Status

				Reoccurring Communications/Events

				Steering Committee (bi-monthly) & Operating Committee (monthly) meetings

				Change Network Check-In

				Milestone Summary Communications

				Business SME's Check-in

				Monthly Business Unit Meetings

				Forum Updates to Super Users, End Users and Owners



		Project Phase		Plan Phase















				Design Phase























				Develop Phase: Configure Prep Data/Lead Data





				Develop Phase: Solution Walkthrough





				Testing: UAT & End User Training















				Go Live











Distribution Lists

				Name		Email		Business Unit		Steer Co		Project Team		Change Ambassador Network		Business Unit 1		Business Unit 2		Business Unit 3		Business Unit 4
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Training

Empowered Leadership: Downloadable Resources for Positive Impact



Training
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HOW

WHAT

WHO

Outline training methodology and resources to increase user 
awareness and adoption of new resources globally.

All resources are housed in a global repository for 
consistency and use. 

All employees will have access to material for ongoing learning. Go-live training 
will target heavy users and those who have frequent access/need for the 
system.

Direct/VILT training will be conducted by Trainers/Experts.

VITLT will be used for heaving users, directly impacted by the changes. Self-
service video training and quick reference models for all others.
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Readiness & Adoption
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Readiness and Adoption

HOW

WHAT

WHO

Adoption metrics provide post implementation tracking benefit realization and measurement of 
transition effectiveness. These measurements aid in making the change part of the organizational "way 
of doing business".

Adoption metrics are gathered from the business SME’s, technology team, and change management 
to measure progress. 

User experience survey is administered and monitored by Change Management.

Adoption metrics are captured via two vehicles:

• Adoption Metric Scorecard

• User Experience Survey
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Functional/Business: 
Virtual Training

TRAININGAWARENESS

4/5

4/26

5/10

Reinforce Actions Prior to 
Go-Live 

Announce UAT 
Testers

3/8

3/15

4/26

Update Quick 
Reference Materials

Go-Live:

UAT/Training 
Opportunity

Post/Launch LMS 
Training Materials/ 
Cutover

Announce Go-Live 
& Business & 
Project Team 
Available for 

Support

Path of Communication & Training Experience for Users

Announce Changes to All

4/12

Hi-Level User Experience

5/3
Measure Adoption

5/24

4/19

Update Quick 
Reference Materials
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