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Change Management Plan

Scope: business restructuring, software rollout, or 
operational pivot

Scope of Transformation

Plan effective date: [Date]

Plan Implementation Date

Change owner: [Transformation Director/PMO Role]

Change Ownership

Lead sponsor: [Lead Sponsor Name & Title]

Lead Sponsor Information

Transformation name: [Project/Transformation 
Name]

Transformation Details
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The Need for Change & 
Vision

Vision statement

a unified way of working that enables teams to 
deliver reliably at scale

What success looks like

adoption, proficiency, and sustained 
performance behavior

Desired future outcomes

faster throughput, clearer ownership, and 
measurable service improvements

Operating pain points

cost leakage, service delays, and cross-team 
handoff breakdowns

Current-state friction

manual workflows, inconsistent execution, and 
slow decision cycles
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Change Management Framework 
(ADKAR + Kotter)

Reinforcement using 
metrics, recognition, and 
continuous improvement 

loops

Ability supported by 
practice, coaching, and 

early-life support

Knowledge via role-based 
training, job aids, and 

process clarity

Desire through compelling 
outcomes, benefits, and 
leadership commitment

Awareness of the need, 
and why the change 

matters now

ADKAR: Awareness ADKAR: Desire ADKAR: Knowledge ADKAR: Ability ADKAR: 
Reinforcement
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Stakeholder Impact 
Analysis

Create Targeted Support 
Plan

Create a targeted support 
plan by segment to avoid 
one-size-fits-all delivery

Identify Key Stakeholders

Identify change champions 
and critical decision-makers 
for each impacted area

Define Required Support

Define required support: 
information only, training, 
hands-on enablement, or 
close coaching

Assess Change Severity

Assess change severity using 
impact level and likelihood of 
workflow disruption

Map Impacted Teams and 
Roles

Map impacted teams and 
roles across processes, 
systems, governance, and 
customer touchpoints
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executive briefings, town 
halls, team huddles, and 
targeted role emails

Communication 
channels

Communication & Engagement 
Strategy

business rationale, benefits, 
what changes for each role, 
and how to get help

Key messages

weekly operational updates 
plus monthly leadership 
checkpoints

Cadence

Q&A sessions, listening posts, 
and structured feedback 
loops

Engagement 
mechanisms

rapid routing for blockers, 
misconceptions, and urgent 
operational risks

Escalation path
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Training & Capability Building Plan

Pre-go-live assessments 
and post-training 

proficiency validation

Super-user network, 
helpdesk playbooks, and 

escalation SLAs

Quick-start guides, SOP 
updates, and system job 

aids

Onboarding sessions, 
hands-on labs, scenario 
walkthroughs, and office 

hours

Define competencies per 
job family and map to 

training modules

Role-based learning 
design

Delivery roadmap Documentation set Support resources Readiness checkpoints
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Friction Point Mitigation Tactic Owner

Unclear process ownership Publish RACI, run role walk-throughs, and 
confirm handoffs in working sessions Transformation Lead

Tool adoption anxiety Provide guided labs, super-user coverage, and 
a rapid help escalation lane Enablement Manager

Change fatigue Simplify rollout scope, batch communications, 
and protect time for training practice Program Director

Resistance Management & Risk Matrix
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hypercare wrap-up
process refinement

Phase 4: Stabilize

controlled cutover with monitoring
issue triage

Phase 3: Go-live

role training
pilot usage

Phase 2: Enablement

stakeholder alignment
training development

Phase 1: Readiness build

Adoption Roadmap (Phased Rollout)
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readiness sign-off
go-live readiness
stabilization completion

Milestone targets

feedback sentiment
ticket resolution time
repeat issue rate

Experience KPI set

assessment scores
task success rate
time-to-complete reduction

Proficiency KPI set

% trained
% active users
% process compliance

Adoption KPI set

Adoption 
Milestones & 
Success Metrics
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Executive Close: What We Deliver

Resistance mitigation and risk ownership that protect 
adoption during rollout and stabilization

Resistance Mitigation and Risk Ownership

Clear communication and training pathways with measurable 
readiness and proficiency outcomes

Clear Communication and Training

Targeted stakeholder support that reduces disruption and 
accelerates confident usage

Targeted Stakeholder Support

A repeatable change management plan that drives 
awareness, desire, knowledge, ability, and reinforcement

Repeatable Change Management Plan
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