
[bookmark: _Hlk194578257]Change Management Planning Template
Complete this form in its entirety and submit to the Change Advisory Board.
The change management advisory process is one step in your overall project plan or policy update to ensure awareness, desire, knowledge, ability, and reinforcement (ADKAR) steps are considered. It is not intended to be a gatekeeper to implementing a planned change. Feedback will be returned within five business days.
Project Overview
	Project or Policy Name*:
	Enter text here

	Project or Policy Owner:
	Enter text here


* Please provide your associated project charter or policy update form with this template. 
	Purpose of the change (Explain why the change is happening):

	Enter text here



	Expected Outcomes (List the desired outcomes of the change):

	Enter text here


Define Success
	Success Criteria (Outline how success will be measured):

	Enter text here



	Stakeholders Involved (Identify key stakeholders and their roles):

	Enter text here


Change Impact Assessment
	Impacted Groups:

	Enter text here



	Change Characteristics (Briefly describe the nature and scope of the change):

	Enter text here


ADKAR Assessment
Complete the ADKAR Assessment accompanying this template.
	What is the barrier point for this change?

	Enter text here



	Why is this the barrier point?

	Enter text here


Change Management Strategy
List strategies to engage stakeholders and impacted individuals.
	Key Messages:

	Enter text here



	Engagement Tactics:

	Enter text here


Communication Plan
Effective communications plans send the right messages to the right audiences at the right time and from the right sender. (Resource: Change Management pgs. 16-19)
	Communication Objectives (Define what the communication aims to achieve):

	Enter text here



	Target Audiences (Outline who needs to receive the communication):

	Enter text here



	Communication Channels (Outline the methods for delivering messages e.g. meetings, emails, Slack, etc.):

	Enter text here


Training Plan (if applicable)
	Communication Objectives:

	Enter text here



	Target Audiences:

	Enter text here



	Communication Channels:

	Enter text here


Resistance Management
(Resource: Change Management pgs. 126-133)
	Potential Resistance Points: 

	Enter text here



	Strategies to Prevent and Address Resistance (Outline how to prevent or manage resistance):

	Enter text here


Implementation Timeline
	Milestones (List key milestones and their target start and completion dates):

	Enter text here



	Responsibilities (Assign roles and responsibilities for each milestone):

	Enter text here


Monitoring & Evaluation
	Performance Metrics (Define how progress will be tracked):

	Enter text here



	Feedback Mechanisms (Outline how feedback will be collected from stakeholders):

	Enter text here


Sustain Outcomes
(Resource: The ADKAR Advantage pgs. 42-44)
	Sustainment Strategies (Describe how the change will be reinforced over time.):

	Enter text here



	Ownership Transfer (Identify who will take ownership of the change after implementation):

	Enter text here




Confirmation of Review & Recommendations
	CAB Reviewer Name:
	Enter text here

	CAB Review Date:
	Enter text here

	Review Recommendations:
	Enter text here



Recommended References:
· Change Management: The People Side of Change by Jeffrey M. Hiatt and Timothy J. Creasey
· The ADKAR Advantage by Karen Ball
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