
CHANGE MANAGEMENT

CHANGE MANAGEMENT CHECKLIST

IN BUSINESS

Why Change Management Matters
Building a faster and more robust organisation that can handle, plan 

and process change effectively - is one that will stay ahead of its 
competitors and grow above the markets they serve.

What does it do? How do you use it?

This article provides 6 critical 
steps in planning for implementing 
change. Summarised at the end of 

each step/stage is the needed 
"Result" or Outcome.  

If you anticipate or plan for a 
change, review the 6 critical steps 
provided in the checklist. Then, use 

the guide to prepare for each 
step of the process.

The Change Checklist:

Why do we want to make this change?

What are the business benefits?

What will happen if we do not change?

A clear understanding of what is driving the change. Leadership 
buy-in, alignment and agreement to proceed.

Expected result: 

1. Define the "Case for Action/Change."

What will things be like after the change? 
What is different? What is the same?

What is expected of employees after the 
change is complete? Process? Behaviours?

Why will the future state be better than 
today? For employees? For the Company?

A clear understanding of what is driving the change. Leadership 
buy-in, alignment and agreement to proceed.

Expected result: 

2. Define and Gain Consensus on the desired Future State.

What are the steps involved in moving from 
the current state to the future state?

What new tools and or training are needed 
to implement and sustain the change?

Who will be impacted by the change 
process, and how will they be involved?

Who is responsible for leading each step?

What is the schedule (pace, milestones) for 
making the change?

Comprehensive yet flexible plan for implementing the change.

Expected result: 

4. Develop a change plan and define the gap closure steps.

Who are the change sponsor and leaders, 
and how will they continuously provide 
direction, support and encouragement 
throughout the change?

What mechanism will we use to periodically 
assess the progress of the change initiative, 
e.g. measurement of results, feedback from 
those involved in the implementation, the 
success of new processes and tools.

What is the process for fine-tuning the 
change plan based upon assessment 
results?

How will we recognise and reward the 
achievement of milestones and the desired 
new behaviours and attitudes?

Comprehensive yet flexible plan for implementing the change.

Expected result: 
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6. Implement, steward, and continuously improve the plan.

What is the key message(s) for these 
groups/individuals, e.g. case for action/
Future State/" WIIFM - "What's in it for me?"

What groups/individuals do we need to 
communicate concerning the change?

Who will be responsible for communications 
to each group/individual?

How will you personalise the messaging/
communication to each individual or group 
(roles and responsibilities, etc.)?

What is the best method for delivering the 
message and getting involvement from 
those affected?

Thorough communication plan addressing all populations 
involved in the change.

Expected result: 

5. Develop a Communication and Involvement Plan

Where are we now relative to 
the desired Future State?

What major issues must we 
address for the change to be 
successful, e.g.  technology, all 
our transactional front and 
back-end systems, competency 
levels, facilities/equipment, 
employee relations, supplier 
and customer impacts, etc.

Who is likely to see this change 
as a loss personally or for their 
workgroup? Why?

How can we help everyone have a 
stronger sense of purpose and 
connection with the company and 
its current vision, values and 
strategy through this change?

How can these issues/ barriers 
be eliminated, mitigated, or 
managed?

To stay focused on this change, 
what will we have to (if anything) 
STOP doing?

Can we energise the organisation 
faster through running a successful 
pilot - put some quick wins on the 
board and transfer best practices?

Realistic assessment of the magnitude of the change and 
identification of change enablers.

Expected result: 

3. Identify gaps, barriers, risks and enablers to achieving 
Future State.

NOTE:  Communication about the change is most effective when each staff 
member's respective group leaders provide the detailed involvement plan.


