Planning for Implementation Template
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1.
Create the Change Plan

(
Given the change your organization is implementing, what major areas do you need to think about to accomplish the blueprint and align the infrastructure?

(
What activities and sub-activities are needed in each of these major areas to implement the blueprint and align the systems?  Who will be responsible for each major activity or sub-activity?

(
How long will each activity or sub-activity take?  What people and other resources will be needed to accomplish each activity or sub-activity?

(
In what sequence should the activities and sub-activities happen?  Where do you need to build in extra time?  What are some milestones or major implementation events?

(
What is the cost estimate for each activity and sub-activity?  What assumptions and constraints have you used in your estimates?  How will you handle cost variances?

(
How will you monitor the progress of the change?

2.
Establish the Implementation Management Structure 

(
What groups are needed to oversee the detailed planning and implementation of the design?

(
What will the project management structure look like?

(
What roles will each group play?

(
What issues will need to be considered to select and charter this group?

�Purpose:





Regardless whether change is a small involving one or two processes or large system wide change to the organization, people feel uneasy and intimidated by the scale of the challenge. There are many theories about how to "do" change. Many originate with leadership and 8 steps of change management process by John Kotter. Generally, a change plan and an implementation structure will help leaders lead any change efforts in their organization. 





By answering the questions in this worksheet, change leaders will have an understanding (a high level assessment) of their organization’s current standing for implementing change. In turn, leaders can create tailored change plan and implementation structure to ensure leaders know how to go about delivering the change, where to start, whom they need to involve, how they can see change through to the end, and ultimately a successful implementation of change.











