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C H A N G E  M A N A G E M E N T  T E M P L A T E

ABOUT ALEXANDER
GEORGE CONSULTING 

At Alexander George Consulting, we

specialize in:

Change Management: Guiding

organizations through

transformational changes with

structured methodologies and

best practices.

Strategic Planning: Developing

comprehensive strategies that

align with our clients' goals and

drive long-term success.

Organizational Development:
Enhancing organizational

structures, cultures, and

processes to improve

performance and agility.

Leadership Development:
Empowering leaders with the

skills and insights needed to

lead effectively in dynamic

environments.

Talent Acquisition: Helping

organizations attract, hire, and

retain top talent through

innovative recruitment

strategies and best-in-class

hiring practices.

Alexander George Consulting is a

management and human resources

consulting firm dedicated to helping

organizations navigate complex

challenges and changes and achieve

sustainable growth. With a wealth of

experience and a team of seasoned

professionals, we provide tailored

solutions that drive efficiency,

innovation, and success.

Our mission is to empower businesses

to adapt, evolve, and thrive in an ever-

changing marketplace. We partner

with our clients to deliver strategic

insights and practical solutions that

foster resilience and unlock new

opportunities.
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CHANGE
MANAGEMENT GUIDE

This template provides a structured approach to planning,

implementing, and sustaining organizational change. Each

section includes key steps and considerations to guide you

through the change management process.
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C H A N G E  M A N A G E M E N T  T E M P L A T E

EXECUTIVE
SUMMARY

Change Initiative Title: [Name of the Change Initiative]

Project Sponsor: [Name and Title of the Project Sponsor]

Change Manager: [Name and Title of the Change Manager]

Objective: [Brief description of the change initiative and its purpose]

Timeline: [Start Date – End Date]

Budget: [Estimated Budget]
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C H A N G E  M A N A G E M E N T  T E M P L A T E

CHANGE
MANAGEMENT PLAN
2.1. Define the Change

Current State: Describe the current situation or process.

Future State: Describe the desired future state or outcome.

Change Drivers: List the internal and external factors driving the need for

change.

2.2. Stakeholder Analysis
Identify Stakeholders: List all key stakeholders affected by the change.

Stakeholder Impact: Assess the impact of the change on each

stakeholder group.

Engagement Plan: Outline how you will engage and communicate with

each stakeholder group.

2.3. Change Objectives and Scope
Objectives: Define clear, specific goals for the change initiative.

Scope: Determine the scope of the change, including what is and isn’t

included.

Success Criteria: Establish criteria for measuring the success of the

change.
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C H A N G E  M A N A G E M E N T  T E M P L A T E

COMMUNICATION
PLAN
3.1. Key Messages

Core Message: Develop a clear and concise core message about the

change.

Supporting Messages: Create additional messages tailored to different

stakeholder groups.

3.2. Communication Channels
Channels: Identify the communication channels to be used (e.g., email,

meetings, intranet).

Frequency: Determine the frequency of communications.

Responsibility: Assign responsibility for delivering communications.
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C H A N G E  M A N A G E M E N T  T E M P L A T E

TRAINING AND
SUPPORT PLAN
4.1. Training Needs Assessment

Skills and Knowledge: Identify the skills and knowledge required for the

future state.

Training Programs: Develop training programs to address identified

needs.

4.2. Support Mechanisms
Resources: Provide resources such as help desks, FAQs, and user

manuals.

Mentoring and Coaching: Set up mentoring and coaching programs to

support employees.
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C H A N G E  M A N A G E M E N T  T E M P L A T E

IMPLEMENTATION
PLAN
5.1. Action Plan

Tasks and Activities: List all tasks and activities required to implement

the change.

Timeline: Develop a detailed timeline with key milestones and deadlines.

Responsibilities: Assign responsibilities for each task and activity.

5.2. Risk Management
Risk Identification: Identify potential risks and challenges.

Mitigation Strategies: Develop strategies to mitigate identified risks.

Contingency Plans: Prepare contingency plans for high-risk scenarios.

ALEXANDER GEORGE
CONSULTING



06

C H A N G E  M A N A G E M E N T  T E M P L A T E

MONITORING AND
EVALUATION
6.1. Progress Tracking

KPIs: Define key performance indicators (KPIs) to measure progress.

Reporting: Establish a reporting schedule to track progress and provide

updates.

6.2. Feedback Mechanisms
Feedback Collection: Set up mechanisms to collect feedback from

stakeholders.

Actionable Insights: Use feedback to make necessary adjustments to the

change plan.
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C H A N G E  M A N A G E M E N T  T E M P L A T E

SUSTAINMENT PLAN

7.1. Embedding Change
Cultural Alignment: Ensure the change aligns with organizational values

and culture.

Policy and Process Updates: Update policies and processes to reflect the

change.

7.2. Continuous Improvement
Review and Refine: Regularly review the change and refine processes as

needed.

Innovation Encouragement: Encourage continuous improvement and

innovation within the organization.
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C H A N G E  M A N A G E M E N T  T E M P L A T E

EXAMPLE TEMPLATE
USAGE
Change Initiative Title: Digital Transformation Project

Project Sponsor: Chibuzor Eze, CIO

Change Manager: John Smith, Change Management Lead

Objective: Transition to a new digital platform to improve efficiency and

customer experience

Timeline: June 1, 2024 – December 31, 2024

Budget: $500,000

2. Change Management Plan
Current State: Legacy systems with limited integration

Future State: Unified digital platform with enhanced features

Stakeholders:
Executives (High Impact)

IT Department (High Impact)

Customer Service Team (Medium Impact)

Customers (Low Impact)

Objectives:
Increase operational efficiency by 20%

Improve customer satisfaction scores by 15%

Success Criteria:
Successful migration to the new platform without major disruptions

Achievement of efficiency and satisfaction goals within six months post-

implementation.
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For inquiries,
contact us.
www.alexandergeorgeconsulting.com
enquiry@alexandergeorgeconsulting.com
+234-809-050-0121


