Change Management Implementation Report

1. Executive Summary

This report provides an overview of the change management process implemented for [Project/Initiative
Name]. It summarizes key activities, outcomes, lessons learned, and recommendations for future initiatives.

2. Objectives

e Summarize the goals and expected outcomes of the change management initiative.
o |dentify stakeholders and impacted groups.
® Provide a progress overview of the implementation process.

3. Change Description

Change: [Briefly describe the change being implemented, e.g. introduction of a new software platform,
restructuring, etc.]

Scope: [Departments, teams, or processes affected.]

Key Stakeholders: [Project sponsors, executives, employees, etc]

4. Implementation Approach

1. Planning and impact assessment

2. Development of communication strategy
3. Training and documentation

4. Rollout and monitoring

Timeline Overview

Phase Start Date End Date Completed
Preparation [Date] [Date] [Yes/No]
Training [Date] [Date] [Yes/No]
Implementation [Date] [Date] [Yes/No]
Follow-up [Date] [Date] [Yes/No]

5. Risk Assessment & Mitigation

Risk Impact Mitigation
[Risk 1] [High/Medium/Low] [Mitigation strategy]
[Risk 2] [High/Medium/Low] [Mitigation strategy]

6. Outcomes & KPIs



o KPI 1: [Description and current result/status]
e KPI 2: [Description and current result/status]
o KPI 3: [Description and current result/status]

7. Lessons Learned

® [Lesson 1]
e [Lesson 2]

® [Lesson 3]

8. Recommendations

® [Recommendation 1]
® [Recommendation 2]

9. Appendices

e Appendix A: Communication materials
e Appendix B: Training resources
e Appendix C: Survey results
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