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Introduction
This document outline provides guidelines on the typical contents that should be included in a change management plan. Typically a change management plan is required whenever an organisation is about to go through a major change of some nature whether that be organisational change or the introduction of a new initiative into the organisation. e.g. Total Quality Management, new performance management process

Typical contents
Introduction
Scope and objectives
Current position of organisation
Where do we want to be?
How will we get there?
Proposed change management organisation
Stakeholder analysis
Impact assessment on organisation processes, systems, customers and staff
Proposed messages
Communication plan
Risks
Implementation plan 
Proposed monitoring of change plan

Detail to be included in each section

Introduction

The introduction should describe the purpose of the document and the business context of the change that is proposed. Other documents produced that describe the change such as a business plan should be referenced.

Scope and objectives

The scope of the proposed change needs to be outlined in terms of what the fundamentals of the proposed change are and which areas of the organisation are going to be affected. The objectives of the change should be highlighted.

Current position of organisation

This section should describe the current position of the organisation regarding the proposed change - the readiness of the organisation to participate in the change –the  level of trust within the organisation – how positive  people are about their work environment –whether there is a history of open communication.

Where do we want to be?

This section should give a clear vision of where the organisation is trying to get to and the anticipated outcomes. For instance an organisation’s growth plan should state the anticipated revenues, profit, market share, staff numbers etc..

How will we get there?

This section should outline the projects that will need to be undertaken to enable the change goals stated in the section above to be realised. Using the example of a growth plan, it will need to state: whether the planned growth is to be organic or by acquisition or both; the products and services to be launched and marketed and the cultural changes that need to be addressed to effect the change.

Proposed change management organisation

This section should cover the proposed structure to manage and support the change, e.g. steering committee, leadership group. It is important that there is an executive champion at a very senior level who is seen to head up the change agenda, as well as sponsors from the key parts of the organisation affected by the change.

Stakeholder analysis

This section should highlight the range of stakeholders affected by the change. The stakeholders should be categorised so that appropriate messages can be formulated for the different categories of stakeholder.

Impact assessment on organisation processes, systems, customers and staff

An impact assessment should be carried out and this section documents the impact of the change on the organisations processes, systems, customers and staff.

Proposed messages

This section documents the messages that each stakeholder group should receive and should outline the objectives of those messages and the proposed method of communicating them.

Communication plan

This section should plan the communication of the change. It is important that people understand the context, the reasons for the change, the implementation plan and the impact on roles and responsibilities. The proposed communication events and channels of communication should be included in this section, e.g. briefings, presentations, bulletins etc..

Risks

The risks associated with the communication plan should be highlighted and proposed mitigation actions and responsibilities should be outlined.

Implementation plan

An implementation plan showing a timeline for all of the elements of change that need to be addressed should be developed and included in this section.

Proposed monitoring of change plan

The proposed mechanisms for monitoring the progress of the change plan and the reactions of stakeholder groups to the communications of the change should be covered in this section.
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