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Change Management Plan Checklist 
Step 1. Identify Stakeholders and Perform a Stakeholder Analysis/Stakeholder Register 

The Change Management Plan should always begin with identification and analysis of your 
stakeholders and development of the Stakeholder Register.  

☐ Identify the key stakeholders involved in the change 

☐ Determine each stakeholder’s response to the change 

☐ Identify their needs in terms of communication and engagement 

☐ Include information pertinent to each stakeholder 

Step 2. Complete a Change Impact Assessment 

This analysis examines the proposed change and helps you understand the impact(s) the 
change will have on your clinic and on your key stakeholders. 

☐ Assess the proposed change in terms of scope, complexity, time frame, and 
openness of staff to change 

☐ Assess the current state compared to the proposed future state 

☐ Identify the impact for each gap between current to future state 

☐ Identify outcomes of each impact 

☐ Identify the risk of each impact and the probability of occurrence 

Step 3. Create the Change Team 

Create your Change Team to help you successfully implement the proposed changes. This 
team may or may not include all the roles based on your resource availability. 

☐ Change Sponsor – this person is ultimately responsible for the project outcomes 
and provides guidance and approval for OCM-related activities, as needed 

☐ Change Lead(s) – works with the project team to develop and carry out the 
Change Management Plan 

☐ Change Agent – works with the project and OCM leads to give localized OCM 
support and assistance to affected stakeholders 

☐ 
Change Support Team – A group of employees appointed by the Change Sponsor 
or Change Lead to identify business process barriers and determine and 
implement changes designed to improve the process 
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Step 4. Create the Change Vision Statement 

A change vision statement is a short statement that serves to unite the stakeholders towards the 
same goal. It should give both a sense of being and a sense of enduring purpose. 

☐ Write a change vision statement for proposed change, describing the clear and 
inspirational long-term desired result. 

Step 5. Create the Communication Plan 

Develop a Communication Matrix. Define what strategies you will use to communicate and 
engage stakeholders. This is one of the most important parts of your Change Management 
Plan.  

☐ Title/topic of communication 

☐ Schedule and frequency for communication 

☐ Who sends the communication 

☐ Mode of communication 

☐ Who receives the communication 

☐ Key messages 

☐ Date sent 

☐ Who approves it 

☐ Notes on the progress of the communication 

Step 6. Identify and Manage Resistance 

Resistance is opposition to the change or change plan. You will need to identify and plan to 
manage resistance to make progress on the change. 

☐ Be aware of resistance 

☐ Develop your Resistance Management Plan 

☐ Track resistance through your Stakeholder Register and/or a Change 
Management Dashboard 

☐ Use best practice strategies to mitigate resistance 
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Step 7. Execute the Plan 

Executing means that you will be taking the actions, performing, and accomplishing the work to 
make progress on the change plan and the change itself.  

☐ Put your Communication Plan into action 

☐ Deploy your Resistance Management Plan 

Step 8. Evaluate and Maintain the Plan 

Evaluation and maintenance of the plan and the change means that you will monitor and identify 
the progress on the plan and the change while making the necessary adjustments needed to 
ensure change adoption and success. 

☐ Identify and acknowledge Quick Wins 

☐ Review your stakeholders’ commitment levels 

☐ Adjust how you support stakeholders accordingly 

☐ Gather feedback and review the effectiveness of your Communication Plan 

☐ Adjust your communication strategy to best meet the needs of your stakeholders 

☐ Build your Change Management Dashboard and track your accomplishments, 
issues, and mitigation strategies (keep this up to date!) 

 


