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Step 1: Define the Change

Clearly articulate the nature and scope of
the change. What is changing, why, and
what are the expected outcomes?
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Step 2: Establish a Change
Management Team

Assemble a dedicated team responsible for
planning, executing, and monitoring the
change. This team should include
representatives from different departments
and levels within the organization.

Step 3: Conduct a Change
Impact Assessment

Identify how the change will affect various
aspects of the organization, including
processes, people, technology, and culture.
Assess the potential risks and challenges.



Step 4: Develop a
Communication Plan

Create a detailed communication strategy.
Ensure that key stakeholders are informed
about the change, its purpose, and the
timeline. Provide avenues for feedback and
questions.
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Step 5: Engage Stakeholders

Involve employees, customers, and other
relevant stakeholders in the change process.
Seek their input and address their concerns
to build support and commitment.

Step 6: Create a Change
Management Plan

Develop a comprehensive change
management plan that outlines the specific
actions, resources, and timelines for
implementing the change. This plan should
address each aspect of the change identified
in Step 3.
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Step 7: Implement the Change

Execute the plan, monitoring progress closely.
This may include training, process
adjustments, and technology installations.
Address issues and roadblocks as they arise.
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Step 8: Monitor and Measure
Progress

Establish key performance indicators (KPIs)
to track the progress of the change. Regularly
assess whether the change is meeting its
objectives and make adjustments as
needed.

Step 9: Address Resistance
and Concerns

Recognize that resistance to change is
natural. Identify sources of resistance and
develop strategies to address them. Offer
support, training, and guidance to employees
who may be struggling with the change.
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Step 10: Sustain the Change

Once the change is successfully
implemented, focus on embedding it into the
organization's culture and ensuring its long-
term sustainability. Create mechanisms for
ongoing evaluation and improvement.
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Step 11 (Optional): Celebrate
Success

If appropriate, celebrate the successful
implementation of the change. Recognize the
efforts of individuals and teams who
contributed to the change's success.

Step 12 (Optional): Learn and
Iterate

After the change is fully integrated, conduct a
post-implementation review to identify
lessons learned. Use this feedback to improve
future change management processes.
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CONTACT US+44 (0) 1704 889325

Click to subscribe to our YouTube
channel for regular training videos

Click to visit our website for FREE
sales training resources

info@salestrainingint.com
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