Change Management Critical Success Factors 
Worksheet


Change Summary

Describe the nature and scope of the change
	






Why is this change important?
	







What are some of the challenges to managing this change?
	









What are the benefits to implementing this change?
	












Force Field Analysis

1. Define the change you want to see. Write down the goal or vision of a future desired state. Or you might prefer to understand the present status quo or equilibrium.

2. Brainstorm or Mind Map the Driving Forces.  The forces that are favorable to change. Record these on a force field diagram.

3. Brainstorm or Mind Map the Restraining Forces. The forces that are unfavorable to or oppose change. Record these on the force field diagram.

4. Evaluate the Driving and Restraining forces. You can do this by rating each force, from 1 (weak) to 5 (strong) and total each side. Or you can leave the numbers out completely and focus holistically on the impact each has.

5. Review the forces. Decide which of the forces have some flexibility for change or which can be influenced.

6. Strategize! Create a strategy to strengthen the driving forces or weaken the restraining forces, or both. If you've rated each force how can you raise the scores of the Driving Forces or lower the scores of the Restraining Forces, or both?

7. Prioritize action steps. What action steps can you take that will achieve the greatest impact? Identify the resources you will need and decide how to implement the action steps. Hint: Sometimes it's easier to reduce the impact of restraining forces than it is to strengthen driving forces.




	Forces for Change/Score
	

















Proposed Change
	Forces Resisting Change/Score

	


	
	


	



	
	

	



	
	

	



	
	

	



	
	

	



	
	

	



	
	

	



	
	

	



	
	

	



	
	





Stakeholder Analysis

1. The first step in the Stakeholder Analysis is to identify who the stakeholders are.
2. The next step is to work out their influence and level of interest – this will determine who should be the focus.
3. The final step is to develop a good understanding of the most important stakeholders and stakeholder groupings and know how they are likely to respond whether favorably or resistant – Note next to each stakeholder (F) for favorable or (R) for resistant


For each key stakeholder or group, characterize them using the following stakeholder influence grid.

	Influence
	High
	Keep Satisfied
	Key Players

	
	Low
	Minimal Effort
	Keep Informed

	Low
	High

	Level of Interest






	Influence
	High
	














	

	
	Low
	














	

	Low
	High

	Level of Interest





Resistance Management
Change often induces resistance in people for a variety of reasons. Some project stakeholder groups, or individuals may demonstrate resistance as the project rolls out, so it's important to try to anticipate what that may look like to try to address the resistance before it becomes a problem. 
· Identify potentially resistant stakeholder groups or individuals. 
· Define the resistance by describing what the resistance looks like. Resistance could include emotional, job performance, or engagement changes.  
· Brainstorm possible motives for the resistance. This could include a lack of awareness of "what's in it for me (WIIFM)," discomfort with the change in the day-to-day, perceived hardship in adjusting to the change and many other potential motives. 
· Select the method that will be used to identify the resistance (Employee feedback, Supervisor input, Focus group, Compliance Audit, Performance measures, Other, etc.). 
· Describe potential mitigation strategies and assign the person responsible for identifying and responding to the resistance


Resistance Planning Worksheet
	Stakeholder Group/Individual
	What Does Resistance Look Like?
	
Motive(s)
	Identification Method
	
Mitigation Strategies

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



