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Change	is	inevitable	in	all	aspects	of	life.	In	the	business	world,	if	change	is	handled	effectively,	it	can	result	in	improved	performance,	enhanced	employee	satisfaction,	and	innovative	growth.	Changes	may	occur	at	an	organizational	level,	such	as	reorganizing	staff	or	introducing	a	new	product,	or	they	can	be	specific	to	a	project,	such	as	schedule	or
budget	changes.	Change	management	provides	a	structured	approach	to	handling	changes	so	that	organizations	and	projects	can	not	only	adapt,	but	also	control	the	process	to	promote	smooth	transitions	and	successful	outcomes.		A	change	management	plan	outlines	the	strategy	and	procedures	for	dealing	with	changes.	It	may	describe	general
procedures	such	as	submitting	a	change	request	for	review	by	the	Change	Control	Board,	how	changes	will	be	assessed,	and	other	process	details.	Or,	a	plan	may	provide	details	on	how	a	specific	change	will	be	managed,	including	the	type	and	scope	of	the	change,	roles	and	responsibilities,	budget	requirements,	stakeholder	management,	and	other
relevant	information.	While	there	are	common	steps	to	the	change	management	process,	a	plan	should	be	customized	based	on	the	culture	and	objectives	of	an	organization	as	well	as	the	attributes	of	a	given	change.	The	key	to	saving	time,	alleviating	stress,	and	reducing	costs	in	change	scenarios	is	having	clearly	defined	change	management
procedures.	Templates	can	serve	as	tools	for	strategizing,	planning,	and	implementing	a	change	management	policy.	To	help	you	get	started,	we’re	offering	multiple	template	options	below.	You	can	download	templates	for	Excel	and	Word,	or	use	Smartsheet’s	change	management	plan	template,	which	offers	enhanced	collaboration	features.		​	
Download	Excel	Template	Try	Smartsheet	Template		​	A	detailed	change	proposal	describes	why	the	change	is	needed,	expected	outcomes	and	impacts,	time	and	resources	required,	and	any	other	factors	that	need	to	be	reviewed.	As	the	name	implies,	a	change	proposal	may	be	the	first	step	in	a	change	management	process,	and	outlines	the	type	and
scale	of	a	change	and	seeking	approval	to	move	forward	with	implementation.	This	template	includes	space	for	adding	descriptive	information	as	well	as	sections	for	calculating	costs	and	benefits.	​		Download	Excel	Template	Try	Smartsheet	Template		​	An	effective	communications	plan	is	crucial	at	every	stage	of	a	project,	and	communicating	with
stakeholders	about	changes	can	be	especially	important.	Just	as	stakeholder	analysis	is	part	of	initial	project	planning,	it	applies	to	any	changes	that	need	to	be	implemented	during	a	project	lifecycle.	You	can	use	this	template	to	create	a	change	management	communications	plan	to	be	integrated	into	your	broader	plan.	​		Download	Excel	Template	Try
Smartsheet	Template		​	A	change	management	log	tracks	who	requested	what	change	and	when,	the	status	of	the	change	request,	its	priority,	and	resolution	information.	Depending	on	how	thorough	you	need	the	log	to	be,	other	details	such	as	the	type	and	impact	of	the	change	may	be	included.	This	log	template	is	designed	for	keeping	track	of	vital
information	so	that	change	requests	can	be	easily	prioritized,	addressed,	and	referenced	later.	​		Download	Excel	Template	Try	Smartsheet	Template		​	Before	a	change	request	can	be	approved,	it	needs	to	be	analyzed	for	potential	impact.	An	impact	assessment	looks	at	what	people,	systems,	and	process	will	be	affected	by	a	change	as	well	as	the	likely
level	of	impact.	It	may	examine	the	timing	of	impact,	risks	that	need	to	be	considered,	and	actions	that	may	help	mitigate	the	impact.	This	template	can	be	used	for	assessing	changes	on	its	own	or	added	to	a	management	plan	as	supporting	information.	​	Download	Organizational	Change	Management	Plan	Template	-	WORD	Organizational	changes
affect	individuals,	groups,	and	the	organization	as	a	whole.	Strategic	planning	can	help	anticipate	resistance	from	employees	or	other	stakeholders	and	provide	insight	into	managing	any	resistance	that	can’t	be	avoided.	Having	a	clear	communications	plan	can	help	by	collecting	feedback	from	employees	and	ensuring	active	participation	from	project
sponsors	and	other	leaders.	Planning,	implementation,	and	reinforcement	mechanisms	are	all	important	aspects	of	successful	organizational	change,	both	in	terms	of	a	smooth	transition	process	and	for	creating	lasting	change.	You	can	use	this	template	to	create	a	detailed	organizational	change	management	plan	that	addresses	all	aspects	of	the
change	process.	​	Download	Change	Request	Template	A	change	request	form	is	standard	documentation	in	change	management	and	may	include	information	on	the	project,	the	change	being	requested,	evaluation	details,	and	resolution.	This	form	can	be	used	to	initiate	a	change	control	process	and	for	documenting	closed	change	requests.	You	can
modify	this	change	request	template	to	include	whatever	details	are	needed	for	your	specific	change	process.	Download	Change	Management	Process	Template		Word	|	PDF	Fill	out	this	diagram	to	reflect	your	change	management	process,	from	change	request	flows	to	measuring	and	reporting	the	outcome.	You	can	include	this	diagram	in	your
change	management	plan	for	a	visual	representation	of	the	process.	Showing	a	breakdown	of	each	step	helps	to	simplify	the	process	and	provides	a	snapshot	view	for	easy	reference.	​	Download	Change	Management	Policy	Template	-	WORD	This	change	management	policy	template	provides	an	outline	for	describing	how	a	change	will	be	managed,
from	defining	the	type	and	scope	of	a	change	to	roles	and	responsibilities	for	those	involved	to	assessing	risk	factors.	You	can	provide	detailed	information	on	your	change	control	process	and	what	procedures	need	to	be	followed.	This	template	can	also	be	used	for	creating	a	change	management	plan	for	a	specific	project.	The	scope	of	a	project
includes	all	of	the	work	required	to	deliver	the	final	outcome.	When	changes	to	project	scope	are	not	properly	documented	and	controlled,	“scope	creep”	can	result,	which	often	starts	with	small	adjustments	to	a	project	that	have	not	been	reviewed	and	approved	and	thus	become	problematic	over	time.	To	prevent	issues	with	timelines	and	project
outcomes,	any	change	to	project	scope	should	be	considered	carefully	in	order	to	make	appropriate	adjustments	and	keep	projects	on	track.	Even	a	small	change	may	impact	multiple	components	of	a	project,	so	it’s	important	for	project	managers	to	identify	and	address	change	requests	as	they	arise,	including	who	or	what	may	be	affected	by	the
change,	whether	it’s	team	members	or	other	staff,	clients,	technology	requirements,	or	business	operations.		A	change	request	assessment	reviews	these	impacts	as	well	as	the	risks	and	benefits	of	a	proposed	change,	requirements	for	implementing	the	change,	and	other	factors.	Once	a	change	request	has	been	approved	by	the	Change	Control	Board
or	project	sponsors,	project	baselines	must	be	altered	to	accommodate	it,	and	the	changes	must	be	documented	and	communicated	to	stakeholders	as	needed.	A	change	management	plan	outlines	all	of	the	steps	in	this	process,	and	helps	to	ensure	that	changes	are	handled	effectively	and	with	minimal	risk.	There	are	many	areas	in	a	healthcare
organization	where	change	can	bring	about	increased	process	efficiency,	improved	patient	satisfaction,	and	stronger	security	of	data	and	information.	Planning	for	these	changes	and	reviewing	how	they	will	impact	your	business	can	ensure	that	the	changes	are	welcome	and	helpful.	As	changes	occur	in	healthcare	organizations,	these	businesses	are
required	to	acquire	and	maintain	the	same	expertise	needed	to	carry	out	tasks	and	provide	optimal	care	to	patients	and	clients.	Additionally,	healthcare	companies	must	abide	by	stringent	security	measures,	ensuring	that	all	data	and	health	information	are	securely	stored,	tracked,	and	maintained.	To	manage	and	adapt	to	all	changes,	you	need	a
powerful,	real-time,	and	secure	tool	to	maintain	business	efficiency	and	data	security.	Smartsheet	is	a	work	execution	platform	that	enables	healthcare	companies	to	improve	work	efficiency,	scale	repetitive	processes,	and	securely	store	and	share	protected	health	information.	Streamline	documentation,	improve	communication	of	changes	across
your	organization,	and	modify	healthcare	processes	for	the	better,	while	also	maintaining	top-level	data	security	compliant	with	HIPAA’s	regulatory	requirements.	Track	the	progress	of	changes	in	individual	processes	with	all-up	reports	and	centralized,	real-time	dashboards.	Interested	in	learning	more	about	how	Smartsheet	can	help	you	maximize
your	efforts?	Discover	Smartsheet	for	Healthcare.		Empower	your	people	to	go	above	and	beyond	with	a	flexible	platform	designed	to	match	the	needs	of	your	team	—	and	adapt	as	those	needs	change.		The	Smartsheet	platform	makes	it	easy	to	plan,	capture,	manage,	and	report	on	work	from	anywhere,	helping	your	team	be	more	effective	and	get
more	done.	Report	on	key	metrics	and	get	real-time	visibility	into	work	as	it	happens	with	roll-up	reports,	dashboards,	and	automated	workflows	built	to	keep	your	team	connected	and	informed.		When	teams	have	clarity	into	the	work	getting	done,	there’s	no	telling	how	much	more	they	can	accomplish	in	the	same	amount	of	time.	Try	Smartsheet	for
free,	today.	Try	Smartsheet	for	Free	Get	a	Free	Smartsheet	Demo	Management	of	change	templates	provide	a	standardized	format	and	structure	for	documenting	changes.	This	ensures	that	all	necessary	information	is	captured	consistently	across	different	types	of	changes.	They	also	help	organizations	comply	with	industry	requirements	by	following
a	systematic	process	for	demonstrating	due	diligence.	Additionally,	ready-to-use	templates	such	as	this	prompt	decision-makers	to	consider	all	the	risks	associated	with	any	change	before	they	are	implemented.	What	to	Include	in	a	Management	of	Change	Template	Aside	from	the	primary	details	like	the	name	of	the	facility,	location	of	the	site,	name
of	the	change	initiator,	description	and	area	of	the	proposed	change,	and	targetted	date	and	time	of	implementation,	a	good	management	of	change	template	should	ideally	include	a	review	of		following	items:	Engineering	Operating	and	Design	Quality	Operating	Personnel	External	Personnel	Regulations,	Standards,	or	Code	of	Practice	Suppliers,
Community,	and/or	Client/User	Other	Completion	Since	a	management	of	change	initiative	is	not	limited	to	the	above	aspects,	businesses	can	further	customize	their	own	templates	according	to	their	needs.	It’s	a	cliche	to	say	nothing	is	constant	but	change,	but	cliches	grow	from	truths.	Project	managers	understand	this	and	work	hard	to	create
change	management	plans	that	ensure	their	projects	run	smoothly.	Project	management	software	helps,	too,	but	if	you’re	not	ready	to	upgrade,	we	have	free	change	management	templates	to	help	you	manage	change.	If	you’re	looking	for	other	free	project	management	templates,	you’re	in	the	right	place.	Our	site	is	a	hub	for	a	variety	of	content
related	to	the	field,	including	weekly	blogs,	videos	and,	yes,	free	templates.	There	are	downloadable	templates	for	every	phase	in	the	project	life	cycle.	We’ve	cherrypicked	the	best	change	management	templates	and	have	listed	them	below.	1.	Change	Management	Plan	Template	A	change	management	plan	is	a	document	that	explains	how	an
organization	will	manage	project	changes	in	detail.	It	describes	the	roles	and	responsibilities	of	the	change	management	team,	the	change	request	evaluation	process	and	any	procedures	and	documentation	that	will	be	utilized.	This	free	change	management	plan	template	for	Word	includes	a	variety	of	tools	to	help	establish	a	change	management
process	for	your	projects,	including	a	change	log,	stakeholder	map,	cost-benefit	analysis	grid	and	more.	As	powerful	as	that	template	might	be,	it	pales	in	comparison	to	ProjectManager.	Our	robust	Gantt	charts	are	more	than	a	spreadsheet	and	timeline,	you	can	link	all	four	types	of	dependencies	to	avoid	delays	and	then	set	a	baseline	to	capture	the
cost,	resources	and	schedule	of	your	plan.	Our	software	then	automatically	reports	on	the	planned	effort	versus	the	actual	effort	in	real	time.	Now	you	can	see	if	you’re	on	schedule	and,	if	not,	reallocate	resources	quickly	to	get	back	on	track.	Get	started	with	ProjectManager	today	for	free.	ProjectManager’s	Gantt	chart	does	much	more	than	a
template	can	do.	Learn	more	2.	Gap	Analysis	Template	By	definition,	change	takes	you	from	one	point	to	another.	It	might	not	be	something	you	want,	but	more	often	than	not,	it’s	something	the	client	wants.	They	deliver	a	change	order	and,	once	approved,	it’s	your	job	to	figure	out	how	to	get	from	point	A	to	point	B.	The	free	gap	analysis	template
for	Excel	helps	you	analyze	where	you	are	and	where	you	want	to	be.	A	gap	analysis	isn’t	strictly	for	change	management.	It’s	often	used	as	a	tool	to	help	organizations	meet	long-term	goals,	stay	innovative	and	generally	improve	their	processes.	But	this	project	management	chart	can	help	you	gather	the	information	you’ll	need	to	implement	that
change	through	a	revised	plan,	including	what	resources	you	require	and	the	timeline	in	which	it	must	be	completed	3.	Change	Readiness	Assessment	Template	Assessing	the	readiness	of	your	team	before	a	change	is	critical	for	ensuring	its	implementation	is	feasible.	To	do	so,	it’s	necessary	to	evaluate	different	areas	that	play	a	role	in	the	change
implementation	process	such	as	the	resistance	to	change,	resource	availability,	communication	planning	and	more.	The	change	readiness	assessment	process	helps	project	managers	understand	what	actions	are	needed	to	prepare	their	organization	for	implementing	a	change,	such	as	training	employees,	identifying	stakeholders,	and	establishing
communication	channels.	4.	Change	Impact	Assessment	Template	Organizations	need	to	estimate	the	potential	impact	that	a	change	might	have	on	their	finances,	ability	to	operate,	project	intake	process,	resource	capacity	and	any	other	areas	that	might	be	affected	before	implementing	it	so	they	can	compare	its	benefits	against	potential	risks.
Change	impact	assessment	forms	are	ideal	for	listing	down	all	the	variables	that	need	to	be	considered	when	assessing	the	impact	of	a	change	and	assigning	numerical	values	to	them.	5.	Change	Implementation	Plan	Template	There’s	a	lot	of	planning	involved	when	implementing	a	change.	First,	organizations	identify	the	tasks	that	need	to	be
executed,	make	a	schedule,	allocate	resources,	estimate	costs	and	make	a	budget.	This	free	template	helps	change	managers	list	tasks,	indicate	who	they’re	assigned	to,	due	dates,	duration	and	many	other	details	that	help	them	keep	track	of	the	change	implementation	process.	6.	Project	Plan	Template	That	makes	for	a	nice	segue	into	the	next	on
our	list	of	free	change	management	templates.	In	a	gap	analysis,	you	build	an	action	plan,	but	our	free	project	plan	template	for	Word	fills	in	the	missing	pieces.	Now	you	have	a	tool	to	help	you	scope	your	work	and	break	it	down	into	small	pieces	that’ll	make	it	easier	to	execute	and	manage.	Besides	listing	all	the	activities	and	tasks	that	implement
your	change,	you	can	also	note	milestones,	phases	and	the	resource	requirements	you’ll	need.	Some	fields	capture	the	schedule,	any	task	dependencies	as	well	as	assumptions	and	constraints.	This	costs	money,	so	there’s	also	a	place	to	estimate	the	budget,	add	a	risk	log	and	lay	out	the	change	management	process.	7.	Project	Timeline	Template	Part
of	the	plan,	perhaps	one	of	the	most	critical	aspects,	is	the	schedule.	You	can	create	a	schedule	on	our	free	project	timeline	template	for	Excel.	This	is	one	of	the	free	change	management	templates	that	go	the	extra	mile.	There’s	a	spreadsheet	that	lists	your	tasks,	start	dates,	end	dates	and	duration.	As	you	add	them,	they	populate	a	visual	timeline	to
the	right.	You	can	color-code	the	phases	and	see	the	timeline	for	the	change	you’re	implementing	all	on	one	page.	8.	Change	Request	Form	Change	can	come	out	of	the	blue.	There	could	be	a	weather-related	issue	or	equipment	problem.	But	more	often	than	not,	that	change	is	being	requested,	usually	by	a	client	after	you’ve	already	started	executing
the	project.	To	ensure	that	the	change	doesn’t	cause	delays,	make	sure	it’s	delivered	with	our	free	change	request	form	template	for	Word.	You	can	use	this	free	change	management	template	to	collect	every	aspect	of	the	change	on	one	page.	Write	a	brief	description,	impact	on	the	project	and	whatever	other	information	decision-makers	will	need.
Remember,	this	is	a	change	request.	That	means	all	parties	have	to	agree	on	it,	which	makes	the	change	manageable	without	derailing	the	larger	project.	9.	Change	Log	Template	A	key	part	of	any	change	management	plan	is	a	change	log.	It’s	how	you	control	change	in	your	project.	Our	free	change	log	template	for	Excel	gives	project	managers
greater	visibility.	It’s	identified	and	team	members	have	been	assigned	to	respond	to	it.	Therefore,	they	have	accountability	and	you	can	track	the	effort.	Once	you	download	the	free	spreadsheet,	you	can	number	the	change	to	make	it	easy	to	know	which	change	you’re	tracking.	There’s	space	to	note	when	the	change	was	first	identified,	who	on	the
team	has	been	assigned	to	respond	to	it	and	what	the	priority	is.	You	can	note	the	status,	too,	to	better	track	its	life	cycle.	10.	Stakeholder	Analysis	Template	Whether	changes	come	from	stakeholders	or	not,	they	have	a	vested	interest	in	the	project.	Project	managers	must	keep	them	updated	on	the	progress	of	the	project	and	that	includes	any
changes	that	occur.	Our	free	stakeholder	analysis	template	for	Excel	is	a	great	tool	for	identifying	and	managing	your	project	stakeholders.	You’ll	find	fields	to	define	stakeholders,	including	adding	basic	information	about	them,	such	as	their	title,	email	and	influence	of	power	on	the	project,	whether	it’s	high,	medium	or	low.	Next,	you	can	note	each
stakeholder’s	relationship	to	the	project	as	well	as	note	their	priority,	subject	matter	expertise	(SME)	and	relevant	skills.	Finally,	there’s	a	space	to	outline	how	to	communicate	with	each,	including	frequency.	11.	Communication	Plan	Template	Speaking	of	communication,	that	might	be	one	of	the	most	important	aspects	of	change	management.	The
worst	thing	about	change	when	it	comes	to	your	project	is	not	acknowledging	it.	There	must	be	transparency	and	for	that	to	happen	you	need	to	use	our	free	communication	plan	template	for	Word.	This	template	goes	through	everything,	such	as	the	background	of	the	project—its	vision	and	objectives,	goals	and	timeframe	and	communication	staff
and	tools	to	review	the	effectiveness,	communication	plan	and	record	outcome.	There’s	also	a	place	to	explore	situation	analysis,	lessons	learned	guidelines,	messaging,	delivery	channels,	schedule	and,	of	course,	stakeholders.	12.	Cost-Benefit	Analysis	Template	Not	all	changes	are	a	priority.	That’s	why	you	have	to	note	the	priority	to	know	how	to
respond.	One	way	to	do	that	is	with	our	free	cost-benefit	analysis	template	for	Excel.	It’s	one	of	the	change	management	templates	you’ll	find	yourself	reaching	for	more	often	than	not.	It	can	help	you	decide	if	the	change	is	worth	the	investment.	Some	changes	aren’t	debatable.	If	there’s	a	quality	issue,	it	must	be	addressed.	However,	not	all	changes
are	the	same	and	certainly,	not	all	are	created	equally.	With	the	free	template,	you	can	look	at	quantitative	costs	against	quantitative	benefits	to	calculate	if	the	money	you	put	in	is	worth	the	benefits	you	get	out	of	the	change.	13.	Project	Budget	Template	Changes	cost	money.	To	ensure	those	costs	are	in	line	with	your	budget	or	you	can	offset	them
in	terms	of	the	schedule	or	scope	of	the	project,	you	can	use	our	free	project	budget	template	for	Excel.	A	budget	helps	you	estimate	all	the	tasks	that	make	up	your	project.	That	includes	all	the	resources	you’re	going	to	need,	too.	Yes,	this	is	for	the	entire	project,	but	it	can	be	applied	to	just	the	change	or	you	can	add	some	wiggle	room	in	the	budget
to	help	you	pay	for	whatever	changes	are	deemed	necessary.	14.	Change	Order	Form	Template	Construction	project	managers	are	all	too	familiar	with	change.	They	deal	with	complex	projects	and	change	management	is	essential	to	keep	them	on	track.	That’s	why	they	always	use	a	change	order	form,	and	you	can	too	by	downloading	this	free	change
order	form	template	for	Word.	The	change	order	form	has	a	place	to	write	why	the	change	is	being	requested,	the	opportunity	it	provides	to	the	project	and	a	description	of	that	change.	You	can	add	the	cost	involved	in	implementing	the	change	and	the	estimated	duration.	There’s	a	total	cost	and	signature	line	to	ensure	that	everyone	has	agreed	on
the	price,	change	and	timeframe.	ProjectManager	Helps	With	Change	Management	Some	of	the	free	change	management	templates	listed	above	are	helpful,	but	some	might	be	frustrating	as	they	have	to	be	manually	implemented.	Older	versions	can	be	floating	around	which	can	cause	costly	mix-ups.	ProjectManager	is	award-winning	project
management	software	that	has	the	features	you	need	to	plan,	manage	and	track	your	change	management	plan	in	real	time.	Work	on	Multiple	Project	Views	Project	managers	will	create	the	change	management	plan	on	a	Gantt	chart,	but	teams	use	different	tools	to	implement	those	changes.	That’s	why	we	have	multiple	project	views	that	are	all
updated	in	real	time	together	so	everyone	is	always	working	on	the	most	current	information.	Whether	teams	use	kanban	boards	to	visualize	their	workflow	or	a	robust	task	list	to	track	their	work,	our	tool	gives	you	the	freedom	to	serve	cross-functional	teams	and	not	make	them	adjust	to	the	software.	Keep	Track	of	Progress	on	Real-Time	Dashboards
Rather	than	use	static	change	management	templates	to	track	change,	we	have	real-time	dashboards	that	give	you	a	high-level	view	of	the	project.	They	capture	live	data	and	display	it	in	easy-to-read	graphs	and	charts	that	show	the	overall	health	of	the	project,	but	also	costs,	time,	workload	and	more.	There’s	no	time-consuming	configuration	as	with
lightweight	tools.	It’s	plug-and-play.	Want	more	detail?	Use	our	customizable	reports.	They’re	generated	in	a	keystroke	and	can	be	filtered	to	show	only	the	data	you	want	to	see.	Then	share	them	with	your	stakeholders	to	keep	them	updated	on	changes	to	the	project.	Related	Change	Management	Content	Change	management	is	a	big	field.	Change
management	templates	only	brush	the	surface.	ProjectManager	isn’t	only	superior	project	management	software,	it’s	a	site	to	learn	about	every	phase	of	project	management.	Here	is	a	selection	of	change	management-related	content.	ProjectManager	is	online	project	management	software	that	empowers	teams	to	plan,	manage	and	track	changes	in
their	projects.	Our	collaborative	platform	connects	teams	across	departments	or	continents,	allowing	them	to	share	files,	make	comments	and	more.	Besides	fostering	collaboration	we	have	task	management,	risk	management	and	resource	management	features	to	keep	teams	productive	and	projects	on	schedule.	Get	started	with	ProjectManger
today	for	free.	This	article	outlines	a	step-by-step	process	for	managing	organizational	changes,	aiming	to	minimize	disruption	and	risk.	The	document	details	the	template’s	importance,	usage,	organizational	value,	and	the	specific	controls.The	Change	Management	Procedure	Template	is	a	document	outlining	the	step-by-step	process	for	managing
changes	within	an	organization.	It	defines	the	procedures	for	requesting,	evaluating,	approving,	implementing,	and	documenting	changes	to	systems,	processes,	or	policies.	The	template	ensures	changes	are	managed	effectively,	minimizing	risks	and	disruptions.The	change	management	procedure	template	helps	document	and	standardize	the
change	management	process	across	different	systems	within	your	business	landscape.The	following	screenshot	shows	the	sample	change	management	procedure	template.The	importance	of	change	management	procedure	templateThe	importance	of	a	change	management	procedure	template	cannot	be	overstated	in	today’s	fast-paced	and	constantly
evolving	business	environment.	This	structured	approach	provides	organizations	with	a	clear	roadmap	for	managing	change,	ensuring	that	transitions	are	smooth	and	minimally	disruptive.	A	well-designed	template	serves	as	a	standardized	guide	that	helps	project	managers,	team	leaders,	and	other	stakeholders	understand	their	roles	and
responsibilities	during	the	change	process.By	offering	a	consistent	framework,	it	minimizes	the	risks	associated	with	poorly	managed	transitions,	such	as	operational	disruptions,	loss	of	productivity,	and	decreased	employee	morale.	Moreover,	a	change	management	procedure	template	fosters	better	communication	and	collaboration	across	various
departments.	It	outlines	the	necessary	steps	for	change	implementation,	including	stakeholder	engagement,	resource	allocation,	and	timeline	management.This	level	of	detail	aids	in	setting	clear	expectations	and	promotes	transparency,	which	is	crucial	for	gaining	buy-in	from	all	parties	involved.	Additionally,	the	template	can	be	customized	to	fit	the
unique	needs	of	different	projects	or	organizational	changes,	making	it	a	versatile	tool	for	addressing	a	wide	range	of	scenarios.	In	addition	to	operational	benefits,	having	a	change	management	procedure	template	enhances	organizational	resilience	and	agility.	As	market	conditions,	technologies,	and	consumer	preferences	evolve,	companies	must	be
able	to	adapt	quickly	to	stay	competitive.A	robust	template	equips	organizations	with	the	tools	to	swiftly	respond	to	these	changes	while	maintaining	continuity	and	stability.	Furthermore,	it	aids	in	post-implementation	evaluation	by	providing	metrics	and	benchmarks	to	assess	the	effectiveness	of	the	change	process.	Overall,	the	significance	of	a
change	management	procedure	template	lies	in	its	ability	to	streamline	processes,	reduce	risks,	and	ultimately	drive	successful	change	initiatives.Read	our	Implementing	a	change	management	policy	for	smooth	transitions	article	to	learn	more!Enhancing	change	management	proceduresIn	2025,	effective	change	management	is	crucial	for
organizations	aiming	to	navigate	the	complexities	of	digital	transformation,	regulatory	shifts,	and	evolving	workforce	dynamics.	A	well-structured	change	management	procedure	ensures	that	changes	are	implemented	smoothly,	with	minimal	disruption	to	operations.	Key	elements	of	an	effective	procedure	include	clear	documentation	of	change
requests,	thorough	impact	assessments,	defined	approval	processes,	and	comprehensive	communication	plans.	By	standardizing	these	components,	organizations	can	foster	consistency,	accountability,	and	transparency	throughout	the	change	process.Modern	change	management	also	emphasizes	the	importance	of	stakeholder	engagement	and
training.	Identifying	all	affected	parties	and	involving	them	early	in	the	process	helps	in	addressing	concerns	and	reducing	resistance.	Providing	adequate	training	ensures	that	employees	are	equipped	to	adapt	to	new	systems	or	processes,	thereby	enhancing	the	overall	success	of	the	change	initiative.	Additionally,	incorporating	feedback	mechanisms
allows	organizations	to	monitor	the	effectiveness	of	changes	and	make	necessary	adjustments	in	real-time.How	do	I	use	it?Using	a	Change	Management	Procedure	Template	can	greatly	simplify	the	process	of	implementing	changes	in	an	organization.	To	begin,	carefully	review	the	template	to	understand	its	structure	and	content.	Identify	the	sections
that	are	relevant	to	your	specific	change	management	needs.Next,	gather	all	necessary	information	and	documentation	related	to	the	change	you	are	planning	to	implement.	Use	the	template	as	a	guide	to	fill	in	the	required	details,	such	as	the	purpose	of	the	change,	the	stakeholders	involved,	and	the	desired	outcomes.	Customize	the	template	to
align	with	your	organization’s	processes	and	terminology.	Once	completed,	distribute	the	template	to	all	relevant	parties	and	ensure	everyone	is	aware	of	their	roles	and	responsibilities	in	the	change	management	process.	Regularly	update	and	track	progress	using	the	template	to	ensure	a	smooth	and	effective	change	implementation.The	purpose	of
documenting	detailed	change	management	procedures	is	to	standardize	how	changes	are	implemented	within	your	organization.	This	helps	in	implementing	changes	in	a	well-communicated,	planned,	and	predictable	manner	that	minimizes	unplanned	outages	and	unforeseen	system	issues.Value	to	the	organizationA	change	management	procedure
template	plays	a	crucial	role	in	adding	value	to	an	organization.	Change	is	inevitable	in	today’s	dynamic	business	environment,	and	without	an	effective	change	management	process,	organizations	can	face	numerous	challenges.	A	well-designed	change	management	procedure	ensures	that	changes	are	implemented	smoothly	and	seamlessly,
minimizing	disruptions	and	maximizing	the	benefits	for	the	organization.A	change	management	procedure	template	provides	a	structured	approach	to	identify,	plan,	and	execute	changes,	ensuring	that	they	align	with	the	organization’s	goals	and	objectives.	By	involving	key	stakeholders	and	communicating	effectively,	a	change	management
procedure	helps	to	gain	buy-in	and	support	from	employees,	reducing	resistance	to	change	and	increasing	the	likelihood	of	successful	implementation.It	also	helps	to	mitigate	risks	associated	with	change	and	ensures	that	the	organization	remains	agile	and	adaptable	in	the	face	of	evolving	market	conditions.	Ultimately,	a	robust	change	management
procedure	adds	value	by	enabling	organizations	to	embrace	and	capitalize	on	change,	driving	innovation,	growth,	and	competitive	advantage.A	change	management	procedure	adds	value	to	the	organization	by	providing	a	systematic	approach	to	managing	changes	and	ensuring	they	are	evaluated,	approved,	and	implemented	in	a	controlled	manner.
It	minimizes	disruptions,	mitigates	risks,	promotes	transparency,	and	fosters	alignment	with	organizational	goals,	ultimately	enhancing	efficiency,	productivity,	and	stakeholder	satisfaction.Read	our	Effective	change	management	policies	and	their	critical	role	in	organizational	success	article	to	learn	more!Which	controls	does	it	satisfy?Completing
this	change	management	procedure	template	helps	satisfy	the	following	controls:APPS-8	Source	CodeThe	tracking	and	management	of	code	from	a	development	stage	to	deployment	to	productionPDP-7Change	Management	WorkflowProvide	the	step-by-step	procedures	required	for	the	creation,	development,	and	implementation	of	a	change.PDP-
8	Change	Management	ApprovalsProvide	the	most	recent	example	of	a	change	ticket	showing	explicit	approval.PDP-10	SDLC:	Separation	of	EnvironmentsMaintain	separate	environments	to	develop,	test,	and	deploy.PDP-11	SDLC:	Security	ReviewsEach	change	undergoes	a	security	review.PDP-13Secure	coding	practiceThe	organization	has	a	coding
practice	to	securely	deploy	changes	to	production.PDP-14	Quality	Control	ProcessEnsure	that	products,	services,	and	deliverables	meet	predefined	quality	standards	and	expectations.PDP-15	Agile	processDefine	and	document	a	procedure	for	step-by-step	guidance	showing	the	agile	development	process.PDP-16	Change	Management	ToolingInstall	an
automated	change	management	tool	to	manage	deployments	to	production.PDP-19	Production	Deployment	AccessEnsure	the	implementation	of	an	automated	alerting	mechanism	for	any	changes	deployed	to	production.PDP-22Rollback	PlansVersion	Control	and	Configuration	Management	Records.INFRA-10	Infrastructure	as	CodeManaging	the
infrastructure	through	code	instead	of	a	manual	process.CUST-11	Release	notificationsNotify	the	internal	and	external	stakeholders	of	the	feature	deployment.Ready	to	save	time	and	money	on	audits,	pass	security	reviews	faster,	and	manage	enterprise-wide	risk?	Let’s	talk!Please	download	the	template	from	hereChange	Management	Procedure
Template	(pdf)Change	Management	Plan	Template	(docx)	Prepared	byCompany	NameDepartmentDate[Your	Name][Your	Company	Name][Your	Department][Date]This	Management	Of	Change	Procedure	Template	outlines	the	process	for	initiating,	reviewing,	approving,	and	implementing	changes	within	[YOUR	COMPANY	NAME].	It	aims	to	ensure
that	changes	are	carefully	evaluated,	communicated,	and	managed	to	minimize	risks	and	disruptions	to	operations.This	procedure	applies	to	all	changes,	including	but	not	limited	to	organizational	changes,	process	changes,	system	changes,	and	policy	changes,	within	[YOUR	COMPANY	NAME].	It	encompasses	all	departments	and	levels	of	the
organization	involved	in	change	management	activities.The	purpose	of	this	procedure	is	to	establish	a	structured	approach	to	managing	changes	effectively	while	maintaining	operational	stability,	compliance,	and	continuous	improvement.	By	following	this	template,	[YOUR	COMPANY	NAME]	can	mitigate	risks,	enhance	adaptability,	and	optimize
change	outcomes.Identify	Change	Need:	Recognize	the	need	for	change	based	on	factors	such	as	performance	gaps,	emerging	opportunities,	or	external	influences.Document	the	rationale	and	objectives	behind	the	proposed	change.Submit	Change	Request:	Complete	a	Change	Request	Form	providing	details	of	the	proposed	change,	including	its
nature,	scope,	impact,	and	justification.Ensure	all	necessary	stakeholders	are	informed	and	involved	in	the	change	initiation	process.Impact	Analysis:	Conduct	a	thorough	impact	analysis	to	assess	the	potential	consequences	of	the	proposed	change	on	processes,	resources,	stakeholders,	and	outcomes.Consider	factors	such	as	operational	risks,
regulatory	compliance,	and	customer	impact.Risk	Assessment:	Identify	and	evaluate	any	risks	associated	with	the	proposed	change,	including	potential	disruptions,	delays,	or	adverse	effects	on	business	operations.Develop	mitigation	strategies	and	contingency	plans	to	address	identified	risks.Review	Change	Proposal:	Present	the	proposed	change	to
the	Change	Review	Board	or	designated	decision-making	body	for	evaluation	and	approval.Evaluate	the	proposed	change	against	predefined	criteria,	such	as	feasibility,	alignment	with	strategic	objectives,	and	resource	availability.Approval	Decision:	Determine	whether	to	approve,	reject,	or	defer	the	proposed	change	based	on	the	outcomes	of	the
review	process	and	the	assessment	of	risks	and	benefits.Communicate	the	decision	to	relevant	stakeholders	and	provide	rationale	for	the	decision.Develop	Implementation	Plan:	Develop	a	detailed	plan	outlining	the	steps,	timelines,	responsibilities,	and	resources	required	to	implement	the	approved	change.Coordinate	with	affected	departments	or
teams	to	ensure	readiness	and	alignment	with	the	implementation	plan.Execute	Change:	Implement	the	approved	change	according	to	the	established	plan,	following	standardized	procedures	and	protocols.Monitor	progress	and	address	any	issues	or	challenges	encountered	during	the	implementation	process.Monitor	Change	Performance:	Track	the
performance	of	the	implemented	change	against	predefined	objectives,	metrics,	and	key	performance	indicators	(KPIs).Collect	feedback	from	stakeholders	and	assess	the	impact	of	the	change	on	operations,	efficiency,	and	customer	satisfaction.Review	Change	Effectiveness:	Conduct	a	post-implementation	review	to	evaluate	the	effectiveness	of	the
change	in	achieving	its	intended	outcomes.Identify	lessons	learned,	best	practices,	and	areas	for	improvement	to	inform	future	change	initiatives.Foster	a	culture	of	openness,	transparency,	and	collaboration	to	facilitate	effective	change	management.Communicate	change	plans,	progress,	and	outcomes	to	all	stakeholders	in	a	timely	and	clear
manner.Conduct	post-implementation	reviews	to	evaluate	the	effectiveness	of	changes	and	identify	opportunities	for	improvement.Procedure	Templates	@	Template.net	The	ISO	9001	Change	Management	Procedure	Template	is	designed	to	help	organizations	effectively	manage	and	implement	changes	within	their	management	systems.	This
template	provides	a	step-by-step	guide	for	documenting	and	approving	proposed	changes,	as	well	as	procedures	for	assessing	the	impact	of	these	changes	and	communicating	them	to	relevant	stakeholders.	By	following	this	template,	organizations	can	ensure	that	changes	are	implemented	in	a	controlled	and	systematic	manner,	minimizing	the	risk	of
negative	impacts	on	quality	and	customer	satisfaction.	Understanding	The	Importance	of	ISO	9001	Change	Management	Procedure	Template	The	ISO	9001	standard	is	an	internationally	recognized	quality	management	system	that	helps	organizations	improve	their	overall	efficiency,	customer	satisfaction,	and	competitiveness.	One	of	the	key	aspects
of	implementing	ISO	9001	is	managing	changes	within	the	organization.	Change	management	is	crucial	in	ensuring	that	any	changes	made	to	the	organization's	processes,	procedures,	products,	or	services	are	planned,	controlled,	and	effectively	implemented.	If	not	appropriately	managed,	changes	can	lead	to	disruptions,	errors,	customer
dissatisfaction,	and	even	regulatory	compliance	issues.	An	ISO	9001	Change	Management	Procedure	Template	guides	organizations	to	establish	a	systematic	and	effective	approach	to	managing	changes.	It	provides	a	standardized	process	that	ensures	consistent	and	reliable	management	of	changes,	reduces	risks,	and	promotes	continuous
improvement.	Importance	of	having	an	ISO	9001	Change	Management	Procedure	Template:	Standardization:	The	template	provides	a	standardized	framework	that	can	be	followed	across	the	organization.	This	ensures	that	all	changes	are	managed	consistently,	regardless	of	the	department	or	individual	involved.	It	helps	avoid	confusion,	duplication
of	efforts,	and	inconsistencies	in	change	management	practices.	Risk	Management:	Change	can	introduce	various	risks,	such	as	errors,	process	deviations,	or	disruptions.	The	template	helps	identify	and	assess	potential	risks	associated	with	changes	and	establishes	appropriate	mitigation	strategies.	This	proactive	approach	minimizes	the	likelihood	of
adverse	impacts	on	quality,	customer	satisfaction,	or	compliance.	Documentation	and	Communication:	The	template	helps	capture	all	necessary	information	related	to	the	change,	such	as	its	purpose,	scope,	impact,	and	stakeholders	involved.	This	documentation	ensures	transparency,	accountability,	and	traceability	throughout	the	change
management	process.	Additionally,	it	facilitates	effective	communication	among	the	relevant	parties,	ensuring	that	everyone	is	aware	of	the	change	and	its	implications.	Control	and	Authorization:	The	template	defines	clear	steps	for	reviewing,	approving,	and	implementing	changes.	This	ensures	that	changes	are	evaluated	and	authorized	by
appropriate	personnel,	helping	prevent	unauthorized	or	ill-informed	modifications.	It	also	enables	organizations	to	maintain	control	over	their	processes,	ensuring	that	changes	align	with	their	quality	objectives	and	overall	strategy.	Continuous	Improvement:	The	template	promotes	a	culture	of	continuous	improvement	by	integrating	change
management	into	the	organization's	quality	management	system.	It	encourages	organizations	to	learn	from	their	experiences,	monitor	the	effectiveness	of	changes,	and	apply	lessons	learned	to	future	improvements.	This	iterative	approach	helps	drive	ongoing	enhancements	in	processes,	products,	and	services.	Key	Considerations	For	ISO	9001
Change	Management	Procedure	Template	When	creating	an	ISO	9001	Change	Management	Procedure	Template,	there	are	several	key	considerations	that	should	be	kept	in	mind.	These	include:	Scope	and	objectives:	Clearly	define	the	scope	and	objectives	of	the	change	management	procedure.	This	will	help	ensure	that	all	necessary	changes	are
captured	and	effectively	managed.	Roles	and	responsibilities:	Clearly	define	the	roles	and	responsibilities	of	individuals	involved	in	the	change	management	process.	This	includes	identifying	who	is	responsible	for	initiating,	assessing,	approving,	implementing,	and	reviewing	changes.	Change	request	process:	Establish	a	clear	and	well-defined	process
for	submitting	change	requests.	This	should	include	the	requirements	for	submitting	a	change	request,	the	required	documentation,	and	the	timeline	for	review	and	approval.	Change	assessment	and	impact	analysis:	Define	the	criteria	and	procedures	for	assessing	and	analyzing	the	impact	of	proposed	changes.	This	should	include	evaluating	potential
risks	and	identifying	any	necessary	mitigating	actions.	Approval	process:	Define	the	criteria	and	procedures	for	reviewing	and	approving	change	requests.	This	should	include	outlining	the	roles	and	responsibilities	of	the	individuals	or	committees	responsible	for	making	decisions	on	change	requests.	Communication	and	documentation:	Establish
procedures	for	communicating	approved	changes	to	relevant	stakeholders.	This	should	include	updating	relevant	documentation,	such	as	procedures,	work	instructions,	and	training	materials,	to	reflect	the	approved	changes.	Implementation	and	monitoring:	Define	procedures	for	implementing	approved	changes,	tracking	progress,	and	monitoring
the	effectiveness	of	the	implemented	changes.	This	may	include	creating	an	implementation	plan,	conducting	regular	reviews,	and	tracking	key	performance	indicators.	Record	keeping:	Establish	procedures	for	documenting	and	maintaining	records	related	to	change	management.	This	should	include	keeping	a	record	of	change	requests,	approvals,
implementation	plans,	and	monitoring	activities.	Continuous	improvement:	Incorporate	a	process	for	continuously	improving	the	change	management	procedure.	This	involves	regularly	reviewing	and	analyzing	the	effectiveness	of	the	procedure	and	making	necessary	updates	and	improvements.	Training	and	awareness:	Ensure	that	all	individuals
involved	in	the	change	management	process	are	adequately	trained	and	aware	of	their	roles	and	responsibilities.	This	includes	providing	training	on	the	change	management	procedure	and	communicating	any	updates	or	changes	to	the	procedure.	The	Benefits	of	ISO	9001	Change	Management	Procedure	Template	Consistency:	The	ISO	9001	Change
Management	Procedure	Template	provides	a	standardized	process	for	managing	organizational	changes,	ensuring	consistency	in	how	changes	are	evaluated,	approved,	and	implemented.	Compliance:	The	template	is	designed	to	align	with	the	requirements	of	ISO	9001,	helping	organizations	meet	the	standard's	criteria	for	change	management.
Following	the	template	can	aid	in	achieving	and	maintaining	ISO	9001	certification.	Efficiency:	The	template	outlines	the	necessary	steps	and	documentation	required	for	change	management,	reducing	the	time	and	effort	required	to	develop	a	change	management	process	from	scratch.	This	can	lead	to	more	efficient	change	implementation	and	less
disruption	to	operations.	Clear	guidelines:	The	template	provides	clear	guidelines	for	change	request	submission,	evaluation,	and	approval.	This	helps	to	establish	a	transparent	and	objective	decision-making	process,	ensuring	that	changes	are	assessed	based	on	their	potential	impact	and	benefits.	Risk	management:	The	template	includes	risk
assessment	and	mitigation	measures,	enabling	organizations	to	identify	potential	risks	associated	with	changes	and	take	appropriate	actions	to	minimize	or	eliminate	them.	This	helps	to	prevent	negative	impacts	on	quality,	safety,	and	customer	satisfaction.	Continuous	improvement:	The	template	promotes	the	concept	of	continuous	improvement	by
requiring	organizations	to	review	the	effectiveness	of	implemented	changes.	This	helps	to	identify	any	further	adjustments	or	corrective	actions	needed	to	optimize	the	change	management	process	and	achieve	better	results.	Documentation:	The	template	emphasizes	the	importance	of	documenting	change	decisions,	actions	taken,	and	outcomes.	This
facilitates	traceability	and	accountability,	enabling	organizations	to	demonstrate	their	change	management	activities	to	auditors,	stakeholders,	and	customers.	Communication:	The	template	emphasizes	the	need	for	effective	communication	throughout	the	change	management	process.	This	ensures	that	all	stakeholders	are	informed	about	upcoming
changes,	their	rationale,	and	any	required	actions	or	training.	Employee	engagement:	The	template	encourages	involving	employees	in	the	change	management	process	through	participation	in	change	impact	assessments,	training,	and	feedback.	This	promotes	employee	engagement,	ownership,	and	support	for	changes,	increasing	the	likelihood	of
successful	implementation.	Learning	and	knowledge	sharing:	The	template	encourages	organizations	to	capture	lessons	learned	from	change	management	experiences,	facilitating	knowledge	sharing	and	continuous	improvement.	This	can	help	organizations	avoid	repeating	mistakes	and	enhance	their	change	management	capabilities	over	time.
Conclusion	In	conclusion,	the	ISO	9001	Change	Management	Procedure	Template	provides	a	comprehensive	and	structured	approach	to	effectively	managing	change	within	an	organization.	By	following	this	template,	organizations	can	ensure	that	their	change	management	processes	align	with	the	ISO	9001	standard,	fostering	a	culture	of	continuous
improvement	and	enhancing	overall	quality	management.	This	template	serves	as	a	valuable	tool	for	organizations	looking	to	implement	change	in	a	controlled	and	systematic	manner,	resulting	in	improved	efficiency,	reduced	risks,	and	increased	customer	satisfaction.


