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Architecture Templates

Change Management Plan Template

What is Change Management Plan Template?

A Change Management Plan Template is a structured framework that outlines the approach
and processes for managing change within an organization, particularly during enterprise
architecture initiatives, such as those guided by frameworks like TOGAF (The Open Group
Architecture Framework). This template typically includes components such as change
identification, impact analysis, stakeholder communication, training strategies, and metrics for
evaluating success. By adhering to best practices in change management, the template aids
Enterprise Solution Architects and Project Managers in ensuring that changes are implemented
smoothly, minimizing disruption while maximizing stakeholder buy-in and alignment with
strategic goals. This structured approach is essential to achieving sustainable transformation
within the enterprise and maintaining architectural integrity throughout the change process.
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Change Management Plan Template

1. Introduction

e Purpose:

o Describe the purpose of the change management plan and its importance in
enterprise architecture.

e Scope:

o Define the scope of the changes being managed and the areas of the
enterprise architecture affected.

2. Change Management Objectives

e Qutline the key objectives of the change management process, such as:
o Minimize disruption.
o Ensure stakeholder engagement.
o Maintain service quality.
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3. Change Control Process

¢ 3.1 Change Request Submission

o Describe how to submit a change request, including necessary information
(e.g., description, impact, urgency).

¢ 3.2 Change Assessment and Approval

o Qutline the assessment process for proposed changes, including the criteria
used for approval.
o Define who makes decisions (Change Advisory Board).

e 3.3 Change Implementation

o Explain the procedures for implementing approved changes, including
responsibilities and timelines.

e 3.4 Change Review

o Detail the post-implementation review process to learn from the change
experience.

4. Roles and Responsibilities

e List the roles involved in the change management process and their
responsibilities, such as:
o Change Manager
o Change Advisory Board Members
o Project Managers
o Stakeholders

5. Communication Plan

e 5.1 Stakeholder Identification
o |dentify key stakeholders impacted by the changes.
e 5.2 Communication Strategy

o Define how changes will be communicated to stakeholders (e.g., meetings,
emails, newsletters).

e 5.3 Feedback Mechanism
o Describe how feedback from stakeholders will be gathered and addressed.

6. Risk Management

« |dentify potential risks associated with the change and strategies to mitigate them.
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7. Training and Support

e QOutline any training or support that will be provided to stakeholders to assist them
in adapting to changes.

8. Tools and Resources

e List tools and resources that will be used for change management (e.g., software
tools, documentation resources).

9. Monitoring and Reporting

e Describe how the effectiveness of the change management process will be
monitored and reported.

10. Conclusion

e Summarize the key points of the change management plan and its significance to
the organization.
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