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Capture the specifics needed to implement your action plan.
Leverage Team Strengths How will you use your team's interests and gifts to execute the change?
	Individual/Team
	Skills, interests, strengths to leverage 
	Actions/Timing

	
	
	

	
	
	

	
	
	



Encourage the Team How will you energize your team as they implement new processes?
	Support/encouragement ideas 
	Timing

	
	

	
	

	
	



Gather Feedback: How will you collect feedback from others about the change?
	How to Gather
	Timing
	What did you learn?
	Needed actions, if any?

	
	
	
	

	
	
	
	

	
	
	
	



Monitor Progress. How are things progressing, considering the key metrics (see Lead)? 
	Key metrics 
	On/Off track?
	Adjustments needed? (y/n), describe

	
	
	

	
	
	

	
	
	

	
	
	



Maintain Momentum How will you respond if you need to adapt your plans or if things go off track?
	What adaptations are needed, if any? 
	How will you make them?

	
	

	
	

	
	



Keep Key Parties Informed and Involved (Sponsor, stakeholders, key influencers) 
	Audience
	Key Message
	Author
	Timing
	Delivery method(s)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Celebrate Longer-Term Success How will you celebrate in ways meaningful to your team and individuals?
	Successes (Team or individual)
	How to recognize them 

	
	

	
	

	
	


Thank you for your leadership through this process. Taking on change is no small feat. Your work will provide valuable lessons, regardless of the outcome. For additional resources, contact the Talent & Organization Development team at askHR@iu.edu.
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