
Change Management Checklist

Develop Your Plan of Action

All the resources you need for every step of your project

1.

Identify a Project Manager

Identify a Change Champion

Identify goals on your project 
charter:

What is a project charter?
Project charter template

Develop a plan of action

Identify your change team

Set SMART goals:
What is a SMART goal?
Creating SMART goals

Use a Gantt Chart to track progress:
What is a Gantt Chart?

Gather Your Team2.

Set up your kickoff meeting

Complete an initiative contract at 
your kickoff meeting:

Team kickoff part 1
Team kickoff part 2
Team member highlights

Hold a team building exercise at 
your kickoff meeting

Initiative contracts part 1

Initiative contract template
Initiative contracts part 2

Develop a communication plan

Process mapping overview
Process mapping step-by-step

Process map the current and 
future state:

Communication plan template

How will the change affect 
your organization?

3.

Interview leaders and subject 
matter experts

Please note that the links included in this document are active for State of Missouri team members only

https://showmeexcellence.mo.gov/wp-content/uploads/2021/09/Project-Charter.pdf
https://showmeexcellence.mo.gov/wp-content/uploads/2022/11/ProjectCharterTemplate.xlsx
https://www.linkedin.com/learning-login/share?account=35674036&forceAccount=true&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcontent%2F615820%3Ftrk%3Dshare_ent_cc_url%26shareId%3DGVYZa2nDTEy7t6wk5%252Fcwvw%253D%253D
https://www.linkedin.com/learning-login/share?account=35674036&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fvideos%2Fdefining-performance-measures-part-2-s-m-a-r-t-performance-measures-9163121%3Ftrk%3Dshare_ent_url%26shareId%3DWFkB3O3%252BQtmJeOZzkycn4w%253D%253D
https://showmeexcellence.mo.gov/wp-content/uploads/2021/09/Gantt-Chart.pdf
https://www.linkedin.com/learning-login/share?account=35674036&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fvideos%2F37947738%3Ftrk%3Dshare_ent_url%26shareId%3DOZXNpg5OT%252BuClFMe49WXFg%253D%253D
https://www.linkedin.com/learning-login/share?account=35674036&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fvideos%2F37944974%3Ftrk%3Dshare_ent_url%26shareId%3DYJ3PzL0rTBKpGQYWQ64xuA%253D%253D
https://www.linkedin.com/learning-login/share?account=35674036&forceAccount=true&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcontent%2F622652%3Ftrk%3Dshare_ent_cc_url%26shareId%3D0Zod1jtNQwCKtWJRxqn%252B6A%253D%253D
https://www.linkedin.com/learning-login/share?account=35674036&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fvideos%2F37948384%3Ftrk%3Dshare_ent_url%26shareId%3DtLdZ6BNeSDiCLCBZLS%252BVMA%253D%253D
https://www.linkedin.com/learning-login/share?account=35674036&forceAccount=true&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcontent%2F621668%3Ftrk%3Dshare_ent_cc_url%26shareId%3DZaTwws4vSJeHJFtt13fqiQ%253D%253D
https://www.linkedin.com/learning-login/share?account=35674036&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fvideos%2F37945990%3Ftrk%3Dshare_ent_url%26shareId%3Dr5rs3GOXRHe3V1FmLapZkw%253D%253D
https://showmeexcellence.mo.gov/wp-content/uploads/Process-Mapping-Overview-for-White-Belt.v2.pdf
https://www.linkedin.com/learning-login/share?account=35674036&forceAccount=true&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcontent%2F618127%3Ftrk%3Dshare_ent_cc_url%26shareId%3D9LCWDItITy%252BG8CYaxgVxSg%253D%253D
https://showmeexcellence.mo.gov/wp-content/uploads/CommunicationPlanTemplate.xlsx


Change Management Checklist

Develop a strategy

All the resources you need for every step of your project

4.

Focus on the process, not the people

Get change resistors on board:
Managing Disruptors/Resistors 
Video

Review your charter, plan of 
action, and confirm role clarity for 
the team

Implement the plan5.

Use a Kanban board to show
progress:

Use the Influence Model to foster 
your change and keep the team 
on board:

What is a Kanban Board?
Trello and the Kanban method

Review past After Action Reviews
to avoid repeating issues

Influence Model- Part 2
Influence Model- Part 1

Introduction to After Action 
Reviews

Complete an after action review
after implementation and
document what went well and
what could have been better:

Review the change6.

Managing Disruptors/Resistors 
Exercise

Influence Model template
Facilitating the Influence Model

Use your communication plan 
every step of the way

Develop performance indicators 
and give incentives to your team

Update your Gantt Chart after 
weekly meetings

Celebrate every milestone!

Please note that the links included in this document are active for State of Missouri team members only

https://www.linkedin.com/learning-login/share?account=35674036&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fvideos%2F40194778%3Ftrk%3Dshare_ent_url%26shareId%3DenQFQPz%252FQzKvfR4DM2EKqw%253D%253D
https://showmeexcellence.mo.gov/wp-content/uploads/2021/09/Kanban-Overview.pdf
https://www.linkedin.com/learning-login/share?account=35674036&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Ftrello-essential-training%2Ftrello-and-the-kanban-method%3Ftrk%3Dshare_video_url%26shareId%3DE76MpSZfSxGK%252FVLph56OXw%253D%253D
https://www.linkedin.com/learning-login/share?account=35674036&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fvideos%2Fshifting-mindsets-and-behaviors-the-influence-model-part-2-9194680%3Ftrk%3Dshare_ent_url%26shareId%3DYr8ec7Q1SxaDdbVKD39HlQ%253D%253D
https://www.linkedin.com/learning-login/share?account=35674036&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fvideos%2Fshifting-mindsets-and-behaviors-the-influence-model-part-1-9195470%3Ftrk%3Dshare_ent_url%26shareId%3DJY%252BrHar6StO9zRZ%252FuMOTsw%253D%253D
https://www.linkedin.com/learning-login/share?account=35674036&forceAccount=false&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fvideos%2F40194806%3Ftrk%3Dshare_ent_url%26shareId%3DQFa%252FjngkSomikSdC6GtZNA%253D%253D
https://www.linkedin.com/learning-login/share?account=35674036&forceAccount=true&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcontent%2F1416244%3Ftrk%3Dshare_ent_cc_url%26shareId%3D96ET8%252F0fRvif5TPNeUh4kQ%253D%253D
https://www.linkedin.com/learning-login/share?account=35674036&forceAccount=true&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcontent%2F620716%3Ftrk%3Dshare_ent_cc_url%26shareId%3DRunZkkcjT0CjTD8%252FzgOMrg%253D%253D
https://www.linkedin.com/learning-login/share?account=35674036&forceAccount=true&redirect=https%3A%2F%2Fwww.linkedin.com%2Flearning%2Fcontent%2F620717%3Ftrk%3Dshare_ent_cc_url%26shareId%3Dw%252BvlMoZMSe2tYNGuUuN1eQ%253D%253D



