Change Management Template
This is a simple, beginner-friendly template that helps you plan, document, and execute organizational changes systematically. Complete each section to ensure a smooth transition and minimize disruption.

1. Change Title
Provide a clear, concise title for this change initiative.
	[Enter change title here]



2. Description of the Change
Describe what is changing, why it's changing, and what the end state will look like.
	[Provide detailed description]





3. Reason for Change
Explain the business justification and expected benefits.
	[Enter business justification]




4. Systems Affected
List all systems, applications, or processes that will be impacted.
	[List affected systems]






5. Users Affected
Identify stakeholder groups, departments, or individuals impacted by this change.
	[List affected users/groups]




6. Risk Assessment
Identify potential risks and mitigation strategies.
	Risk
	Mitigation Strategy

	[Risk 1]
	[Mitigation 1]

	[Risk 2]
	[Mitigation 2]



7. Approvals Required
List all stakeholders who need to approve this change before implementation.
	Approver Name
	Role/Title
	Status

	[Name]
	[Role]
	[Pending/Approved]



8. Testing Notes
Document testing approach, test scenarios, and results.
	[Document testing plan and results]





9. Rollout Plan
Detail the implementation timeline and communication plan.
	[Describe rollout phases, timeline, and communication strategy]





10. Rollback Plan
Define the process for reverting the change if issues arise.
	[Detail rollback procedures and decision criteria]





11. Implementation Date
Specify the planned date and time for implementation.
	[Enter date and time]



12. Verification Notes
Document post-implementation verification and validation steps.
	[Document verification activities and results]





13. Final Sign-Off
Obtain final approval confirming successful implementation.
	Name
	Signature
	Date

	[Name]
	
	





