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Capability Overview

Web-based change management methodology and toolkit to help
change practitioners, project teams, and HR professionals facilitate
change within the context of their strategic initiatives.
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Home

From Change Accelerator’s Home page you can do several things — visit the Dashboard to check the status of
your change initiative, browse the Change Toolbox, consult the Change Model, or assess your effort to
determine where best to direct your attention. You can also access the Implementation Checklists, view
tools by phase and type, and search across the platform.
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and Progress of each of the six phases. the Change Toolbox NEW: Case for Change template
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Tools by Phase:

v Plan the Change
v Create a sense of Urgency

v Leadthe Change

Organizational
Change Model cleanprint ¥
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v Align Systems & Structures

v Sustain the Change
Filter Change
Tools by Phase

Tools by Type:

» Template

+ PowerPoint
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Change Roadmap

The Accelerating Change & Transformation (ACT)™ roadmap provides a process to help guide your
organizational change effort. If you already have a change management model, GREAT! The ACT™ roadmap
can augment your existing approach. The Change Accelerator tools and implementation checklists are
aligned to the ACT™ phases.
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Change Model
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CHANGE MODEL HELP.

TOOLBOX ~ EXPERT ON CALL

Below s the Accelerating Change & Transformation (ACT)™ model. Each of the
Change Accelerator tools is aligned o one or more of si ACT™ phases. The
model is nota prescriptive process; it should be used, along with your good
Judgment to help guide your change acties. While the ACT™ mode is
presentedin a sequentialforma, tis ypical for most projects o require change
management aciviies in multple phases at ance —in other words, the phases
often overiap.Itmay be necessary to revist earier phases as the Gircumstances of your iniitive evolve and change.
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* Transformation (ACT)™

HOME CHANGE MODEL TOOLBOX EXPERT ONCALL HELP

Plantne Createa Sense g Engage the People
Change of Urgency

. Scope, and outcomes of the change
initiatve. The focus s on determining a
process that wil be used to plan and dive
the change sfiort forward. s slso here that
youwill assemble a change team and

clearthatthe need o change is now and not
tomorrow. The focus is on creating a compeliing
story” and building 3 vision

generate excitement and true commitment its
here you seekto establish  broad desire for

of he future that helps

Most Recent Updates

establish the rules oy which thatteam will
operate. Read more._.

Engagethe *!‘L‘@
o
change strong enaugh to overwhelm the collective People 3
cnanee Stong nuan P *‘ NEW: Self-Assessment of Personal Change Agility
MEW: Case for Change template

. Checkiist .

Vil

Checklist

* GetTools  GetTools

Objectives

.

Leadthe Understand the unique needs and concemns of the various stakenolder segments

Implementation Checklists

Engagethe ‘?\:%\t

Change People * Find ways 10 engage key stakeholders in the implementation of the business iniiative and the
== change effo

= a » Planthe Change

Leaatne Cranges soou ensurng ne Engage ne Peoplimales norming « Develop a communications strategy thatincorporates diverse channels and creative methods to
usiness sponsors acively engage in the stakeholders and engaging piorty stakehalders : 3

change effort on an on-going basis. The in the initiative. The focus is on reaching diverse dialog with stakeholders Create ' Sensecitkgency
focus is on equipping team members to be stakeholder audiences through multple .
change leaders and advocates who can communication channels and evenis.I's here that Sroside;tkehoiders whtapRiopiate;sKilsand resourcos; so fial feyare empowarsd and » Leadthe Change
influsncs othere 1S hers hatyou wil agn Jou il enaurs staraheldsrs have e rosources ableto change
e . and how of ang willingness fo successull change. Read  Identfy potential sources of resistance and develop practical action plans to overcome them » Engage the People

the change iniiative. Read more

» Align Systems & Structures

The ACT™ model .

Why It's Important

Sustain the Change

o Acitical mass of stakeholders must be won over

| o Supportand from key is a key between success and Tools by Phase
e failure
o Every stakenolger needs engagement and information tailored 1o their specific needs ang ! Blantectangs
concems ) Create a sense of Urgency
+ Stakeholders need to receive the right messages atthe righttime and in the right format
» Leadthe Change
+ Astrategy must be developed for on-going and interesting communications
+ Engage the People
) Align Systems & Structures
¥ AN SYSTEMS & STUCres
change » Sustain the Change
Desired Quicomes
HOME  CHANGE + Coalition of committed stakeholders who are excited about the changes and future vision
« |dentification of potential resistance and strategies for how to deal with it
o Key influencers who are organized into a network of change agents Tools by Type
Engage the People + Sienoise-specic sommunicatons and 2 sustained drumbestofnformaton an -3y R
dialog
» PowerPoint
Action Plan » Assessment
» Excel
Description Atemplate and process for developing and updating a clear roadmap of the Risks When Not Done Properly
Steps the team musttake fo Implement s soluion, or the chang inflistive 35 3 whole, » Word
successfully. Purpose The Action Plan helps teams Define ‘technical” steps required to * Assuming that stakeholders will automatically be supportive
— implement a solution Specy steps to build nesced “engagement for successful . - i T ———— > Model
implementation Determins ... Read more — e
» Checkiist
* Underestimating the level of resistance

4 Tempite , 4 Word

Failing to consider the impact of the changes from the viewpoint of those affected
« Assuming stakeholders are once suppartive, thersfore always supportive

Communication Action Plan Welcome John Doe

Failing to implement two-way dialog and listen closely and carefully o key stakehalders

Assuming the same messages are meaningful to all stakeholders

Desciiption A dstailed plan, customized to each audisncs, thatidentifies the who, what, wh,
how, and when of stakeholdsr communications. Purpose The Communication Action Plan

provides an explicit stucture for informing, engaging, and involving stakenolders, and for 2 r » Wyinfo

changing their perceptions aboutte change, throughoutthe course of he initative. This Get Implementation Diagnose

tool is used orthe .. Read more — 2 . » Logout
Checklist this phase g

4 Tempite , 4 Worg

Communication Strategy
tools for this phase

| Description A framework to help teams think through how to se different communication
approaches to deliver specific messages. PUrpose The Communication Strategy helps

| teams use communications effectively to support successul change implementation, by
identifiing audience, content, and delivery media for key messages aboutthe change
initiative. This tool is used for the Engage the People .. Read more —

» Align Systems & Structures

Overview of each phase with links to
that phase’s implementation checklist

and tools
&/‘3 change
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» Sustain the Change

4 Tempbte , $ We

Communications Campaign Planner
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List of recommended tools for each phase

Tools by Type:

» Template
Description Atool to help teams design and track he content for a communications
campaign that spans muliple weeks or months. Purpase This fool gives teams a template

» PowerPoint
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Dashboard Reporting

The Dashboard provides an overall snapshot of how your change initiative is doing. From here, you can
quickly view Status and Progress of each of the six phases. Print or e-mail this page for your project team as
part of regular status meetings.
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Dashboard

This Dashboard provides an overall snapshot of how your change initiative is doing. From here, you can quickly view
Status and Progress of each ofthe six Accelerating Change & Transformation (ACT)™ phases. Print or e-mail this Most Recent Updates
page for your project team as part of regular status meetings. .
NEW: Self-Assessment of Personal Change Agility
s ™\ s ™\ NEW: Case for Change template
Plan the Change Create a Sense of Urgency
Progress: Nearly Completed @ Progress: Good Progress
Status: Some Issues Status: On Track
Implementation Checklists:
Progress
i BIparess ¥ Planthe Change
You can access the Plan the Change You can access the Create a Sense of Urgency » Create a Sense of Urgency
implementation checklist here. implementation checklist here.
. S S v Leadthe Change
s ™ s ™ ¥ Engage the People
Lead the Change Engage the People
¥ Align Systems & Structures
Progress: Good Progress @ Progress: Mot Started @ - .
Status: Some Issues Status: Some Issues » Sustainthe Change
Progress Progress
You can access the Lead the Change You can access the Engage the People Tools by Phase:
implementation checklist here. implementation checklist here.
J & J ¥ Planthe Change
' M\ ' . M\ » Create a sense of Urgency
Align Systems & Structures Sustain the Change
» Leadthe Change
Progress: Completed / Monitoring Progress: Good Progress
Status: Major Obstacles Status: On Track + Engage the People
¥ Align Systems & Structures
Progress Progress
o of ¥ Sustain the Change
You can view the Align Systems & Structures You can access the Sustain the Change
implementation checklist here. implementation checklist here.
v o v
- Tools by Type:
cleanprint % o T
anp pdf email v Template
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Implementation Checklists

An Implementation Checklist is provided for each phase to help guide your activities and selection of change
management tools.
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Plan the Change: Implementation Checklist

Use this mplementation checkiist to track which actvities you have completed for the Plan the Change phase. Click the
“Save Changes” bution at the bettom of the pags to save your updates. Implementation Checklists

[ pefine the scope of the project and the change initiztive {Scoping Questions, In Frame / Out of Frame,
Is /15 Mot, SIPOC)

Plzan the Change

v Creats Urgency
L] Identify specific challenge areas where you should target your change effort (Changs Assessment) + Establish the Vision
[ Estimate the impacts that the changes will hawve on the organization (Change Impact Mapping, 75 v Lead the Change
Analysis)
+ Engage the Stakeholders
[C Formalize the tzam's mission and team members’ commitment to the project (Team Charter, Team X
Operating Teamwork Modsl) + Ensure Alignment
[ Educste the project team about the change management approach to ensure a common understanding » Sustzinthe Change
(Change Mansgement Overview Presentstion)
[ Review team members' camy cies against the ilities needed for project success (Team
aga proj
Capability Assessment
change == Q
[ Assess the change leadership skills of current project team me: :
Iiatrix] iLLeicihalo
HOME CHANGE ROADMAP TOOLBOX EXPERTONCALL  HELP
[C] Designat= clear roles, respensibilities, and autharity among tea
Diocument the steps necessary for the team to implement its str = i i
B Doa P 2 el Lead the Change: Implementation Checklist
(Action Plan)
[ Evalsate the team's performance against the Flan the Changs
Diapnostic) Use this implementaticn checkist to track which actvities you have completed for the Lesd the Change phase. Click the
“Save Changes” bution at the bettom of the page to save your updates. | mplememation Checklists
[]' pssess the leadership's atitudes and beliefs sbout the initative (Chanas Leader Asssssment) \ Flanthe Change
[ Leverage leamings and insights from the p i efforts (Past Experiznce Profik + Creats Urgency
[ Educste bout the chang: approsen (Chanas Mans Ouenview + Establish the Vision
Prasentation)
+ Lead the Change
[ Articulate what is expecied of managers and supervisors during the change initiative (Mansger
h Enrollment Fizn) + Engape the Stakehoiders
w chan ge [ Designate ciear roles, responsibilities, and authority among sponsors and leaders (RAC() + Ensure Alignmant
d I'e [E] Design a communications plan for the overall project / change initiative (Communications Campaign + Sustain the Change
HOME Blanner. Communication Strateqy)
[0 Document the stps necassary for the team ta implement its strategies for the Laad the Change phase
s - (Action Pian}
Engage the People: Implementation Che T
(] Evaluzte the team's performance against the Lead the Ghange phase (Lead the Change Phase Y -
Diagnostic) + Plan the Change
Use this implementation checklist to track progress, monitor status, and track which activities you have col + Creste Urgency
the Engage the People phase. Click the “Save Changes” button atthe bottom ofthe page to Save your up + Establish the Vision

Overall Progress of this Phase [+ WEVY TTPETSOMAT CamgE Aoy

NEW: Case for Change template . . L
Checklists provide suggested activities and

recommended tools and templates. These

[T Identify stakeholders who are in scope for the change intiative (Stakenolder Analysis)

Prioritize stakeholders based on criticality and impact (Stakehalder Prioritization Matrix) Implementation Checklists:
[7]  Anticipate the resistance that you expect from stakeholders (Resistance Profiler, Stakeholder » Plan the Change pages also a"ow you to track and save your
Adoption Map)
» Create a Sense of Urgency . P
[F]  Gather qualitative information from stakeholders affected bythe change initiative (Stakeholder progress agalnst the activities.
Interview Process, Focus Group Procass) » Leadthe Change
Identify stakeholders’ roles in a change initiative Role Analysis, Kt uap ? EngzonticEcope
[[]  Design strategies to influence stakeholders’ support for the initiative (Influencing Strateqies) » Align Systems & Structures
Assess where stakeholder are relative 10 the phases of ransition (Ehases of Transition Mogel) » Sustain the Change
[7]  Identify actions needed to secure additional stakeholder commitment (Stakehol der Position Map)
Identify the wha, what, why, how, and when of stakehalder communications (Communication Action
Plan
: Tools by Phase
[ updatetne plan to incorporate of stakeholder groups
© Campaign Pianner, C: Strateq » Plan the Change
[[]  Plan and execute events to engage key stakeholders (Event Planning Template) » Create a sense of Urgency
Create a communications plan for each stakeholder group (Stakeholder-Specific Communications » Leadthe Change
Action Pian)

Engage the Peaple
[T] Documentthe steps necessary for the team to implement its strategies for the Engage
Stakefolders phase (Action Plan)

Align Systems & Structures

Sustain the Change

Tools by Type: w Change
» Template ) '

» PowerPoint

]

Evaluate the team’s performance against the Engage the Stakeholders phase (Engage the
Stakeholders: Phase Diagnostic)

Save Changes

-
cleanprint ¥ pdf * email
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Change Toolbox

An alphabetical list of all tools and templates in Change Accelerator, mapped to the phases of the ACT™
roadmap.

w change Q&

HOME  CHANGE MODEL TOOLBOX EXPERT OM CALL  HELP

Most Recent Updates

Welcame to the Toolbox. Here you will find all of the Change Accelerator tools listed
alphabetically, with a check mark designating for which phase(s) each tool is NEW: Self-Assessment of Personal Change Agility
recommended. The matrix below is not prescriptive; it should be used, along with your MEW: Case for Change template

good judgment, to help guide your selection of the appropriate tool{s) for your unique

T00|hnx situation.

Implementation Checklists:
Phases of the Change Roadmap + Planthe Change
¥ Create a Sense of Urgency

¥ Leadthe Change

h

Engage the People

Align Systems & Structures

Planthe
Change

Leadthe *
Change

Sustain the Change
Change Tools (listed alphabetically}

43 Realignment

Tools by Phase:

75 Analysis » Planthe Change
¥ Create a sense of Urgency
Action Plan ¥ Leadthe Change

e @ @ ()
|

(<3
€
(4
()
(9

¥ Engage the People

Align Systems & Structures
Behavior Targeting

(<)

¥ Sustain the Change

Case for Change

(<)

Tools by Type:

Change Assessment

€

+ Template

+ PowerPoint
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Tools and Template

A license to Change Accelerator gives you 24/7 access to downloadable organizational change management

tools an templates, in Microsoft Word, Excel, and PowerPoint formats (Office 2007 or later).

ange Assessment

Deseription

A tool for measuring change capability and
for addressing the specific challenges faced
by the change team.

Purpose

This tool defivars a graphic representation of
the degree to which ach change phase has.
been sddressed at any given point during 3

chang initiative. Ths, the tool ensbles the

taam to focus on thoss change phasss that

nesd sttention 3t that time.

In ts initisl appiication, the tool can be ussful
in:

capabii

- Assessing the oversll Change
of the organization or tea

- Identifying change streng
erganization that can be
change initiatives.

= Identifying Changs imps
- Devsicping an sl 5258 Decoription

For many teams, this is an § =

they are working on. At s mi A PIO0SS8 10 help the team create the csse for @

cument habits, beiiefs and pr|  ChENgE by identifying the thrests or
opportunities driving the change.

Throughout the changs initiat}

Purpose

- Identifying areas the tea Shont

A strong case for change helps teams mobilze

~ Tracking changes in the
" stakehoiders and address their resistance. It

helps build enthusizsm =nd sustsin momentum

when challengss sriss. This tool helps the team

ground the case for change in the threats or )
cpportunities canfranting the srganization. |t

nabies the t2am to build succinct messages

Key Stakeholders Map

Description

A framework for identifying the

by the initistive and classifying
them by the degres to which
each one

~ Will be most affected in
terms of numbsrs of people

SV
K7\

- Wil be impacted by the . -
jren ==
~ Wil be kel to resist the =
team’s changes to be b
implemented
Purpose

The Key Stakeholders Map belps
tesms
- Kientify the groups mest important to the sucoessful implementation of the change

- Surface and resolve different points of view regarding impact, resistance, and numbers affested by the
changss

- Kientify the actions (or develop 2 plan for identifying them) nesded to overcome likely resistance from
‘oonstituent groups

- Identify the actions needed o engage “alies" to help in overcoming resistance

\load the Taol Pack

or least ffort in thair Action Plan for buikling engagament

Reverse Imaging

Description

A process for envisioning 3

successful initiative in behavioral Raversa imagng

‘terms and defining what it will take to

get there sup2 swep3
Purpose

This tool helps the team paint 2 word
pioture of the future state and the
conurete steps it will take o achieve
it. It helps the team translsting the
initiative’s goals into the new
behaviors and aftitudes nesded to
realize them.

e —

Diesoripion

Ar g rereare i denlyag e
crgmaEstTe's pavt capabitan. 1 leasng
chasge and poterial chabasgen 52

TG S BUGORSS Tl THE RIS MR

gy

Purpose

I S 3 UYL TROE P IRTH

aanans the crgancaton’s gestable change

rransgemant sireng and e smani
opparieniies. 1t 8 then ased w guide e

rraminers n defieing e aotioss. they ol
raed 12 Lk b P ovgasization kaders be

rrore el lechive & madrg charge

Visioning Process

Description

A process and set of questions to guide the
team's discussion of what “extraordinary
results™ would look like:

Purpose
Using the Visioning Process helps the team
develop and articulate a vision of excellence.

It enzbles team members to:

- Foous on the positive outoomes of their
efforts

- Establish “stretch” goals

- Ba specific about the improvements they
would seek and identify what these will look
like

« Define metrics they and the Spo

- Develop a sucsinct message de

&, Download the Tool

Description

This tool provides both an overview of

diffarences batwean what good project managers

o and what effective change leaders do and 3

Each tool page includes a

mathod for ientifying areas that need to b
strangthensd.

link to download the Tool

[€ION T

+ key-sta...

Purpose

Both good project management and effective

Pack which contains an
instruction document and

File Edit View

Organize v »

Tools  Help

=~ 0 @

change management are necessary to defiver 3
change initistive succassfully. This tool supports
assessing the level of these capabiiities in 3
leader and determining which need to be
strengthensd.

the tool file

instructions-key-
stakeholders-ma
p

key-stakeholders

B3, powntoad the Tool Pack

-map

) 2 items

e

www.ChangeAccelerator.com

Part of the Emergent suite of tools 3 Emergenf
www.EmergentConsultants.com x



Expert Help

You have the option to purchase unlimited e-mail access to a highly-experienced organizational change
consultant, who will serve as your “Expert On Call.” You may use your consultant to get advice on
implementing your organizational change initiative and how best to use the change management tools.

w change Search Cu

HOME  DASHBOARD  CHANGE MODEL  TOOLS EXPERT HELP HELP

Expert Help

John, as part of your Change Accelerator service, you have e-mail access to one

of Emergent's expert organizational change consultants. e . Most Recent Updates

Emergent's consultants have extensive experience executing strategic ! NEW: Self-Assessment of Personal Change Agility
inifiatives and achieving business transformation objectives for Fortune 500 L NEW: Case for Change template

companies. Deeply knowledgeable in the areas of organizational change, i 3

strategic communications, and stakeholder engagement, they have delivered a s-,.‘.—'{ N A

range of initiatives including technology deployments, merger-acquisitions,
corporate restructuring, growth strategies, and cutscurcing.

Implementation Checklists:
Here are a few ways you might want to utilize your expert:

-

Plan the Change
+ As asounding board for your organizational change strategy

-

Create a Sense of Urgency
+ Answer your change management-related questions

-

2 Leadthe Change
+ Suggestions for how bestto use the change managementtools

-

Engage the People
Use the form below to contact your expert. Please allow up to 24 hours for a response to your e-mail 320 B

-

Align § =
*(denotes required field) i P

-

Name: * Sustain the Change

ljohndoe |

E-Mail Address: *

Attachments (optional) Tools by Phase:

Choose File | No file chosen

Acceptable file types: doc pdf,ba,gif jpg.jpeg. png.

-

Plan the Change

-

Meximum file size: 1mb. Create a sense of Urgency

Subject: + Leadthe Change
+ Engage the People
Message: *
b Align Systems & Structures
» Sustain the Change
Tools by Type:
4 b Template
Submit + PowerPoint
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Enterprise
82 change

Change Accelerator — Enterprise License

Support all of your organization’s change management needs, now and in the future!

Change Accelerator-Enterprise License is ideal for organizations that wish to build their own internal
change capability. It enables you to purchase Change Accelerator once, own it forever, host it on your
organization’s network, and customize it to your liking.

-t Your Company’s
Network
This solution affords all of the benefits of Change Accelerator: i o0 Q0O
= 60+ change management tools mapped to the Your
Accelerating Change & Transformation (ACT)™ model Company = : 4

= |nstructions and facilitation tips for using each tool ) !

= Ability to edit and customize tools to your unique needs ~ . ¢ ;

= |mplementation checklists to guide your change activities m o - m

= Dashboard for monitoring the progress of your change effort ka— |

Plus, additional Enterprise License benefits: ! El ==
& [S=g
[}

Own the solution forever with no recurring fees

Use it internally without restriction

Change the name, logo, look and feel to match your organization’s branding

Customize content and tools that come with Change Accelerator

Introduce your own content and tools

Give access to an unlimited # of users through username/password accounts that you administer
Even create multiple versions (e.g., one for change agents, one for project managers)

AN N YR

Pricing

Pricing is based on the number of potential users and the overall size of your organization. It includes
installation, configuration, and an optional period of technical support. To request a custom price quote for
your organization, please contact:

Jesse Jacoby

Managing Principal, Emergent
jesse@emergentconsultants.com
303-883-5941

8/3 change

www.ChangeAccelerator.com

Part of the Emergent suite of tools ‘ﬂ Emergenf
www.EmergentConsultants.com s cran



For More Info

Visit the Change Accelerator website.

www.ChangeAccelerator.com

833 change
accelerator Home Festures

Project Dashboard

Organizational Change

Management Toolkit

Accelerate Implementation of Your Strategic

Business Initiatives

g BUY NOW

Benefits Purchase

Implementation
Checklists

Em-{‘:h.lngtTnoll

Contact Us

What is Change Accelerator?

‘Web-based change management methodolegy and
toolkit to help change practitioners, project teams, and HR

professionals fadilitate change within the context of

their strategic initiatives. »» More Info

Features of Change Accelerator

-

-

-

&0+ change management teols in Werd. PowerPoint. and Baocel
Instructions and fadilitation tips for using each tool

Ability to edit and customize tools to your unigue needs

Accelerating Change & Transformation @TM roadmap
Implementation checklists to guide your change activities
Dashboard for monitoring the progress of your change effort
247 unlimited access through our online portal

Optional access to an expert change management sdvisor

FORTUNE

Used bryime
Fortura $50

Business Benefits

Sawe your project time and money
by accelerating solution adoption

Build internal change capabiliny
within your organization

:': Prowvide a consistent change
®% approach and set of tools for your
teams

‘ Increase effectivensess of your
organizational change efforts

*» LEARN MCRE

Get Our Free Newsletter

People and change insights delivered to
your inbos = Sign-up now!

change
accelerator
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