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Key Concepts of Change Management 

Understand Change in Business 

Change Management 
Cheat Sheet 

What is Change Management? 

Change Management is a strategy to help employees 
smoothly transition from current to new practices in a 
company. Key ideas include: 

The ADKAR Model, developed by Prosci, outlines five 
stages for effective change management: 

• Awareness: Understanding the need for change. 
• Desire: Wanting to support and participate in the 

change. 
• Knowledge: Knowing how to change.
• Ability: Being able to implement the change.
• Reinforcement: Ensuring the change sticks.

The ADKAR Model 

Why Change Occurs in Businesses? 

Change is crucial for growth and adaptation in business, 
impacting various aspects like strategy and operations.  
It can be: 

The McKinsey's 7-S Framework outlines seven key 
elements for effective organizational change: 

Hard Elements:

Strategy: Company goals.

Structure: Organizational hierarchy.

Systems: Employee processes.

Soft Elements:

4. Shared Values: Core principles.

Skills: Company competencies.

Staff: Employee management.

Style: Leadership culture.

This framework helps align all aspects of an organization 
with its change initiatives.

Market shifts: Changes  
in consumer trends 
Technological advances:  
Adapting to new  
technologies. 
Regulatory changes:  
Compliance with  
new laws 
Organizational shifts: Leadership changes, and 
restructurings. 
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The Impact of Change 
Change can bring about both opportunities and 
challenges for a business: 

Offers opportunities for growth, innovation, 
and improved performance. 

Presents challenges like operational 
disruptions, resistance, and additional costs. 

o Organizational Readiness: Assess company's
change readiness.

o Resistance to Change: Address concerns about
changes.

o Change Agents: Leaders driving organizational
change.

o Change Models: Apply frameworks like Lewin's and
Kotter's.

Lewin's model is a structured approach to change in 
three stages: 

Stage 1: Unfreeze - Understand current issues, 
motivate for change. 

Stage 2: Change - Implement new practices with 
guidance. 

Stage 3: Refreeze - Reinforce and standardize new 
practices. 

Reactive: 
Adjustments due to 
external factors like 
regulatory changes. 

Proactive: Initiatives  
for opportunity  
leverage and 
competitive advantage. 

Reactive: Adjustments
due to external factors
like regulatory changes.
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Change in businesses occurs due to a variety of reasons: 

Hard Elements: 

ü Strategy: Company
goals.

ü Structure:
Organizational
hierarchy.
Systems: Employee
processes.

Soft Elements: 
Shared Values: 
Core principles.
Skills: Company
competencies.
Staff: Employee
management.
Style: Leadership 
culture.

This framework
helps align all
aspects of an 
organization with 
its change
initiatives.

This framework helps align all aspects of an organization 
with its change initiatives. 

ü Strategy: Company
goals. 

ü Structure: 
Organizational 
hierarchy. 

ü Systems: Employee
processes. 

ü Shared Values: Core principles.
ü Skills: Company competencies.
ü Staff: Employee management.
ü Style: Leadership culture.
ü This framework helps align all

aspects of an organization with its
change initiatives.
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Avoid Common Pitfalls in Change Management 

 

 

 

Planning Strategies for Change 

Effective change management requires a well-thought-
out plan that acts as a roadmap throughout the change 
process.  

Here are some proven strategies  
to excel in your change planning: 

 

 

 

Resistance to Change 

Resistance to change naturally comes from feeling 
powerless, fearing the unknown, or feeling left out. Let's 
look at common reasons: 
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ü Define clear change
objectives.

ü Understand and engage
stakeholders.

ü Ensure transparent
communication.

ü Provide necessary training
and support.

ü Address and manage resistance.
ü Set measurable success criteria.

Loss of Control: Powerlessness incites resistance. 
Surprises: Abrupt changes spark resistance.
Fear of the Unknown: Uncertainty fosters
resistance.
Comfort in the Status Quo: Changing routines
prompts resistance.
Lack of Ownership: Exclusion generates resistance.

Here's how you can steer your ship through resistance 
and sail towards successful change. 

 

Communicate Change Effectively 

 

Change Review and Sustainability 

Change can often be intimidating since people naturally 
prefer familiarity. One way to ease that fear is by 
communicating effectively. 

Leadership in Change Management 

Navigating transitions in organizations requires 
effective leadership, encompassing multiple roles to 
achieve successful change: 

Leaders as Change Champions: They inspire 
commitment and guide teams through transitions. 

Leaders as Role Models: They embody the 
change they advocate and fostering a culture 
of trust and accountability. 

Leaders as Decision-Makers: They craft the 
change strategy to align the initiative with overall 
business goals. 

Leaders as Communicators: They clarify 
change objectives and encouraging open 
dialogue and collaboration. 

Leaders as Supporters: They provide 
resources and support, helping teams navigate 
through changes effectively. 

For successful change 
integration: 

Align with company
values.

Lead by example.

Update performance 
metrics.

Reward adoption.

Communicate progress.

Support new methods.

Empathize: Listen to and validate concerns. 
Communicate: Share clear change details.
Involve: Encourage team input.
Support: Offer training for changes.
Acknowledge: Reward positive adaptation.

Be Patient: Maintain positivity and persistence.

Good communication can 
clarify misunderstandings, 
increase employee buy-in, 
counter rumors, and enhance 
overall engagement. Knowing the common pitfalls and how to avoid them can 

turn this challenge into a manageable task. Here are 
some key pitfalls to look out for: 

For successful change 
measurement: 

Define and track objectives.

Collect feedback via surveys.

Evaluate business impact.

Compare with industry
benchmarks.

Refine based on feedback.
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Surprises: Abrupt changes spark resistance. 
Fear of the Unknown: Uncertainty fosters
resistance.
Comfort in the Status Quo: Changing routines
prompts resistance.
Lack of Ownership: Exclusion generates resistance.

Fear of the Unknown: Uncertainty fosters resistance. 
Comfort in the Status Quo: Changing routines
prompts resistance.
Lack of Ownership: Exclusion generates resistance.

Comfort in the Status Quo: Changing routines 
prompts resistance. 
Lack of Ownership: Exclusion generates resistance.
Lack of Ownership: Exclusion generates resistance. 

• Ignoring employee needs
• Lack of communication
• Lack of training
• Absent leadership
• Unanchored changes

Communicate: Share clear 
change details. 
Involve: Encourage team input. 
Support: Offer training for
changes.
Acknowledge: Reward positive
adaptation.

Be Patient: Maintain positivity
and persistence.

Involve: Encourage team  
input. 
 
Acknowledge: Reward positive
adaptation.

Be Patient: Maintain positivity
and persistence.

Support: Offer training for 
changes. 
Acknowledge: Reward positive
adaptation.

Be Patient: Maintain positivity
and persistence.

Align with company 
values. 

Lead by example.

Update performance 
metrics.

Reward adoption.

Communicate
progress.

Support new
methods.

Lead by example. 

Update performance 
metrics.

Reward adoption.

Communicate
progress.

Support new
methods.

Update performance 
metrics. 

Reward adoption.

Communicate
progress.

Support new
methods.

Reward change 
adoption. 

Communicate
progress.

Support new
methods.

Communicate 
progress. 

Support new
methods.

Define and track 
objectives. 

Collect feedback via
surveys.

Evaluate business
impact.

Compare with industry
benchmarks.

Refine based on
feedback. Vb 

Collect feedback via 
surveys. 

Evaluate business
impact.

Compare with industry
benchmarks.

Refine based on
feedback. Vb 

Evaluate business 
impact. 

Compare with industry
benchmarks.

Refine based on
feedback. Vb 

Compare with 
industry  
benchmarks. 
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