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Change Impact Analysis Template

What is Change Impact Analysis Template?
A Change Impact Analysis (CIA) template is a tool used to assess and document the potential
impacts of changes made to an organization, system, or process. It helps identify the effects of
changes on various aspects of the organization, including people, processes, technology, and
data.

The CIA template typically includes the following sections:

Change Description: A brief summary of the change being implemented.1.
Business Impact: An assessment of how the change will affect the business, including2.
potential benefits and risks.
Process Impact: Identification of which processes will be affected by the change and3.
how they will change as a result.
Technical Impact: An evaluation of the technical implications of the change, including4.
any system or software changes required.
Data Impact: Assessment of how the change will affect data, including potential data5.
losses, errors, or inconsistencies.
Organizational Impact: Identification of which departments, teams, or roles will be6.
affected by the change and how they will need to adapt.
Training and Communication Plan: A plan for training employees on new procedures7.
or systems resulting from the change, as well as communication strategies for keeping
stakeholders informed.
Risk Assessment: An evaluation of potential risks associated with the change, including8.
operational, financial, or reputational risks.
Mitigation Strategies: Identification of strategies to mitigate the identified risks and9.
ensure a smooth transition.
Monitoring and Evaluation Plan: A plan for monitoring the implementation of the10.
change and evaluating its effectiveness.

By using a Change Impact Analysis template, organizations can:

Better understand the potential impacts of changes
Identify potential risks and develop mitigation strategies
Develop effective communication and training plans
Ensure a smoother transition to new processes or systems

Overall, a Change Impact Analysis template is a valuable tool for organizations undergoing
changes, as it helps ensure that all aspects of the organization are considered and prepared for
the transition.
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Change Impact Analysis Template
Introduction
Change Initiative: Impact Analysis Prepared By: Date:

Change Description
Provide a detailed description of the proposed change.

Areas Affected
List all areas, departments, or processes that will be affected by the change.

Impact Assessment

Positive Impacts

Benefit 1:
Description:
Affected Parties:

Benefit 2:
Description:
Affected Parties:

Negative Impacts

Challenge 1:
Description:
Affected Parties:

Challenge 2:
Description:
Affected Parties:

Stakeholder Analysis
Identify stakeholders impacted by the change and their level of influence.

Risk Analysis
Evaluate the risks associated with the change and potential mitigation strategies.

Resource Requirements
Detail the resources required to implement the change, including time, personnel, and
budget.
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Readiness Assessment
Assess the readiness of the organization for the change.

Communication Plan
Outline how the change and its impacts will be communicated to stakeholders.

Approval and Implementation Plan
Describe the process for approving the change and the plan for its implementation.

Monitoring and Evaluation
Detail how the impact of the change will be monitored and evaluated post-
implementation.

Conclusion
Summarize the findings of the impact analysis and provide recommendations.
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Learn how employing a change impact assessment can help to better handle the
impact of change and its associated risks on projects and orgs.
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