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Managing Change Successfully 
 
In this information sheet we would like to give some tips and considerations on the 
subject of managing change successfully. This is not meant to be an in depth change 
management course but a practical step by step guide that can be simply and practically 
used in most situations that require change. 
 
 
Step One ï What Needs To Be Changed & Why 
 
The first thing to establish and get to the bottom of is to find out what is the real cause of 
the business / sales issue that is prompting you to make changes. What we are looking 
for here is the actual cause and not the obvious symptoms i.e. You may have an issue 
around not closing enough sales, this is a symptom as there could be numerous reasons 
for this, skill, knowledge, marketplace position, selling to the wrong people etc. óWhich 
One Is Itô. 
 
 
Step Two ï Prioritise Change 
 
Once the real causes have been established you may be in a situation where you need 
to change several things within your company. So the next logical key step is to prioritise 
in what order these changes need to take place, as it is not always practical for all 
changes to be implemented at one time.  
 
A guideline to help prioritise can be to define issues as to whether they are a, urgent, b, 
important or c, both, obviously c, both would be top of your priority list. 
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Step Three ï Assess Business Impact & Contingencies 
 
Before you start to implement change it is essential to assess the impact upon the 
business that could be created during the change process i.e. disruption to performance, 
customer satisfaction levels, product availability and supply etc.  
 
Once you understand the business impact you need to plan and prepare appropriate 
contingency plans that will be able to counter these business issues. Its one thing to 
have some good change in an organisation but you still need the organisation at the end 
of the change intact! 
 
 
Step Four ï Time & Resource 
 
2 key considerations around a change programme are when will it take place and 
secondly who will manage and implement the process. So it would be good to know :- 
 

 Dates and times that the change programme is planned for. 

 Will the changes be implemented together in one go or phased over a period. 

 Who will manage and coordinate the change programme. 

 How will the changes be implemented into your existing business processes. 

 How will you assess and evaluate the impact of the change. 
 
 
Step Five ï Communication 
 
Our experience in working with companies who have implemented change programmes 
has proved that good effective communication to the people in your organisations can be 
invaluable. If people understand why the change is necessary and the improvements it 
will bring it is far easier to get them on board and win their cooperation. 
 
Some of the key people that need to receive these communications will be your 
customers, your employees, suppliers and 3rd parties etc. Finally ensure that the 
communication that you send to these various people is consistent. 
 
 
 
 
 


