The 15-Minute Guide for Leaders
to get your message across perfectly.

Bulletproof
Your Communications
For Successful
Change Management

“The single biggest
problem in
communication is the
illusion that it has
taken place.”

Communication is one of the toughest issues in organizations.
It’s an area that is most frequently complained about by employees
during organizational change and daily operations.

The effect of communicating
consistently and effectively will:
•

Foster a culture comfortable with change

•

Engage employees

•

Help make the change successful

You’re a busy leader with so much on your plate and you just took on a big
initiative for your company. Perhaps it’s the new
ERP system, or a much-needed reorganization that’s been looming for a
few years and it’s now YOUR new project to oversee and implement as a
key leader and stakeholder.
You’ve assembled an internal team of subject matter experts to get the
project implemented. You have confidence in your team. But, in the back of
your mind you’re wondering what is the ONE best thing that you can
do to support the effort as a project leader, sponsor and advocate?

Follow this simple guide each week when communicating to your team(s)
about the coming change. It’s a quick 5-minute guide that ensures you

COMMS CHECKLIST
Specify the Nature
of the Change
Don’t rely on overviews or
sound-bites. Make sure
that people understand the
change and how it affects
the areas in which they
work.

Explain Why

Explain
the business, political or
organizational reasons for
the change. It may take
some patience, but
understanding the reason
will help people buy-in to
the change.

Explain What Success Looks Like &
What’s In It for your Teams Identify

what will be a benefit to everyone in the new world.
Benefits could be work related or personal but help
people with the incentive to manage the added
work and disruptions that change causes.

Explain
the Change
Good &
Bad Some

people may be
highly affected by
the change.
Being open about
all good and bad
aspects help
people manage
it. This also
minimizes the
fear generated
by gossip and
speculation.

Utilize Creative Communication

Don’t just rely on one
method of communication. Use word, verbal, written, and in different
formats; use diagrams; hold discussions. Make sure you’re connecting
with everyone regardless of their preferred style of communion.

Make Communication
Two-Way A key part of people’s

motivation stems from their ability to
be involved. Provide the opportunity
for feedback, discussion and debate,
even if you don’t have all the answers,
this sort of contact will build trust
and confidence in your organization.

Be a Change Advocate
You will be communicating with
your words and deeds. People will
look to you for cues, right down to
your enthusiasm and perceived
body language, so don’t forget this
aspect of communicating and
managing the change process.

Repeat Yourself Again & Again

People take time to adjust
to change. They may not be ready for messages the first time they are
presented. Follow up your communication with more communication,
giving people every opportunity to question and understand the
message and build their understanding.
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YOUR WEEKLY CHECKLIST
Specify the Nature
of the Change
Explain why…
Explain the change;
Good and Bad…
Utilize Creative
Communication
Explain what
success looks
like & what’s
in it for you…

What’s changed? What else have I
discovered? Have I communicated
any new information that should
be shared?
Do I fit my communications into
the wider context and explain
how it fits in?
Am I maintaining my consistency
and openness, and tackling all a
spects of the change?
What have I done differently this week?
What will I do differently next week?

Are we working to the
same vision? Is it
consistent with
messages of last
week? Am I sure it’s
explicit and clear?

Make communication
two-way…
Be a
Change Advocate…
Repeat yourself.
Again & again

Are my team members
aware of the impact of
the change on themselves,
the potential benefits,
and the difficulties
involved?

Who has or has not communicated
back to me? Have I established
two-way communication, more
importantly, are people using it?
How have I been consistent this
week with my communication?
Am I a change leader?
Even though I may have said it
before, have I said it again?
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A quick case study…
A few years ago, I was consulting on a global acquisition with
one of my clients. These companies had very different cultures; the
acquired company had an open, expressive and
entrepreneurial culture. The acquiring company held everything close to
the vest and had a command & control style culture. The marriage of
these two companies also was a uniting of opposite but symbiotic
industries. The reason for the acquisition was never clear to employees in
the acquiring company. Employees spent months scratching their heads in
wonder at this non-shotgun wedding.
It was time for the leaders to conduct their televised presentations
across the globe; including the CEO of the acquired company. The CEO
of the acquiring company took the stage and delivered a lackluster
presentation, not providing a compelling reason for the coupling, leaving
the global audience of employees rolling their eyes and muttering, ”What
the heck?”
Then the CEO of the acquired company took the stage. He was on fire.
He passionately conveyed a compelling future vision of what will be
created together. He was so in the zone with his passion for the future, he
accidently dropped the F-Bomb and it took him a few seconds to realize
it. He quickly apologized for it and kept speaking. I watched audiences
around the world explode with excitement at his clarity of the “why” and
what it would mean to the tech industry. In that moment, he won hearts &
minds across the company.
I’m not saying, drop an F-Bomb, but key into YOUR passion for the
change your involved in and share that with your
employees.
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We help organizations develop IN-HOUSE
consultant-level Change Management capabilities.
This Bulletproof Your Communications for Change Template is a topic in the
ongoing 15-Minute Guide for Leaders Series by The Essential CEO.
We have nearly 3 decades of experience leading change in large
corporations. This Series contains easy to consume templates and is
designed for immediate use by leaders to create sustainable change in
their organization and company.

