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Purpose: Support leaders in planning both the technical and cultural dimensions of technology adoption.

Instructions: Use this worksheet for any major implementation such as a new AMS, LMS, event platform, member portal, or AI-enabled process.
1. Change Overview:
Initiative: ________________________________________________________________________________________
Why must we change now? __________________________________________________________________________________________________________________________________________________________________________________________________
What organizational and staff adaptive challenges are involved? _________________________________________________________________________________________________________________________________________________________________________________________________
2. Stakeholder Readiness Grid
	Stakeholder Group
	Likely Benefits
	Likely Concerns
	Support Needed
	Engagement Method

	Staff
	
	
	
	

	Volunteers
	
	
	
	

	Board
	
	
	
	

	Members
	
	
	
	

	Vendors / Partners
	
	
	
	


3. Communication and Learning Plan:
What do people need to understand before going live? __________________________________________________________________________________________________________________________________________________________________________________________________

	Training to be offered or provided
	Who For
	When (Time and dates)
	Follow-up learning and notes

	
	
	
	

	
	
	
	

	
	
	
	


-OVER-

How will questions and concerns be surfaced safely? ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
4 	Early Involvement
Which line staff should be involved before final design or configuration?
	Staff
	Issues before design 
	Do the tech architects fully understand the user issues and needs?

	
	
	☐YES
☐NO


	
	
	☐YES
☐NO


	
	
	☐YES
☐NO




Which volunteers or member advisors should be consulted?
	Volunteer or member advisors
	Issues before design 
	Do the tech architects fully understand the user issues and needs?

	
	
	☐YES
☐NO

	
	
	☐YES
☐NO

	
	
	☐YES
☐NO



5.	BETA Test: Set aside time to test the functionality with end users, not just Tech Staff *
	When – Date and length of testing
	Issues Discovered
	Issues assigned and addressed
	Notification of issues addressed to end users
	Retest

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


*You cannot discover all the issues that will arise once the program is launched, but the effort to find and address them is both technical and cultural. If the cultural parts are not addressed, you are in for continued decent, heard, and unheard

6.	Post Launch Learning:
How will feedback be gathered in the first 90 days? ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

What adjustments are expected after implementation? (NOTE: Adjustments are always necessary even with the best planning. The organization cannot wait for everything to work perfectly. NASA uses multiple backup systems to avoid life-or-death issues. Most associations are not NASA. Prepare your stakeholders for issues in advance of testing and actual launch. You do not know exactly what they will be, but here again, it is a cultural issue. End users want to be heard and appreciated.

Decision Prompts: Our adoption plan is currently:
☐ Mostly technical
☐ Balanced technical and cultural
☐ Too underdeveloped to proceed confidently

Facilitator Note: 
Ask whether people are being trained merely to comply or genuinely being prepared to succeed.
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