
	













1. Prioritize What Matters Most
Not every inefficiency needs attention right away. Focus on the two or three changes 
that will have the biggest impact. Ask your team, “Which improvement would make your 
workday easier tomorrow?” Their answers will point you to the best starting place.

2. Plan the Change
A future-state map is only an idea until you decide how to bring it to life. Think about 
who needs to be involved, what resources or training are required, when the rollout 
should happen, and how you’ll measure success. A clear plan turns vision into reality.

3. Test With a Pilot
Before you overhaul the entire company, try the new workflow on a 
single project or small team. This “dress rehearsal” helps you catch 
issues early and make adjustments without disrupting everything 
at once.

4. Communicate Clearly
Change fails when people don’t understand the why. Share what’s 
changing, why it matters, and how it will make daily work easier. 
Use your updated map as a visual guide so everyone can see the 
plan, not just hear about it.

5. Support the Transition
Even positive change can feel uncomfortable. Make the shift easier by offering 
quick training, checking in during the first weeks, and asking for feedback. 
Small tweaks will build trust and increase adoption.

6. Lock It In
Once the workflow is running smoothly, document it. Update your process map, 
write it into your SOPs, or build it into your project management software. And 
don’t forget to celebrate; recognizing wins reinforces that the effort was worth it.

7. Assess & Adjust
After the change has been in place for a while, step back and evaluate: Did it save 
time? Reduce errors? Improve communication? Look for new bottlenecks and refine as 
needed. Continuous improvement keeps your processes alive and effective.



	


