Project Leadership Questionnaire for Change Management Projects

Note: This document was developed by the Babson College Management Team in October 1993 from a check a checklist originally prepared by Allan R. Cohen and Rosabeth M. Kanter; the tool was subsequently updated by Richard M. Kesner.
The Leadership Component:

SYMBOL 183 \f "Symbol" \s 10 \h
Who is leading the project? _____  

SYMBOL 183 \f "Symbol" \s 10 \h
Is that person the most appropriate responsible party to ensure success?  _____

SYMBOL 183 \f "Symbol" \s 10 \h
Does the leader genuinely believe in the project and want it to succeed?  _____

SYMBOL 183 \f "Symbol" \s 10 \h
Does the leader have the necessary skills for success?

1.
demonstrates genuine respect for people throughout 


organization  ____

2.
listens well  ____

3.
demonstrates political savvy  ____

4.
possesses connections with others critical to the project's 


success  ____

5.
demonstrates salesmanship  ____

6.
inspires trust  ____

7.
communicates readily/well  ____

8.
demonstrates patience  ____

9.
focuses on goals and their realization, even in chaotic process  ____

10.
demonstrates flexibility  ____

11.
follows through on assignments/attentive to detail  ____

12.
possesses high energy  _____

13.
willing to delegate  ____

  14.
willing to share credit for project deliverables  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Has project leadership been legitimized, as appropriate, with?

1.
the executive management  ____

2.
board(s) of governance  ____

3.
standing committees and task forces  ____

4.
the project leader's boss  ____

5.
project leader's peers  ____

6.
project participants  ____

SYMBOL 183 \f "Symbol" \s 10 \h
If the project is to be executed by a Task Force, have they identified/legitimized

        a leader?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Is leadership accessible and open to input from throughout the


organization?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Are there opportunities for others to take on leadership responsibilities when they are ready and as the opportunity presents itself?  ____

Organizational Linkages:

SYMBOL 183 \f "Symbol" \s 10 \h
Has a compelling case for change been made?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Has the case for change taken into consideration other changes already underway around the organization?

SYMBOL 183 \f "Symbol" \s 10 \h
Is there a formal steering committee or informal advisory committee of key senior managers/stakeholders?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Are there clear procedures for obtaining their opinions and keeping them 


informed?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Has the project team completed a stakeholder analysis, measuring the relative impact on stakeholders of the following variables? 

1.
status  ____

2.
clout/power/influence  ____

3.
rewards  ____

4.
opportunities/challenges  ____

5.
visibility  ____

6.
self-image  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Is there a working group/task force/change committee involving 


stakeholders?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Is there a clear and convincing linkage between the proposed project and the enterprise's strategy, goals and objectives?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Does this discussion include a consideration of the needs and concerns of long-standing members of the enterprise who may view proposed changes as a critique of past performance and contributions?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Is there a process for communicating progress/developments to 


stakeholders?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Is there a process for communicating progress/developments to 


non-stakeholders?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Have the supervisors of change process participants

1.
agreed to the assignment?  ____

2.
appropriately adjusted goals and objectives?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Have provisions been made for participants to give time to the project without having

1.
their other work suffer?  ____

2.
their co-workers suffer?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Are the project's goals and objectives consistent with the goals and objectives of the enterprise?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Have other areas of the enterprise that might affect or be affected by the project been

1.
identified?  ____

2.
informed?  ____

3.
incorporated into the project design where possible?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Are there mechanisms in place to ensure the general dissemination of project goals, activities, and results?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Are the linkages in place between the project steering committee and associated task forces, et al.?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Do steering committee and task force members understand their individual responsibilities to keep their colleagues/constituencies informed? ____

SYMBOL 183 \f "Symbol" \s 10 \h
Do steering committee and task force members understand their individual responsibilities to obtain input from their colleagues/constituencies? ____

SYMBOL 183 \f "Symbol" \s 10 \h
Is the approval process for decisions and action/implementation clearly articulated and consistently communicated to stakeholders?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Has the enterprise committed to a realignment of resources in line with project priorities and objectives?  ____

Expectations:

SYMBOL 183 \f "Symbol" \s 10 \h
Has the project team diagnosed employee attitudes towards the proposed


change?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Will they participate in the change process?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Has the team determined the optimal time for project kick-off?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Has the team determined the optimal pace for the changes envisioned in


the project?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Has a clear message gone out to the enterprise concerning realistic project accomplishments?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Has sufficient information about potential payoffs been disseminated so that employee expectations are high enough to ensure general involvement?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Have likely difficulties and a full timetable been communicated so that expectations are not unrealistically high?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Have stakeholders had an opportunity to voice their concerns?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Are project participants at all levels clear about the extent of their

1.
mandate?  ____

2.
authority?  ____

3.
budget?  ____

4.
non-financial resources?  ____

5.
external/internal partners (team mates)?  ____

6.
time commitment?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Have sufficient resources been allocated to complete the project in a timely and effective manner?  ____

Project Participation:

SYMBOL 183 \f "Symbol" \s 10 \h
Is there enough organizational flexibility to allow for participation by 


participants?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Is participation at all levels voluntary?  _____

SYMBOL 183 \f "Symbol" \s 10 \h
Are there mechanisms in place for informing all those eligible to 


volunteer?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Is the selection process for participation fair?  _____

SYMBOL 183 \f "Symbol" \s 10 \h
Is it perceived to be fair?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Are at least some participants of high status relative to their peers to ensure that participation is viewed as a reward?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Is there a way for the supervisors of participants to stay informed and make suggestions?

SYMBOL 183 \f "Symbol" \s 10 \h
Are the skills required of participants to participate effectively

1.
known?  ____

2.
known by them?  ____

    3.   learnable through established/pre-arranged means?  ____

Rewards:

SYMBOL 183 \f "Symbol" \s 10 \h
Have arrangements been made to reward participants for their

1.
time?  ____

2.
ideas?  ____

3.
commitment?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Has the project's impact on existing reward systems been analyzed?  _____

SYMBOL 183 \f "Symbol" \s 10 \h
Has the reward of participating

1.
been recognized?  ____

2.
taken into account for its impact on non-participants?  _____

SYMBOL 183 \f "Symbol" \s 10 \h
Can the project succeed if the formal award system remains


unchanged?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Are changes needed in the existing reward system to support project


goals?  ____

SYMBOL 183 \f "Symbol" \s 10 \h
Have required changes in the existing reward system been

1.
explored?  ____

2.
made?  ____
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