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Introduction 

What is this guide for?  
 

Congratulations on reaching the next step of your digital transformation journey! At this point, your 

organisation has already successfully carried out the preliminary steps of: recognising its IT needs and 

requirements, coming up with a comprehensive 3–5-year digital transformation roadmap or masterplan, 

sourced for IT vendors, and perhaps even executed relevant pilot tests to determine the feasibility of any 

potential systems to be implemented. 

 

The purpose of this guide is therefore to answer the practical question of how these proposed systems 

and strategies may then be implemented in a sustainable manner to maximise the value of your 

organisation's digital transformation journey. 

How do I use this guide?  
This guide introduces a 3-pillar process (along with relevant templates) to support Social Service Agencies 

(SSAs) throughout the entirety of their IT implementations. We would therefore recommend that SSAs 

read through this guide in its entirely to: (1) Establish the clear framework for them to follow throughout 

their transformation journey. (2) Ensure that this process changes associated with the digital 

transformation is clearly identified and defined, and (3) To keep senior management and staff members 

updated and on track throughout the duration of the digital implementation project.    

 

Pillar1: Project Management  
The templates in this step are designed to help SSAs answer foundational questions such as: (1) 

What the project is about (TQ Project Charter Template), (2) Who is involved throughout each step 

of the project (TQ Project Roles and Responsibilities Template and RACI Matrix Template), and (3) 

When to carry out or proceed with each step of the transformation process (and in what order). 

It also includes evaluation systems such as the TQ Project Risk Assessment Template, TQ Issue Tracking 

Template, and TQ Client/Staff Satisfaction Survey to help SSAs mitigate any potential risks and pain 

points that may arise. 

 

Pillar 2: Process Improvement 
It is essential for SSAs to adopt a growth mindset to ensure that their implementation processes 

go smoothly. To this end, SSAs may use the templates here to identify areas of improvement in 

order to ensure the success and sustainability of their digital transformation efforts. These include 

the 5 Why(s) Root Cause Analysis Template, the Lean Waste Analysis Template, the TQ Gap Analysis 

Template, the TQ As-Is/To-Be Process Map template, the TQ Areas of Improvement Analysis Template, 

and the TQ After-Action Review Template. 

 
Pillar 3: Change Management Implementation 
The final step of this process is for SSAs to identify stakeholders that can influence or will be 

impacted the most by the upcoming changes. Relevant templates here include the TQ Stakeholder 

Analysis Template, the TQ Stakeholder Priority Matrix, and the TQ Stakeholder Communication Plan, 

with the aim of helping SSAs obtain buy-in from these key stakeholders and encourage them to 

drive change across the organisation. SSAs may also make use of the job redesign templates (i.e., 
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TQ Job Gap Evaluation Survey, TQ Job Gap Analysis, TQ Job Recruitment Template, TQ Training Plan and 

Schedule Template, and Job Redesign Communication Template) and realign their current job roles to 

cater to the operational requirements of the newly implemented digital systems. 

 

Note: SSAs are encouraged to implement each pillar concurrently at the beginning and during an IT 

project implementation.   
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Pillar1: Project Management 

 

Project Management (PM) refers to the process of ensuring that projects are firstly planned and secondly 

carried out in a way that adds value to SSAs and minimises both inefficiencies and cost-overruns from 

start to finish. PM typically involves some degree of team coordination and strategic resource allocation 

to help an SSA attain its goals, all while keeping scope, time and budget constraints in mind. 

 

Acknowledging that SSAs are inherently well-versed in carrying out high-impact community centric 

projects, the templates here aim to re-introduce PM best practices within the context of digital 

transformation projects by (1) Building Strong Project Foundations, as well as (2) Establishing Mitigation 

Plans and Project Evaluation Systems. 

Build Strong Project Foundations: What, Who(s) and When 

SSAs should start off any project by first establishing a strong project foundation or common 

understanding that answers the following questions: 

 

(1) What is the project about (or project objective)? 

(2) Who is involved in the project?  

(3) When should the project be completed by? 

 

To accomplish this, SSAs may adopt the TQ Project Charter Template (see Figure 1) that provides a 

high-level one-page document of the key facts and objectives of the implementation. They may then, once 

that has been completed, move from the big picture overview to outlining the specifics of the project with 

the help of three further templates (as shown in Figures 2, 3 and 4). 
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Figure 1: TQ Project Charter Template (actual editable template available) 
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The TQ Project Roles and Responsibilities Template (Figure 2) highlights the key tasks and project 

areas within an implementation and assigns staff members with the relevant expertise to each of those 

tasks accordingly. SSAs may use this template together with the RACI matrix Template (Figure 3) that 

determines whether the individuals involved in a project will be Responsible, Accountable, Consulted or 

Informed during each task, decision, or project milestone throughout the implementation.  

 

Both these templates, when used together, provide a clear picture to those involved in a particular project 

area on how they collectively, as a team, can best contribute as well as who should be responsible for 

what during each phase of the project. 

 

 

Figure 2: TQ Project Roles and Responsibilities Template (actual editable template available) 
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Figure 3: RACI Matrix Template (actual editable template available) 
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The end goal (or to-be state) of any transformation project may sometimes seem impossible to achieve 

within the set project duration. Setting clear, achievable milestones or objectives can help with this issue 

by allowing SSAs to (1) Visualise their progress better, (2) Reassure themselves that they are on the right 

track, and (3) Stay motivated to persevere despite any setbacks or complications that they may encounter 

throughout the project. 

 

The TQ Project Timeline Template (Figure 4) (which is essentially a Gantt Chart) helps SSAs with 

precisely this by breaking down the project into time-based phases for teams to complete throughout 

each step of the project. The chart lists the tasks to be performed on the vertical axis and displays time 

intervals on the horizontal axis. The width of the horizontal bars in the graph shows the expected duration 

and illustrates the start and finish dates of each of these activities.  

 

Having the Gantt Chart as a visual timeline aid is helpful for ensuring that an SSA's adoption of new IT 

system(s) is in accordance with its digital transformation masterplan and assists it in planning out the 

implementation of those systems over time. 

 

Scan the QR code to view or download this 

resource, or click here 

https://hyrontech.sharepoint.com/:x:/s/TQNCSSConsulting/EYCLkqH5uh9CtZroJqsFNnMB-kE4aDvXph0TW5hKaglQWQ?e=OHJiHy&download=1
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Figure 4: TQ Project Timeline Template (actual editable template available) 

 

  

  

Scan the QR code to view or download this 
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Establish Risk Mitigation  

 

It is important to recognise when carrying out PM that each project comes with its own set of challenges 

and potential areas of improvement. As the adage goes "prevention is better than cure" and SSAs may 

take this saying to heart by establishing mitigation plans with the help of the TQ Project Risk 

Assessment Template (Figure 5).  

 

The template may be used by project leads to identify potential risks (that should be clearly spelt out with 

the help of detailed descriptions and clear risk categories) along with their respective levels of severity 

(or priority), which will then initiate the formation of effective and targeted counterstrategies or backup 

plans to help mitigate these issues as they arise.   

 

 

Figure 5: TQ Project Risk Assessment Template (actual editable template available) 
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TQ Issue Tracking Template (Figure 6) may be used to track issues reported by users and receive 

status updates from individual IT specialists so that any potential issues may be addressed as soon as 

they arise. This tool is most commonly used during User Acceptance Testing (UAT) phase.  

 

 

Figure 6: TQ Issue Tracking Template (actual editable template available)  

 

 

 

Scan the QR code to view or download this 

resource, or click here 

Scan the QR code to view or download this 

resource, or click here 
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Evaluate Project Success 
 

Towards the end of the Project Implementation, it is time to start planning for Project Evaluation. This is 

to assess the success and satisfaction of the overall project implementation (i.e., the planning, the IT 

solution, the IT vendor, etc.).  

 

This evaluation occurs after “Go-Live” of the IT system/solution (i.e., after the system has finished the 

majority of the development phase, users have been trained on how to use the new system, and staff have 

had sufficient time to incorporate the new system into ther day-to-day operations).  

 

The TQ Staff/Client Satisfaction Survey (Figure 7) is a survey that SSAs may distribute to their users 

for them to measure the overall success of the digital implementation project. The TQ Staff/Client 

Satisfaction Survey allows their users to provide much-needed context on (1) System implementations & 

usefulness of IT solutions, (2) Overall IT experience, and (3) Overall levels of user satisfaction, along with 

any additional feedback. 

 

A user satisfaction level of 70% or above is typically a key indicator of good performance for 

transformation projects.  
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Figure 7: Staff/Client Satisfaction Template (actual editable template available) 
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SSAs are recommended to use TQ KPI Reporting Template (Figure 8) by referencing the metrics in 

the TQ Staff/Client Satisfaction Survey to measure the success of their project implementation. SSAs can 

also come up with other KPIs that are relevant to their digital implementation project and organisational 

standards of increased productivity, collaboration and satisfaction.  

 

 

Scan the QR code to view or download this 

resource, or click here 

https://hyrontech.sharepoint.com/:w:/s/TQNCSSConsulting/EQFdX4CbvANIkMHgru7dXwoBJ-p2x0Gdu0AxiJ2S241t3A?e=98WD7A&download=1


16 
 

 

 

Figure 8: TQ KPI Reporting Template (actual editable template available) 
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Pillar 2. Process Improvement 

 

Continuous process improvement refers to the act of adopting a growth mindset to enhance the tools, 

services, or processes that are offered or put in place by SSAs. These efforts, when made consistently 

throughout a project's duration typically results in incremental improvements over time. Having such a 

growth mindset during the post-pilot or implementation phase may also lead to quick improvements 

within a short timeframe. 

  

We would therefore recommend that SSAs strive for process improvement by (1) analysing their current 

processes, (2) utilising the results of this analysis to come up with next steps going forward, and (3) 

continuously evaluating the efficacy of their efforts with the help of an after-action-review (AAR) to ensure 

the success of their implementation efforts. 

Analyse Current Processes 

Many organisations are under the assumption that digital transformation is a linear or stepwise process 

that consists of clear start and end points. However, the reality is that digital changes occur cyclically and 

gradually throughout the duration of an SSA’s operations, which results in various issues such as inefficient 

processes and workflows, siloed departments, and overly complicated systems along the way. 

TQ has therefore compiled a list of four process improvement analysis tools or methodologies (along 

with a description of their primary functions) for SSAs to consider making use of:  

(A) 5 Why(s) Root Cause Analysis  

This tool should be used if an SSA encounters a single or a few persistent, well-defined issues 

during its digital transformation, as it can help to uncover the root cause of those issues and assist 

SSAs in taking their next steps forward. 

 

(B) Lean Waste Analysis  

For SSAs that are unsure on where to start in their transformation journeys, this framework 

assists in identifying potential areas of improvement and helps them eliminate the “8 wastes of 

lean” that could potentially cause a wastage of resources during the transformation. 

 

(C) Gap Analysis  

A useful framework for SSAs to use when a current or implemented IT system does not meet 

their digital transformation objectives. This template compares a system's expected performance 

with its actual performance and identifies areas of improvements from there.  

 

(D) As-Is/To-Be Mapping  

A helpful tool that may be used by SSAs to recognise their current or “as-is” states and their end-

goal or “to-be” states in order to construct a suitable IT system process flow. This type of As-
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Is/To-Be Mapping acts as an SSA's visual aid to help them determine if any steps should be added 

to or eliminated from their current processes.  

 

While it is true that utilising all four of these tools allows for a comprehensive analysis of an organisation's 

current state, we would recommend that SSAs only make use of tools that are relevant to their current 

issues to avoid having to add on more systems unnecessarily.  

5 Why(s) Root Cause Analysis to Identify Underlying Root Cause 

 

It is essential for SSAs to first identify and understand the root cause of a problem (rather than simply 

acknowledging the presence of surface level symptoms) in order to eliminate the systemic bottleneck 

caused by that particular issue. To this end, they may choose to use the TQ 5 Why(s) Root Cause 

Analysis template (Figure 9) to first define the problem statement and ask a series of 'why' questions 

in succession until the root cause of the problem is reached. Doing so will allow them to tackle the issue 

at a fundamental level by implementing a solution to deal with and eliminate the problem at its core. 

 

 

Figure 9: 5 Why(s) Root Cause Analysis Template (actual editable template available) 
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Lean Waste Analysis to Streamline Downtime Processes   

 

The Lean Thinking framework is an approach that focuses on improving work processes to ensure that 

they are of value. Waste analysis is one of the core principles of this framework that involves identifying, 

quantifying, eliminating and preventing waste from various areas. Many Lean concepts and tools 

focus on continually identifying, describing and eliminating such systems and operations that are either 

inefficient, resource draining, or do not add value. 

 

A waste is defined as any action or step in a process that does not add value to the client or customer. 

SSAs may employ the Lean Waste Analysis Template (Figure 10) to streamline their current digital 

solutions, systems, and standard operating procedures in an attempt to eliminate the 8 'wastes', (1) 

Defects, (2) Overproduction, (3) Waiting, (4) Non-utilised talent, (5) Transportation, (6) Inventory, (7) 

Motion, and (8) Extra processing/Insufficient operations that typically exist within an organisation. The 

template provides clear definitions and explanations for each of these wastes. 

 

SSAs should aim to describe and classify their wastes according to the degree of negative impact that each 

of them could potentially have on their digital implementation projects. They may then categorise these 

wastes into one of three levels (high, medium or low) in order to decide which of them should be tackled 

first.  
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Figure 10: Lean Waste Analysis Template (actual editable template available) 

 

 

  

Scan the QR code to view or download this 
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Gap Analysis to Provide Clarity on Digital Project Implementations Expectations and Reality 

 

A gap analysis is a process which SSAs may use to compare the performance of their current information 

systems or use of software applications against their expected levels of performance, with the ultimate 

aim of identifying any gaps or shortcomings within these organisational processes. Gaps refer to the 

deficiencies present within an organisation's existing or as-is state and may be used to identify factors that 

are needed by a particular organisation to reach its target or to-be state.  

 

Gap analysis is important as it helps an SSA to determine if it is operating at its fullest potential, and if not, 

why. It also helps to identify flaws in resource allocation, planning, production, and so on that may have 

gone undetected. 

 

The first step in gap analysis is to identify any gaps in the areas of technology or progress once the change 

project has commenced. SSAs can accomplish this by using the TQ Gap Analysis (Figure 11) which aims 

to assist SSAs in recognising gaps in their organisational capabilities and strategies so that they may be 

filled as soon as possible. This will help them to improve and refine their digital change strategies as the 

project progresses and adapt their initial plans according to various developments and requirements as 

they present themselves.  

 

Figure 11: TQ Gap Analysis Template (actual editable template available) 
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Once the various departmental and operational processes have been identified and benchmarked, SSAs 

may use the TQ As-Is / To-Be Process Map template (Figure 12) to first capture their current "as-

is" state processes and workflows and identify various pain points within those processes. They may then 

create a "to-be" process map that illustrates the desired future state of the new processes (ideally with 

higher efficiencies and workflows). Having such a template allows SSAs to identify the parts of each process 

that need improvement as well as the specific changes that need to be made within those processes, with 

the aim of reducing process inefficiencies. 

 
 

Figure 12: As-Is & To-Be Process Map Template (actual editable template available) 
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Continuous Evaluation 

Thorough analysis of the current systems and pain points using the 4 tools described above leads to clearly 

defined outputs and next steps that SSAs should take. We would therefore recommend that they compile 

their findings from the analysis section above and summarise the potential areas of improvement in the 

TQ Areas of Improvement Analysis Template below (Figure 13). 

 

 

Figure 13: TQ Areas of Improvement Analysis Template (actual editable template available) 

 

 
 

Having already formulated ideal targeted improvement strategies and determined the priority levels of the 

various areas of improvement, SSAs should now have a clearer picture of the next steps that they may 

take to improve their current systems and processes throughout their digital implementation.  

  

Scan the QR code to view or download this 
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SSAs may choose to conduct After Action Reviews (AARs) after carrying out their process improvement 

strategies, as systematically conducting AARs with key players across the organisation is a highly effective 

method of driving change and building motivation amongst staff members. These AARs, if used, should be 

kept as simple as possible, with the goal of bringing team members together as a group to assess the 

effectiveness of a change project. Asking key questions shown in the TQ After Action Review 

Template (Figure 14) will allow the project team to identify their mistakes, reflect upon what they have 

learnt, and suggest new strategies for improvement both during their current implementation and for 

future digital implementation projects.  

 

 

Figure 14: TQ After-Action Review Template (actual editable template available) 
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Pillar 3. Change Management Implementation  
 

Change management, which involves managing the ‘people side’ of change, is a crucial element of any 

transformation project. This is because the inclusion of new digital tools and systems typically results in 

huge and significant shifts in individual staff members' workflows, which inevitably leads to change 

resistance as SSAs transition from their older systems to newer ones.  

The final step in the overall 3-step process therefore aims to guide SSAs through this challenging process 

by helping them implement digital change management strategies to obtain buy-in from key stakeholders 

and drive change across their organisations.  

Ensure Digital Project Implementation Success through Stakeholder 

Change Management Planning  
 

SSAs should prioritise creating change management plans and strategies as early in the transformation 

process as possible to maximise the chances of their digital transformation efforts succeeding.  

One of the first steps in the change management planning process is to identify the key stakeholders 

involved in the change project, as well as the stakeholders that will be impacted the most by the upcoming 

changes.  

 

This is a helpful way to keep track of which of those stakeholder groups require high levels of support 

and training, and which are better equipped to handle the transformation. It also helps with the gauging of 

current staff sentiments and levels of buy-in across the organisation which may then be used as a 

foundation for stakeholder communication training and job redesign plans in the future.  

 

The first step of the stakeholder analysis process is as follows:  

(1) Identify key stakeholders  

(2) Categorise each of these stakeholders / stakeholder groups according to the levels of influence 

they would have on the transformation efforts as well as the amounts of support that they 

would require  

(3) Develop and prioritise a stakeholder engagement plan accordingly  

 

The second step involves SSAs conducting a stakeholder analysis with the help of the TQ Stakeholder 

Analysis template (Figure 15) which will allow them to classify key stakeholders or stakeholder groups 

according to their respective levels of influence and support (as determined in the previous step) and 

prioritise these stakeholders according to their potential contributions and risks that they could potentially 
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bring to the project. SSAs may then use those pieces of information to come up with a suitable engagement 

strategy for each of these stakeholder groups. 

 

Once that has been done, SSAs may use the TQ Stakeholder Priority Matrix Template (Figure 16) 

to indicate the levels of support that each stakeholder group, as defined previously, will need to receive 

throughout the system implementation (high or low) as well as the magnitude of the impact (high or low) 

that the implementation of the system will have on each of these groups. Additionally, the matrix uses 

these indices to classify stakeholders into 4 main categories:  

Stakeholders to Keep Satisfied   

Stakeholders to Keep Close   

Stakeholders to Keep an Eye On   

Stakeholders to Keep Up-To-Date   
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Figure 15: TQ Stakeholder Analysis Template (actual editable template available) 
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Scan the QR code to view or download this 

resource, or click here 

https://hyrontech.sharepoint.com/:w:/s/TQNCSSConsulting/EY5fByc80LRDk8hA3tz8OjwBUFDQYNfU0hVK4I8VFtzu9Q?e=jbWLGe&download=1
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Figure 16: TQ Stakeholder Priority Matrix Template (actual editable template available) 
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SSAs will then be able to clearly see (from Figure 16) which of these stakeholder groups should be engaged 

or prioritised first and communicate any changes made during the transformation accordingly. 

 
  

Scan the QR code to view or download this 

resource, or click here 

https://hyrontech.sharepoint.com/:x:/s/TQNCSSConsulting/EZP4wO9enF5Lu_R_MPcLPEABav2O9OsBVKH22vI2H1IgZA?e=kZWzBg&download=1
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Communicate Change  
 

One of the most crucial factors in ensuring the success of an SSA's transformation project is for the 

organisation's management team to communicate the impacts of the change clearly to their employees. A 

lack of clear, impactful communication will cause employees to be left in the dark and confused by the 

changes taking place, which leads to frustration and an unwillingness to cooperate with the transformation. 

Creating a comprehensive communication plan is therefore critical to help SSAs avoid miscommunications 

and stay on track throughout their journeys of change.  

 

An effective communication plan should inform relevant stakeholders of important progress updates and 

key change messages throughout the transformation. These key messages should outline the main goals 

of change, and the importance of achieving these organisational goals. It is also likely that the 

implementation of the new digital system will result in job reallocations and restructures, which makes it 

important for such communications to include descriptions of the redesigned and formalised job roles as 

well as the roles that each stakeholder group must play to ensure the success of the change initiative. 

  

The TQ Stakeholder Communication Plan template (Figure 17) helps to facilitate communications 

as described above, and it consists of four key steps: 

1) SSAs should first write or list the communication event or action that will take place, how often 

it will be conducted, along with the dates that it will be held on.  

2) The leaders in charge of the event should also be clearly identified in order to create a sense 

of accountability and responsibility around the tasks to be completed.  

3) These leaders of these SSAs should then identify their target audience, as doing so will help 

them craft messages specific to their audience's wants and needs. 

4) They will then need to think about the main points that will be communicated to their audience 

and how to convey these messages in an effective manner.  
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Figure 17: TQ Stakeholder Communication Plan Template (actual editable template available) 

 
 

  

Scan the QR code to view or download this 

resource, or click here 

https://hyrontech.sharepoint.com/:w:/s/TQNCSSConsulting/EQgG6w_InMRNkWi-hthzseMBX0Hgp8P3kYQprFrdxQR3Cw?e=vLa3j0&download=1
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Alternatively, Job Redesign may Occur.  
 

The Ecological Systems Theory states that each individual encounters different environments throughout 

their lives that influence their behaviour to various degrees. Adopting this theory in an organisational 

context implies that everything within an SSA's ecosystem exists in relation to multiple influences from 

other systems, processes, and people that it coexists with, which could potentially lead to complications 

that arise from new tech adoptions by users and the need for jobs to be redesigned.  

 

TQ has therefore prepared two tools to help assess this need for job resign: One for staff self-assessment 

(Figure 18) and one that is to be used by the lead management teams of SSAs (Figure 19).  

 

The TQ Job Gap Evaluation Survey Sheet Template (Figure 18) may be used by an SSA's staff 

members to evaluate the degree to which their current levels of digital competence correspond to the 

operational requirements of the newly implementation IT system. In a way, this exercise allows staff 

members to have a say in the organisational decisions made by their management teams.  
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Figure 18: TQ Job Gap Evaluation (actual editable template available) 

 
 

 

  

Scan the QR code to view or download this 

resource, or click here 

https://hyrontech.sharepoint.com/:w:/s/TQNCSSConsulting/EVGvh9P7_JFEh25uJykkm6wBJaif-1Tu2-Lgu0HSkc1hzA?e=ximmOh&download=1
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The SSA's lead management or Human Resource (HR) team can also conduct a gap analysis on the various 

job roles/positions that may be affected by the change using the TQ Job Gap Analysis (Figure 18) to 

come up with possible next steps to mitigate the impacts of these changes for staff members within the 

organisation. 

 

Figure 19: TQ Job Gap Analysis Template (actual editable template available) 

 

 

We would recommend that SSAs make use of both these tools to their fullest potentials as mutual 

agreements by staff members and management on new job allocations will increase the chances of staff 

buy-in and align the goals of both parties to facilitate the transition process. 

  

Scan the QR code to view or download this 

resource, or click here 

https://hyrontech.sharepoint.com/:w:/s/TQNCSSConsulting/EZx1Ney4qUtAtgwSf7viVCEBzottzIeUS-38XKAO8IA9Yw?e=yPovSS&download=1
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Nevertheless, SSAs may find themselves having to recruit more staff members should they need additional 

manpower to fulfil the digital demands of the organisation (even after the reallocation of staff roles). To 

this end, they may use the TQ Job Recruitment template (Figure 20) to structure their process of 

talent acquisition. 

 

Figure 20: TQ Job Recruitment Template (actual editable template available) 

 

  

Scan the QR code to view or download this 

resource, or click here 

https://hyrontech.sharepoint.com/:w:/s/TQNCSSConsulting/EYPMAfNIOmVAr3xmNmwS-UMBbwiQGJ2eU6BySzPmE5aMsQ?e=k334eE&download=1
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Once the jobs have been redesigned or reallocated, SSAs should then provide comprehensive learning 

and development (L&D) trainings that focus on onboarding new staff members and upskilling current staff 

members in order to implement the new processes and tools as effectively as possible. This process can 

be simplified with the help of the TQ Training Plan & Schedule template (Figure 21) that lists the 

training modules to be completed by each affected team. 

SSAs can refer to the job gap analysis worksheets (Figures 18 and 19) to decide on the content of or what 

to focus on during these training modules. Having such a training plan available will help the change 

management team monitor the progress of each group / staff member to determine if they have completed 

their respective trainings and to allow for additional trainings if necessary. Developing a comprehensive 

training plan beforehand allows SSAs to ensure that every group impacted by the change receives adequate 

training and support throughout each phase of the digital transformation. Having such a plan available is 

also helpful for ensuring that SSAs adhere to their schedules and follow through with their training 

modules.  

 

Figure 21: TQ Training Plan & Schedule Template (actual editable template available) 

  

Scan the QR code to view or download this 

resource, or click here 

https://hyrontech.sharepoint.com/:w:/s/TQNCSSConsulting/EZ5SDMnXaF9EqqpmrSf7Q_YBIqttgu_p39TWsjZsiqwpkA?e=vg0ljf&download=1
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Finally, the TQ Job Redesign Communication Template (Figure 22) allows SSAs to successfully 

implement the newly redesigned job roles and job scopes in order to communicate any changes to their 

stakeholders. The template provides SSAs with the opportunity to design or come up with a strategic 

communication plan that lists all the changes and training announcements that will be made throughout 

the change. Developing such a plan beforehand allows SSAs to keep track of their communication and 

ensure that every impacted stakeholder group is kept well-informed. 

 

 Figure 22: Job Redesign Communication Template (actual editable template available) 
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Scan the QR code to view or download this 

resource, or click here 

https://hyrontech.sharepoint.com/:w:/s/TQNCSSConsulting/EX8aZYBfyPNJrG1bg3_gWVABPvZwJ6jJPts2AejJXczj-w?e=KyQnEC&download=1
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Conclusion 

 

This brings us to the end of the Digital Project Implementation User Guide. On a final note, we would 

like to reemphasise the importance of continuously adopting (1) project management, (2) process 

improvement and (3) change management best practices while keeping your organisation's systems and 

digital solutions updated, since new technologies are constantly being developed and updated over time. 

We recommend that you conduct an annual check and diagnosis of your organisation's digital systems to 

ensure that they are working optimally, are up-to-date, and continue to be the right fit for your SSA's daily 

operations. 

We hope that you have found the various tools and systems provided in this document to be helpful and 

wish you all the best in your journey of digital transformation. 
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Get in touch to learn more! 
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