
Office Space Strategy (Early Adopter) - Overview
Project Management Approach
Division:  Human Resources (Corporate Services)
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DEFINE ENGAGE AWARENESS
RESISTANCE
STRATEGY 

DESIRE KNOWLEDGE ABILITY IMPLEMENTATION REINFORCEMENT MEASURE FINDINGS

Project Charter/ Roles 
and Responsibilities - 

Clear Purpose

Town Hall - Overview 
of Project - what is 

means to be an 
early adopter

Communication 
plan and tactics Identify the needs Meeting with intact 

teams 

Meeting with Intact Teams - 
Project Update (design) and 

Needs Assessment
Intact Team Training Town Hall Ongoing review Post Occupancy Review -

Focus Group Sessions
Report - Summarizing 

Findings

Understand Goals and 
Stakeholders Involved

Overview of 
Recommendations 

and Report - Purpose

Intact Team Meetings - 
Overview of project 

scope 
High level plan

Reinforce insights/ 
opportunities (vs. 

current state)

Feedback and FAQs (based 
on needs assessment) Hands on Training Move in strategy - phased 

approach Check ins - feedback Utilization/ Observation 
Study

Transition Plan for Next 
Steps

Communications 
Framework 
Established

Identify the needs/ 
gap analysis - 

strategy to address 

Summary of Profiles - 
Sharing Results and 
Early Adopter Plans

Individual staff plans 
(based on needs)

A 'Day in the Life' 
Scenarios

Town Hall - Summarizing 
What Was Heard - What's 

Next 
IT Tech Hub support Orientation and guided tour 

of space
Additional Training 

Modules (if required)
Before & After 
Comparisons 

Office Space Strategy 
Considerations 

Change Management 
Strategy Defined - 
Process Overview 

Programming & 
Business Needs 

Workshop - Future 
Focus

Workshops and staff 
engagement - 

development of 
action plans

Strategize for the 
next steps

Sample Environments 
- Lunch & Learn 

Sessions

Sharing the Resistance 
Plans for HRLT for 

Coaching

Training & coaching 
plan roll out

Feedback and 
Comments

Final Implementation - 
Construction

Define Material for 
Stakeholder 
Engagement 

Divisional Lead 
(Ambassadors) - 

Roles and 
Responsibilities

HOK findings reports 
(summary from 

workshops)

Developing training and 
coaching requirements Share protocols Summarize to 

incorporate into final plan

Verify & Validate the 
Profiles

Action plans 
progress - check ins
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S Reconfigure space for early adoption + staff 

move in 
Staff working from space (minor 

reconfigurations + minimal construction)
OSS implementation - 
construction + furniture 

Review mobility 
profiles - verify 

HRLT 

Move preparations - staff pack up contents 
(staggered approach)

Early adopter space plans completed - 
reviewed + shared with teams

Staff 
Check-

In 
Survey 

Staff 
Check-

In 
Survey 

Staff 
Check-

In 
Survey 
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