
AI 
Implementation 
Checklist



Action Plan:

Backing from the C-suite will be crucial for securing funding, tools, and the 
people needed to implement AI through the business. An AI focus may 
require a cultural shift, which comes from the top. Solid leadership support 
paves the way for a smoother implementation and organizational 
alignment.


1. Obtain 
Leadership 

Buy-In:

Facts, Figures and Forecasting


Prepare a compelling presentation with case studies showcasing how AI 
has improved performance (ideally for your competitors) and ROI 
projections.


Vision & FAQs


Tailor the message to address leadership concerns and align AI benefits 
with organizational goals. Show how AI-enablement will help the 
organization meet those goals faster, and demonstrate the relief that it 
will provide.

Stakeholder Alignment


Schedule one-on-one meetings with key leaders before presenting to your 
leadership team to survey the current priorities and get early backing.



2. Establish 
AI Coalition:


Cross-departmental collaboration and diverse perspectives are crucial for 
successful AI implementation. A well-assembled AI coalition drives the AI 
strategy, ensuring balanced and effective decision-making.


Identify Early Adopters


Identify key personnel from each department. Find the people who are 
using AI already or are excited to utilize the tools.


Roles & Responsibilities


Clarify the purpose and roles within the coalition. What are your initiatives 
and what is each member responsible for?

Collaboration & Inclusion


Schedule regular meetings to foster collaboration and decision-making. 
Be sure to set agendas and distribute them beforehand so coalition 
members come prepared.

Action Plan:



3. Hold AI 
Strategy 
Ignition Event:

Ignition Event

Schedule a half-day session with individuals from your leadership team 
and your AI Coalition.

Strategic Goal Definition

Get clarity on the organizational goals, then brainstorm how AI can assist 
with those goals. Are there processes that AI can augment? Are there 
productivity issues where AI can assist? Use the AI Strategy Guide to help 
set your agenda.

Vision Summary Communication

Document the results in your Vision Summary and share them with the 
rest of the organization in an all-hands meeting.

Action Plan:

An impactful AI strategy Ignition event builds momentum and commitment 
towards AI initiatives. This is an opportunity to clarify the organizational 
initiatives and then identify how AI and automation can help you get there 
faster.




4. Create a 
Generative AI Use 
Policy (GAIUP):
A well-defined GAIUP guides responsible and compliant AI use. It establishes 
a framework for ethical AI practices, enhancing trust and reliability.


Policy Evaluation


Collaborate with legal, data privacy, and IT experts to draft a thorough 
policy. 

Ethical Alignment


Ensure alignment with industry standards for ethical AI use.

Stakeholder Visibility


Communicate the policy to all stakeholders and provide training if 
necessary.

Action Plan:



Action Plan:

Balancing ambition with prudence is essential to ensure manageable risk in 
AI deployment. Selecting the right pilot projects can lead to early wins and 
build confidence in the AI strategy.

5. Evaluate Impact 
vs Risk to Determine 
Pilot Project:

Pain Point Analysis


Determine the most significant current pain points in the business.


Risk Assessment


Evaluate the risk of utilizing AI in addressing those pain points. 


Pilot Selection


Determine pilot projects that align with organizational goals, relieve pain, 
and have manageable risks.



6. Identify Key 
Performance 
Indicators (KPIs):
KPIs provide measurable targets and success benchmarks for AI initiatives. 
Selecting the right KPIs is critical to effectively evaluating the performance 
and impact of AI tools within your organization. KPIs serve as measurable 
metrics that align with business objectives, providing insights into the 
success and efficiency of AI implementations. 


Cross-Functional KPI Identification


Collaborate with different teams to identify relevant and achievable KPIs 
that align with the organization's overall goals, such as improving 
operational efficiency, enhancing customer experience, or optimizing 
decision-making processes. 


KPI Measurability


Ensure that your KPIs are both quantifiable and easily measurable. For 
example, how would you track whether customer experience has been 
enhanced? Improved reviews? Less churn? 


KPI Tracking


Establish a tracking and reporting mechanism. Ideally, this is done during 
weekly team calls on a shared dashboard or scorecard.


Action Plan:



7. Estimate Return On 
Investment (ROI):

ROI estimation justifies the AI investment and helps secure support from the 
C-suite. A clear ROI projection helps make informed decisions, set 
expectations, and serves as a guide in comparing the feasibility of 
investments.



Financial Analysis


Collaborate with finance experts to analyze costs, savings, and revenue 
opportunities.


Create Projections


Use realistic projections and industry averages to estimate the ROI.

Leadership Insight


Present the ROI projections to your leadership team for their understanding 
and support.

Action Plan:



Action Plan:

Countless AI tools are available, and more are going to market every day. 
The right AI tools can revolutionize processes, enhance decision-making, and 
optimize efficiency. However, selecting the wrong tools can sour the 
organization on AI, making it much harder to move forward with your 
implementation.

8. AI Tool 
Evaluation:

Scalability Evaluation


Develop evaluation criteria based on organizational needs. Ensure the 
tool selected will be scalable as you implement throughout the business.

Comprehensive AI Tool Research


Research available AI tools, considering features, ease of use, and 
integration capabilities. Use sites like bestofai.com to search for tools 
based on capabilities and view user reviews.

User-Centric Selection Process


Involve end-users in the selection process, testing a small pilot before a 
more significant rollout. 



9. Vendor and 
Partnership 
Development:
Strong partnerships can enhance access to advanced AI solutions and 
knowledge, accelerating AI deployment and introducing innovative 
solutions.


Vendor Research



Research potential vendors, considering their expertise and offerings.

Alignment Assessment


Assess how well potential partners align with the organization's AI journey.

Vendor Communication


Establish clear communication channels with selected vendors and 
partners.


Action Plan:



10. Determine First 
Users/Key 
Stakeholders:

Identifying the first users and key stakeholders ensures the AI solution is user-
centric and addresses real business needs. Early user feedback shapes the AI 
solution for better adoption and effectiveness.


Identify Quick Wins

Determine the lowest-hanging fruit. Where will you see the most impact 
soonest? This is usually Customer Service or Marketing.

Discover AI Enthusiasts

Find the people in those departments that are already tinkering with AI, 
whether in the business or on their own, or the people who are interested 
and eager to learn how to incorporate AI into their role.

User Engagement and Feedback

Engage in dialogues with potential users on those teams. Address their 
concerns, answer questions, provide clear expectations, and make sure 
you’re getting their input.

Action Plan:



11. Stakeholder 
Engagement and 
Transparency:


Transparency fosters trust and support with your stakeholders. Once you 
determine who will be your pilot AI users, be sure to continue the 
conversation with them. Employees may be concerned that AI will replace 
them. As much as possible, have the initial users be those who are excited 
about AI and going to evangelize its use.

Delegate and Automate 


Make clear that this is an opportunity for employees to elevate their role. 
Use the Delegate & Elevate exercise in the AI Strategy Guide.

Communication Strategy Development


Develop a communication plan with regular updates, feedback 
mechanisms, and engagement activities.

Interactive Feedback Platform


Establish a platform for two-way communication to address concerns and 
gather insights.

Action Plan:



Action Plan:

High-quality data is essential for the accuracy and effectiveness of AI 
systems. Ensuring reliable and compliant data usage is crucial for a 
successful AI implementation.


12. Data 
Governance 
and Quality:

Ownership & Protocols


Establish clear data ownership and access protocols.


Quality Assurance


Implement regular quality checks and ensure compliance with data 
governance standards.

Stakeholder Communication

Communicate the importance of data quality to all relevant stakeholders.



Action Plan:

Ongoing monitoring ensures AI systems remain effective and aligned with 
business goals. Keeping AI systems at peak performance ensures 
adaptability to changing business needs.


13. Monitoring and 
Optimization of AI 
Systems:

Feedback Loop Establishment


Set up regular opportunities for feedback on AI tools.


Optimization Protocols


Implement protocols for continuous optimization based on performance 
data.


Data Team


Ensure that a dedicated team is assigned to monitor and optimize AI 
systems.




14. AI Crisis 
Management 
Plan:

Being prepared for crises ensures quick and effective responses, minimizing 
damage. A well-crafted crisis plan can save time, resources, and the 
organization's reputation in critical situations.


Risk Scenarios


Identify potential risk scenarios related to AI deployment. Consider your 
GAIUP, staff turnover, and marketplace pivots in your assessment.


Strategic Response


Develop response strategies and communication plans for each 
scenario.


Crisis Preparedness Training


Conduct training sessions to prepare teams for potential crises.


Action Plan:



15. Ethical AI 
Framework:

Ethical considerations are vital for maintaining trust and integrity in AI 
deployments. An ethical framework safeguards against misuse and 
promotes responsible AI use.


Guideline Development


Collaborate with ethical experts to develop fairness, transparency, and 
accountability guidelines.


Best Practices


Review industry best practices and standards to ensure a comprehensive 
ethical framework.

Employee Training


Communicate and train employees on the ethical AI framework. Refer to 
your GAIUP.


Action Plan:



Embark on the Ultimate 
Journey to AI Mastery 
in Your Organization

Hey there, AI Trailblazers!




I’ve got some great news for you …





Your adventure with our AI-Enablement Accelerator Pack is just the beginning. 





Think of it as your first step on an epic journey in either your business or career.





So what’s the next step for you?





We're rolling out an incredible opportunity for you – becoming a Chief AI Officer. 
This isn't just a fancy title; it's your ticket to the front row of tech innovation that's 
revolutionizing business strategies.





Why Chief AI Officer?




In today's world, where AI is totally reshaping how industries work, the call for 
forward-thinking leaders is louder than ever. Stepping into the role of a Chief AI 
Officer, you're not just adopting a title – you're becoming the catalyst for AI 
integration, steering your organization towards a future filled with efficiency, 
creativity, and triumph.





What's in it for You?




Strategic Leadership: Make your mark as a key influencer, shaping the future 
trajectory of your company.




Cutting-Edge Knowledge: Always be in the know with the latest and greatest in 
AI developments.




Career Advancement: Boost your professional game and unlock doors to 
thrilling new opportunities.




How to Get There?




Easier than you think! Join us for this not-to-be-missed on-demand training at 
www.ChiefAIOfficer.com/webinar. Jump into the Chief AI Officer's universe and 
discover how you can transition into this game-changing role, or what to look 
for if you're hiring a CAIO.




What Will You Learn?





The Role of a Chief AI Officer: Get the lowdown on the responsibilities, 
challenges, and perks of leading AI-Enablement globally.


The Current Demand for the Hottest Skillset: Find out why top companies are on 
a hunt for this role.


Path to AI Mastery: Grab the skills and know-how you need to totally rock this 
role.


Real-World Applications: Check out case studies showcasing AI's 
transformative power in businesses and how you can lead the revolution.




Your Next Step




Don't let this chance to skyrocket your career and mould the future slip away. 
Head over to www.ChiefAIOfficer.com/webinar right now and catch our on-
demand training.





Unlock your potential, seize the opportunity, and kickstart your fast-tracked 
journey to becoming a Chief AI Officer today!





Your Future as a Chief AI Officer Is Calling – Let's Make It Awesome Together!"







Championing the AI-Enablement Wave,


Chris Daigle


CEO + Founder, ChiefAIOfficer.com




P.S. If you're still with me, you're TOTALLY ready to level up today. 





Visit www.ChiefAIOfficer.com/webinar now to learn more about how YOU can 
become a Chief AI Officer. 





The future's knocking – become the go-to Generative AI guru for ANY 
company.



