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How to use this document
This template is designed to be edited. Replace the placeholder text and brackets with your event, program, or initiative details. Use the checkboxes to track progress and share the document with your core team so everyone owns a clear piece of the work.
Process Inventory
	Process
	Frequency
	Time Spent
	Pain Level
	Good Candidate for AI?

	
	
	
	Low / Med / High
	Yes / No / Maybe

	
	
	
	Low / Med / High
	Yes / No / Maybe

	
	
	
	Low / Med / High
	Yes / No / Maybe


Opportunity Scoring
	Opportunity
	Impact
	Effort
	Risk
	Priority

	
	1-5
	1-5
	Low / Med / High
	High / Med / Low

	
	1-5
	1-5
	Low / Med / High
	High / Med / Low


Data & Documentation Review
[ ] We know what data we have and where it lives.
[ ] Our data is clean enough to be useful for AI tools.
[ ] We understand privacy, security, and compliance constraints.
[ ] Key processes are documented before automating them.
Risk Assessment
	Risk
	Likelihood
	Impact
	Mitigation

	Data quality issues
	
	
	

	Over-reliance on AI outputs
	
	
	

	Privacy or compliance exposure
	
	
	

	Change management resistance
	
	
	


Adoption Priorities
[ ] Identify one quick-win AI use case to pilot.
[ ] Define success metrics for the pilot.
[ ] Assign an owner and timeline.
[ ] Plan training and support for users.
Implementation Roadmap
	Phase
	Use Case
	Owner
	Timeline
	Success Metric

	Pilot
	
	
	
	

	Expand
	
	
	
	

	Scale
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