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Checklist



COMMUNICATING AI
ADOPTION
EFFECTIVELY
This checklist helps you structure AI communications that address concerns, build trust, and

increase adoption. By following the CLEAR method (Clarify, Link, Explain, Address,

Reinforce), you can transform resistance into readiness and create lasting engagement with

AI tools.

Clarify the Purpose

Define the specific purpose of the AI implementation

Clearly articulate why the AI tool is being introduced with concrete benefits rather

than vague statements. Focus on specific outcomes like saving time on routine tasks,

reducing errors, or improving customer service.

Identify relevant benefits for each stakeholder group

Customize your message based on what matters most to different teams or roles.

Technical teams may care about accuracy, while customer-facing staff might value

faster response times.

Create concrete examples of expected positive outcomes

Develop tangible examples that demonstrate the real-world impact of the AI imple‐

mentation. For instance, "reducing email processing time from 45 minutes to 10 min‐

utes daily."

Link to Their World

Connect AI capabilities to familiar tools or processes

Draw parallels between the new AI tool and technology people already understand.

Compare an AI scheduling assistant to a smart calendar that never forgets

appointments.

Use analogies that make complex concepts accessible

Translate technical concepts into everyday language through relatable comparisons.

Explain machine learning as "the system improves with practice, just like you get bet‐

ter at a skill over time."

Incorporate relevant industry examples of successful implementation

Share stories of similar companies or teams who have successfully adopted compara‐

ble AI tools, highlighting outcomes that resonate with your audience.



Explain What Changes

Outline specific tasks the AI will handle

Be explicit about which activities will be automated or augmented by AI. Create a clear

list showing which responsibilities are shifting to AI and which remain human-

centered.

Detail how daily workflows will evolve

Describe the before-and-after picture of work processes, showing exactly how rou‐

tines will change. Use visual aids like flow charts to illustrate the new workflows.

Clarify how performance expectations may shift

Address how evaluation criteria might change as AI takes on certain tasks, emphasiz‐

ing how this creates opportunities for employees to focus on higher-value activities.

Address Concerns Proactively

Identify and acknowledge common fears directly

Name specific worries like job security, skill obsolescence, or decision-making au‐

thority before they’re raised. Acknowledging concerns validates feelings and builds

trust.

Provide honest information about limitations

Clearly communicate what the AI cannot do and where human judgment remains es‐

sential. Transparency about limitations builds credibility and reduces unrealistic

expectations.

Explain error-handling procedures

Detail how mistakes will be identified, reported, and corrected, emphasizing the part‐

nership between humans and AI in quality control.

Offer comprehensive support resources

Outline available training, documentation, helpdesk resources, and peer support sys‐

tems. Knowing help is available reduces anxiety about adapting to new tools.

Reinforce the Partnership

Emphasize the augmentation rather than replacement approach

Position AI consistently as a tool that enhances human capabilities rather than re‐

places them. Use language like "AI will handle data sorting so you can focus on cre‐

ative solution development."

Highlight skills that become more valuable with AI

Identify human capabilities that become more important in an AI-enhanced environ‐

ment, such as relationship building, creative problem-solving, and ethical decision-

making.

Share success stories of human-AI collaboration

Collect and distribute examples of teams successfully working alongside AI, focusing

on how the partnership improved outcomes beyond what either could achieve alone.



Create opportunities for input and co-creation

Establish channels for employees to provide feedback and suggestions about the AI

implementation, reinforcing that their expertise shapes how the technology is used.



A F T E R  YOU  F I N I S H  R E A D I N G

From the founder.
A note on what to do with what you just read.

You don’t need to act on every idea in this book. You need to act on one. The owners who

win with AI are not the ones who study the longest. They’re the ones who pick the smallest

possible automation, ship it, and let the next move reveal itself.

If, while reading, a specific area in your business kept coming back to mind — that’s your

starting point. Don’t override that signal with a more theoretically correct one.

T H E  R O L LO U T  S C R I P T  I S  T H E  E A S Y  PA R T

Governance is what makes the rollout survive

month two.

Change management gets the pilot live. Governance is what keeps it from

stalling when the second-line partner asks the compliance question nobody

rehearsed for. The $14.97 AI Executive Governance Snapshot at adayinterac‐

tive.com/assessment scores your firm's exposure across six pillars — strate‐

gy, governance, data, security, team, adoption — and produces a written pos‐

ture read (Exposed / Uneven / Governed) with a live 15-minute exec walk‐

through. Bundled with the AI-Ready Change Management Playbook and this

checklist. Reply to the email this came in with the resistance pattern you're

seeing and I'll come back with the specific framing I'd use before phase two.

— Brandon Aday, Aday Interactive, Inc.
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