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AI Communications Plan Checklist: 
Your Blueprint for Success 

 

This comprehensive checklist is designed to help you develop and execute a robust AI 

communication plan, ensuring a smooth transition and enthusiastic adoption within your 

organization.  

Use it as your step-by-step guide to navigate every phase of your AI initiative, from initial strategy 

to ongoing support. 

 

Phase 1: Pre-Planning & Strategy (Laying the Foundation) 

 Define AI Initiative Goals: 

o Clearly articulate the strategic objectives of the AI implementation (e.g., improve efficiency, 

enhance customer experience, foster innovation). 

o Identify the specific AI tools or systems being introduced. 

 Identify Key Stakeholders: 

o List all groups impacted by the AI (e.g., leadership, specific departments, individual roles, IT, 

HR). 

o Understand their current level of AI literacy and potential concerns/enthusiasm. 

 Assess Current Perceptions & Fears: 

o Conduct surveys, focus groups, or informal interviews to gauge employee attitudes towards 

AI (e.g., job security, learning curve, ethical concerns). 

o Identify common misconceptions that need to be addressed. 

 Craft Core Messaging & Value Proposition: 

o Develop a consistent, compelling narrative about why AI is being introduced and how it 

benefits the organization and individual employees. 

o Translate technical benefits into clear, human-centric outcomes (e.g., "save 2 hours a week on 

reporting," "get faster customer insights"). 

o Ensure messages align with company values and strategic goals. 

 Establish Communication Team & Roles: 

o Designate a core communication team responsible for planning, drafting, and disseminating 

messages. 

o Define roles (e.g., content creator, channel manager, feedback monitor, leadership liaison). 
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 Determine Communication Channels: 

o Identify primary channels for different types of messages (e.g., intranet, email, town halls, 

team meetings, internal chat platforms, dedicated AI hub). 

o Consider which channels are best for broad announcements vs. detailed information vs. 

interactive discussions. 

 Set Communication Timeline: 

o Map out key communication milestones aligned with the AI project timeline (e.g., awareness, 

pre-launch, launch, post-launch, ongoing). 

 

Phase 2: Pre-Launch Communication (Building Awareness & Readiness) 

 Initial Awareness Campaign: 

o Issue a high-level announcement from leadership introducing the concept of AI integration 

and its strategic importance. 

o Share general information about AI and its potential benefits (without going into specific 

tools yet). 

 "Sneak Peek" & Vision Sharing: 

o Host optional "lunch and learn" sessions or webinars showcasing the vision of AI at work, 

using general examples or early pilot successes. 

o Share inspiring stories or case studies of AI augmenting human work (internal or external). 

 Develop Comprehensive FAQs: 

o Create a living document of anticipated questions and clear, concise answers, covering 

common concerns (job security, required skills, data privacy). 

o Make this easily accessible on your internal AI hub. 

 Identify & Train AI Champions: 

o Select influential and enthusiastic employees from various departments to act as internal 

advocates. 

o Provide them with in-depth knowledge, talking points, and answers to common questions. 

o Encourage them to share their positive experiences and offer peer-to-peer support. 

 Manager Briefings & Toolkits: 

o Conduct dedicated sessions for managers, providing them with all pre-launch messaging, 

FAQs, and guidance on how to discuss AI with their teams. 

o Equip them with a "manager toolkit" including discussion prompts, presentation slides, and 

relevant resources. 

 Address Concerns Proactively: 

o Host open forums or "Ask Me Anything" sessions with leadership and project teams to 

address employee fears and misconceptions head-on. 

o Clearly communicate plans for reskilling, upskilling, or role evolution if applicable. 

Phase 3: Launch Phase Communication (Making it Happen) 

 Official Launch Announcement: 

o Send a company-wide email or video message from a senior leader on launch day, officially 

announcing the availability of the AI tool. 

o Reiterate key benefits and the strategic importance of the launch. 

 Multi-Channel Blitz: 



o Deploy banners, pop-ups, and news items on your intranet. 

o Post updates on internal chat platforms. 

o Share short, engaging videos demonstrating the AI tool's core functions. 

 Live Demos & Interactive Sessions: 

o Host interactive virtual or in-person demonstrations where employees can see the AI in 

action and ask live questions. 

o Record these sessions for those unable to attend. 

 "Get Started" Guides & Direct Access: 

o Provide clear, step-by-step guides for employees to begin using the AI tool. 

o Include direct, easy-to-find links to the AI platform or application in all communications. 

 "What You Can Do Today" Message: 

o On launch day, send a concise message outlining 1-3 very easy, low-risk tasks for employees 

to try with the new AI tool. 

 Standardized Messaging (Templates): 

o Utilize an AI project communication template to ensure consistent messaging across all 

departments and internal communications. 

o Ensure all support channels (IT, HR, dedicated AI support) are aligned on messaging. 

 Highlight Immediate Benefits: 

o Focus on specific, tangible benefits that employees will experience immediately (e.g., 

"summarize emails in seconds," "automate report generation"). 

 

Phase 4: Post-Launch & Ongoing Communication (Sustaining Momentum) 

 Ongoing Support & Training: 

o Continuously offer training sessions (beginner to advanced) based on user feedback and 

evolving needs. 

o Maintain and update the internal AI hub with new resources, tips, and FAQs. 

 Success Stories & Testimonials: 

o Actively collect and share internal success stories, testimonials, and "pro tips" from 

employees using the AI tool effectively. 

o Highlight how AI is augmenting roles and creating new efficiencies. 

 Feedback Mechanisms: 

o Establish clear channels for employees to provide feedback, ask questions, and report issues 

(e.g., dedicated email, feedback forms, community forums). 

o Regularly review and act on this feedback. 

 Updates & Enhancements: 

o Communicate regularly about new features, updates, and improvements to the AI tool. 

o Explain how these enhancements further benefit employees and the organization. 

 Reinforce Strategic Vision: 

o Periodically remind employees of the broader strategic goals of AI adoption and how their 

contributions are part of that vision. 

o Share insights on the evolving role of AI in the industry and its impact on the company's 

future. 

 



Phase 5: Measurement & Feedback (Continuous Improvement) 

 Track Engagement Metrics: 

o Monitor open rates and click-through rates on communication emails. 

o Track visits to the internal AI hub and resource pages. 

o Measure participation in training sessions and live demos. 

 Gather Employee Feedback: 

o Conduct post-launch surveys to assess understanding, satisfaction, and areas for 

improvement in communication and adoption. 

o Facilitate regular feedback sessions with managers and AI champions. 

 Monitor AI Tool Adoption & Usage: 

o Track the actual usage rates of the AI tool across different departments and roles. 

o Identify areas of high adoption and areas needing more support. 

 Evaluate Communication Effectiveness: 

o Assess whether key messages are being understood and retained by employees. 

o Determine if communication efforts are contributing to desired mindset shifts and behavior 

changes. 

 Iterate & Refine: 

o Use all gathered data and feedback to continuously refine your AI communication strategy 

and future implementation plans. 

o Adapt messages, channels, and timing based on what's working and what needs 

improvement. 

View our website for more helpful guides:  
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