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AI Readiness Checklist for Small Business Owners 
Before adopting AI features like Microsoft Copilot across your business, it is important to 

ensure your systems, policies, and team are prepared. Use this checklist to quickly assess 

your AI readiness and identify the next steps you should take. 

☐ Audit your computer systems to ensure they can handle additional AI-related 

processing without slowdowns. 

☐ Verify that your internet connection speed and stability are sufficient for cloud-based 

AI services. 

☐ Review your data privacy policies and ensure they align with the use of external AI 

tools. 

☐ Identify any client data sensitivity concerns and develop policies to safeguard 

confidential information. 

☐ Establish clear internal guidelines for when and how employees should use AI tools 

like Copilot. 

☐ Plan and schedule employee training sessions to teach the practical use of AI for 

improving productivity. 

☐ Work with your IT partner to evaluate the security risks and benefits of deploying AI 

technologies. 

☐ Consider implementing administrative controls to manage AI features and reduce 

potential distractions. 

☐ Evaluate if your cybersecurity protection needs to be enhanced before adopting 

additional cloud-based tools. 

☐ Design a rollout plan that ensures a smooth, phased integration of AI tools without 

disrupting operations. 

 

Need expert guidance to ensure your business is fully prepared for AI integration?  

Schedule a free consultation with Z-JAK Technologies today and let us help you move 

forward with confidence. 


