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Al-Enabled Remote & Hybrid Work Readiness

Checklist: Al-Enabled Remote & Hybrid
Work Readiness

Below is a practical, business-ready checklist derived from the article, designed to help organizations
assess and prepare for a reduced need for in-office work as Al adoption accelerates.

1. Strategy & Leadership Alignment
e [ Define a clear vision for how Al supports remote and hybrid work
e [ Align executive leadership on reducing office dependency where appropriate
e [Jldentify business functions most impacted by Al automation
e [ Establish success metrics focused on outcomes, not physical presence
e [ Communicate the long-term workplace strategy to managers and employees

2. Automation of Routine Office Tasks

e [llInventory repetitive administrative and operational tasks

1 Identify Al tools for document processing, email triage, data entry, and reporting

1 Automate scheduling, expense management, and compliance checks

1 Redesign roles to focus on strategic, creative, or decision-based work

L1 Track productivity gains from Al-enabled automation

3. Al-Powered Collaboration & Communication

e [dImplement Al-enhanced video conferencing and messaging tools

1 Enable automatic meeting transcription, summaries, and action items

[1 Use Al tools for real-time language translation and accessibility

e [ Reduce reliance on in-person meetings for decision-making

1 Establish best practices for asynchronous collaboration
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4. Project Management & Performance Oversight

e [ Deploy Al-driven project management platforms

Al-Enabled Remote & Hybrid Work Readiness

e [ Use Al to track timelines, workloads, and resource allocation
¢ [ Monitor productivity and workflow health without micromanagement
e [ Train managers to lead distributed teams using Al insights
e [ Shift performance evaluation to results-based metrics
5. Al as a Virtual Coworker & Skills Accelerator
e [ Provide employees access to Al assistants for writing, research, and analysis
e [ Encourage use of Al for brainstorming, problem-solving, and ideation
e [JlIntegrate Al tools into daily workflows across departments
e [ Offer training on effective and responsible Al usage
e [ Promote continuous learning supported by Al-guided coaching
6. Security, Compliance & Risk Management
e [Implement Al-powered cybersecurity monitoring and threat detection
e [ Secure cloud-based access controls and identity management
e [ Establish policies for Al usage, data privacy, and compliance
e [ Ensure remote access meets regulatory and industry standards
e [ Conduct regular security audits using Al-enabled tools
7. Technology Infrastructure & Cloud Readiness
e [ Migrate key systems and data to secure cloud environments
e [ Ensure reliable remote access to all critical tools and platforms
e [ Standardize hardware and software for remote employees
e [ Test system performance across multiple locations and devices

e [ Develop contingency plans for distributed operations
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8. Office Space & Cost Optimization

e [ Evaluate current office utilization and real estate costs
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e [lldentify opportunities to reduce or repurpose office space
e [ Redesign offices for collaboration rather than daily occupancy
e [ Reinvest real estate savings into Al tools and workforce development
e [ Adjust long-term lease and facilities strategies
9. Workforce Policy & Culture
e [ Update remote and hybrid work policies
o [ Define expectations for availability, communication, and accountability
e [ Foster a culture of trust and autonomy supported by Al insights
e [ Address employee concerns about Al and job security transparently
e [ Promote work-life balance enabled by reduced commuting
10. Change Management & Continuous Improvement
e [ Develop a change management plan for Al adoption
e [ Pilot Al-enabled remote workflows before full rollout
e [ Collect employee feedback and usage data regularly
e [ Refine tools, policies, and training based on real-world results

e [ Reassess the role of the office annually as Al capabilities evolve
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