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This worksheet helps firm leaders and AI champions quickly inventory where AI is already in use and decide which workflows to fast‑track to  more consistent results in the next 60–90 days.
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For each role group below, list 1–3 workflows where AI is already being used today. Examples: vendor onboarding, CAS reporting narratives, client update emails, internal documentation, or WIP summaries.

For each workflow, mark the current stage:

· Stage 1: Experiments where a few people try AI in their own way.
· Stage 2: Reliable wins where most of the team has a repeatable personal way of using AI.
· Stage 3: Firm standard that includes a shared prompt/checklist, consistent human review, and a named owner.

Role group 1: Partners / Owners

· Workflow 1: ______________________   | Stage: 1 / 2 / 3
· Workflow 2: ______________________   | Stage: 1 / 2 / 3
· Workflow 3: ______________________   | Stage: 1 / 2 / 3


Role group 2: Directors

· Workflow 1: ______________________   | Stage: 1 / 2 / 3
· Workflow 2: ______________________   | Stage: 1 / 2 / 3
· Workflow 3: ______________________   | Stage: 1 / 2 / 3

Role group 3: Managers

· Workflow 1: ______________________   | Stage: 1 / 2 / 3
· Workflow 2: ______________________   | Stage: 1 / 2 / 3
· Workflow 3: ______________________   | Stage: 1 / 2 / 3

Role group 4: Ops / Admin / IT

· Workflow 1: ______________________   | Stage: 1 / 2 / 3
· Workflow 2: ______________________   | Stage: 1 / 2 / 3
· Workflow 3: ______________________   | Stage: 1 / 2 / 3
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Use these prompts to focus your attention where it matters most.

1. Where are we over‑relying on individual experiments?
 
Your notes: ___________________________________________________________

2. Where would a single firm‑backed standard make the biggest difference in quality, risk, or speed?

Your notes: ___________________________________________________________

· Where is client or staff pressure already high?  

Your notes: ___________________________________________________________
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For each key team, pick one workflow you’ll move up a stage in the next 60–90 days. 

Repeat this block for each team: Partners, Directors, Managers, Ops/Admin/IT, other.

Team: ____________________________

1. Workflow we’ll fast-track in the next 60–90 days.

· Name/description: ____________________________________________

2. Briefly describe the AI tools, prompts, and typical outputs used today:  

· Tools in use (e.g., ChatGPT, Claude, BILL): ____________________
· Who is using AI today (roles, not names): _______________________
· What they’re doing with it: ____________________________________

3. What a reliable, accounting-grade result looks like:

· AI should always:
• __________________________________________________
• __________________________________________________
· Humans must always check or decide:
• __________________________________________________
• __________________________________________________

4. Describe your AI guardrails and data boundaries:

· Data this workflow can use in AI tools (within policy): ___________________________
· Data this workflow must never send to AI tools: ________________________________
· Required review/QA step before anything reaches a client: __________________________

5. Owner + 30–45 minute team share-out:

· Workflow owner (name/role): _____________________________
· Date for a short team session to agree on the standard: ________
· Date for first audit/review of this standard: __________________

6. Success signals to look for:

· Fewer rework cycles/corrections on this workflow? Yes / No
· Less variation in how different people execute it? Yes / No
· Clearer, more confident staff conversations about when and how to use AI here? Yes / No
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At the end of the worksheet, capture a concise summary you can share with your leadership team or board.

By completing this worksheet, we have:

1. Our current AI footprint by team:

· Number of AI‑touched workflows at Stage 1: ______
· Number at Stage 2: ______
· Number at Stage 3: ______

2. Our 60–90‑day focus:

· Teams we’re fast‑tracking: ____________________________________
· Workflows we’re moving up a stage: _____________________________

3. Key leadership actions:

· Where we need policy or guardrail updates: _____________________
· Where we need training or peer‑led learning labs: ______________
· Where we need vendor conversations or tech‑stack reviews: ______


This content is for informational purposes only and does not constitute legal, tax, or financial advice. You should consult your own professional advisors for advice specific to your situation.  
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