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DIGITAL TRANSFORMATION
Readiness Checklist

Digital transformation isn't just about buying new technology -

it's about fundamentally changing how your business operates.
Use this comprehensive checklist to evaluate your current
state, identify opportunities, and create a strategic plan for
successful digital transformation.

START HERE E\Y

Part I: Current State Assessment

DATA AND INFORMATION MANAGEMENT

Rate each item: 1. Excellent | 2. NeedsImprovement | 3.Major Issue

Data Accessibility: Can team members easily access the information they need to do their jobs?

Data Accuracy: Is your business data consistently accurate and up-to-date across all systems?
Data Integration: Do your different systems (CRM, ERP, accounting, etc.) share information seamlessly?

Reporting Capability: Can you generate comprehensive reports without manual data compilation?
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Real-time Information: Do you have access to real-time business performance data?
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Part | (cont’d): Current State Assessment

PROCESS EFFICIENCY

Rate each item: 1. Excellent | 2. NeedsImprovement | 3.Major Issue

Process Documentation: Are your key business processes clearly documented and accessible?
Workflow Automation: Are repetitive tasks automated rather than done manually?
Cross-department Collaboration: Can different teams easily share information and work together?
Customer Journey Mapping: Do you understand and track your complete customer journey?

Process Standardisation: Are similar tasks performed consistently across your organisation?
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CUSTOMER EXPERIENCE

Rate each item: 1. Excellent | 2. NeedsImprovement | 3.Major Issue

D Customer Data View: Can you see a complete picture of each customer's history and interactions?

D Response Time: Can you quickly respond to customer inquiries and issues?
D Personalisation: Are you able to personalise communications and offers based on customer data?
D Proactive Service: Can you identify and address customer issues before they become problems?

D Omnichannel Experience: Do customers have a consistent experience across all touchpoints?

TECHNOLOGY INFRASTRUCTURE

Rate each item: 1. Excellent | 2. NeedsImprovement | 3.Major Issue

D System Integration: Do your business systems communicate effectively with each other?

D Security Measures: Are your systems secure and compliant with relevant regulations?
D Mobile Accessibility: Can team members access key systems and data on mobile devices?

D Backup and Recovery: Do you have reliable data backup and disaster recovery plans?
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Part 2: Organisational Readiness

TEAM AND CULTURE

Assess your organisation's readiness for change: Y /N

D Leadership Support: Do senior leaders actively champion digital transformation initiatives?

Change Management: Does your organisation handle change well and support staff through transitions?
Digital Skills: Do your team members have the necessary digital skills or access to training?

Innovation Culture: Are team members encouraged to suggest improvements and try new approaches?
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Collaboration Mindset: Are departments willing to work together and share information?

True digital transformation demands more than tools.
It requires mindset, leadership, and measurable impact.

BUSINESS METRICS

Evaluate your current measurement capabilities: Y/ N

D KPI Tracking: Do you have clear key performance indicators for your business?

ROl Measurement: Can you measure the return on investment of technology initiatives?
Customer Metrics: Do you track customer satisfaction, retention, and lifetime value?

Operational Metrics: Can you measure process efficiency and productivity?
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Predictive Analytics: Are you using data to predict trends and make proactive decisions?
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Part 3: Digital Transformation Planning m

PRIORITY ASSESSMENT

Rank these areas by priority for your business: 1 = highest priority, 5 = lowest priority
D Customer Relationship Management - Better customer data and communication

D Process Automation - Reducing manual tasks and improving efficiency

D Data Integration - Connecting systems and improving data flow

D Reporting and Analytics - Better insights and decision-making tools

D Team Collaboration - Improving how teams work together and share information

ACTION PLANNING R OISR

Priority 1:

Current Challenge:

Desired Outcome:

First Step:

Timeline:

Priority 2:

Current Challenge:

Desired Outcome:

First Step:

Timeline:

Priority 3:

Current Challenge:

Desired Outcome:

First Step:

Timeline:
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Part 4: Implementation Roadmap

QUICK WINS (O-3 MONTHS)

Low-effort, high-impact improvements:

Document your top 5 most critical business processes

Audit your current data sources and quality

Identify the biggest time-wasters in your daily operations

Survey your team about their biggest frustrations with current systems
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Create a simple dashboard for your most important metrics

FOUNDATION BUILDING (3-6 MONTHS)

Essential groundwork for transformation:

|:| Implement basic system integrations

|:| Establish data governance policies

|:| Provide digital skills training for your team

I:' Create standardised processes for key workflows

|:| Set up automated reporting for critical metrics

STRATEGIC INITIATIVES (6-12 MONTHS)

Major improvements and new capabilities:

D Roll-out a new or improved CRM system
D Implement advanced analytics and reporting
D Automate complex business processes

D Enhance customer experience touchpoints

D Develop predictive capabilities for key business areas
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Part 5: Success Metrics

MEASURING YOUR PROGRESS
Track these metrics to measure your digital transformation success:

Operational Efficiency

D Process Time Reduction: % reduction in time for key processes
D Manual Task Elimination: Number of manual tasks automated
D Data Accuracy Improvement: % improvement in data quality

D Report Generation Time: Time saved on creating reports

Customer Experience

D Response Time: Improvement in customer inquiry response time
D Customer Satisfaction: Customer satisfaction scores
D Customer Retention: Customer retention rates

D Upselling Success: Increase in cross-selling and upselling

Business Performance
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Revenue Growth: Revenue impact from digital initiatives
Cost Savings: Operational cost reductions
Employee Productivity: Productivity improvements

Decision-Making Speed: Faster business decision-making

Now Let’s Make It Actionable.

On the next page: Map out your priorities, plan your next 90 days,
and see where expert help can accelerate progress.
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Based on your checklist results:
Areas of Strength:

Priority Improvement Areas:

Quick Win Opportunities:

Investment Requirements:

Review your assessment results and identify your
top 3 priorities

Ready to begin
your digital
transformation
journey?

Create your 90-day action plan focusing on quick
wins

Consider expert guidance for complex integrations
and implementations
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Expert Consultation

For complex digital transformation projects, consider consulting with
specialists who can:

Conduct detailed system audits Provide change management support

Design custom integration solutions Offer ongoing training and support

This checklist is designed to be a living document. Update it regularly as your business evolves and your digital
transformation progresses.

Download Date: Review Date: (Recommended quarterly)
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