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Why This Matters
AI doesn’t just save time — it creates a gap. If you don’t plan what to do with that gap, staff will fill it with low-value tasks or feel anxious about their relevance. This planner ensures freed-up time becomes genuine value.

Step 1: Current Time Allocation
For the role most affected by the proposed AI tool, estimate weekly hours:
	Task
	Hours/Week
	AI Can Handle?
	Notes

	Answering phone calls
	
	Yes / No / Partially
	

	Scheduling appointments
	
	Yes / No / Partially
	

	Insurance verification
	
	Yes / No / Partially
	

	Patient follow-up calls
	
	Yes / No / Partially
	

	Data entry / admin
	
	Yes / No / Partially
	

	Patient greeting / in-person
	
	Yes / No / Partially
	

	Other: ________________
	
	Yes / No / Partially
	

	Other: ________________
	
	Yes / No / Partially
	



Total hours AI could potentially save per week: ______

Step 2: Reallocation Plan
For every hour saved by AI, define where that time goes. Be specific.
	Hours Freed
	Reallocated To
	Value Created
	Who Benefits

	
	Patient relationship building
	Revenue / Retention
	Patients + Practice

	
	Treatment plan follow-up
	Case acceptance
	Revenue

	
	Staff training / development
	Capability
	Team

	
	Proactive patient outreach
	Recalls / Reactivation
	Revenue

	
	Process improvement
	Efficiency
	Operations

	
	____________________
	____________________
	____________________



Step 3: Communication Plan
How will you communicate these changes to affected staff?

Key message: AI is being introduced to remove [specific task] so you can focus on [higher-value activity]. Your role is evolving, not disappearing.

Staff briefing date: ______________
Training scheduled: ______________
First check-in date: ______________

Critical Reminder
If you cannot clearly articulate where freed-up time will go BEFORE implementing AI, you are not ready. Time savings without a reallocation plan is not efficiency — it is ambiguity.
