Voice Bot Implementation Checklist

Pre-Implementation Planning
Business Requirements Assessment

O Define primary use cases for voice bot (reception, customer service, sales)
O Identify key performance indicators (KPIs) to measure success

O Establish current baseline metrics (call volume, response times, costs)

O Set realistic expectations and timelines with stakeholders

[0 Secure budget approval and resource allocation

Technical Infrastructure Review

O Verify phone system compatibility (SIP, traditional landlines)

O Check internet bandwidth requirements (minimum 1 Mbps per concurrent call)
[J Ensure reliable backup internet connection

O Review existing CRM/database integration capabilities

0 Assess security infrastructure and compliance requirements

Team Preparation

[0 Identify project champion and implementation team
[0 Schedule staff training sessions

O Prepare change management communication plan
[0 Define escalation procedures for complex calls

O Create staff guidelines for voice bot collaboration

Technical Setup Phase
Voice Bot Configuration

[0 Choose appropriate voice personality and accent

O Configure greeting messages and call flows

O Set up call routing logic and escalation triggers

[0 Define working hours and holiday schedules

[J Test voice recognition accuracy with your industry terminology

Integration Setup

[0 Connect to existing phone system

O Integrate with CRM system for customer data access
O Set up appointment booking system integration

O Configure email /SMS notification systems

O Test data synchronization between systems

Security and Compliance

0 Implement call recording consent mechanisms

O Set up data encryption for voice data

[0 Configure GDPR-compliant data retention policies
[0 Establish secure access controls and user permissions
O Document data processing activities for compliance



Testing and Quality Assurance
Functionality Testing

O Test all call scenarios and flows

O Verify proper call routing and escalation

[0 Check integration points with other systems

[0 Test voice recognition with various accents and speech patterns
[0 Validate appointment booking and data capture

Performance Testing

[J Test concurrent call handling capacity

O Verify response times meet expectations

O Check system reliability under peak loads

[ Test failover procedures and backup systems
[J Monitor voice quality and clarity

User Acceptance Testing

O Conduct internal staff testing

[0 Run pilot with select customers

O Gather feedback and identify improvements
O Test accessibility features for diverse users
O Validate customer satisfaction metrics

Go-Live Preparation
Staff Training

O Train reception/support staff on new procedures

[0 Provide escalation handling guidelines

OO0 Educate staff on system monitoring and reporting

[0 Create quick reference guides and troubleshooting tips
O Schedule regular training updates

Customer Communication

O Prepare customer notification about new voice bot
O Update website and marketing materials

[0 Create FAQ document for common questions

[0 Set up feedback collection mechanisms

[0 Plan communication strategy for rollout

Monitoring Setup

O Configure performance dashboards

[0 Set up automated alerts for system issues

O Establish regular reporting schedules

[0 Create escalation procedures for technical problems
[0 Plan regular review meetings

Post-Implementation
Performance Monitoring

O Track KPIs against baseline metrics



O Monitor customer satisfaction scores

O Analyze call completion rates and escalation patterns
[0 Review system performance and uptime

O Assess cost savings and ROI

Continuous Improvement

[0 Gather ongoing feedback from staff and customers
[0 Regularly update voice bot knowledge base

[0 Optimize call flows based on usage patterns

O Plan feature enhancements and upgrades

O Schedule quarterly system reviews

Compliance Maintenance

O Regular GDPR compliance audits

[0 Update data retention policies as needed

[0 Review and refresh staff training

[J Monitor regulatory changes and requirements
0 Maintain documentation and audit trails

Success Metrics
Key Performance Indicators

[0 Call abandonment rate reduction

[ First-call resolution improvement

O Customer satisfaction score increase
O Cost per call reduction

[0 Staff productivity improvement

ROI Measurement

O Calculate monthly cost savings

[0 Measure revenue impact from improved availability
[0 Track efficiency gains and time savings

[0 Monitor customer retention and acquisition

[0 Assess overall business impact

Note: This checklist should be customized based on your specific business needs and technical environment.
Regular updates to this checklist are recommended as technology and best practices evolve.

Estimated Implementation Timeline: 4-8 weeks depending on complexity and integration requirements.

For Support: Contact your voice bot provider’s technical support team throughout the implementation
process.
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