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Tool #6: Al Data Preparation
and Requirements Checklist

This tool helps businesses understand and prepare the data needed for successful Al
initiatives and prepare them to handle any challenges.

1. Data Requirements Checklist
A. Data Identification and Inventory

Identify all potential data sources: Consider all internal and external data sources that might be
relevant to your Al goals.

Create a data inventory: Document each data source, including data type, format, location, and
accessibility.

Determine data ownership and access rights: Clarify who owns and can access each data set
for compliance and security.

B. Data Quality Assessment

Evaluate data completeness: Identify missing values and determine strategies for handling them.

Assess data accuracy: Identify and correct errors or inconsistencies in the data.

Check data consistency: Ensure data conforms to predefined standards and formats.

Analyze data relevance: Determine if the data is relevant to your Al goals and remove irrelevant
information.

Review data timeliness: Ensure data is up-to-date and relevant to the current business context.
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C. Data Preparation and Cleaning

Handle missing data: Use appropriate techniques like imputation or removal to address missing
values.

Standardize data formats: Convert data into a consistent format for analysis and processing.

Cleanse data: Correct errors, remove duplicates, and handle inconsistencies.

Transform data: Convert data into a format suitable for your chosen Al solutions.

Feature engineering: Create new variables or features from existing data to improve Al model
performance.

D. Data Governance and Security

Establish data governance policies: Define rules and procedures for data management, access,
and usage.

Implement data security measures: Protect data from unauthorized access, breaches, and
misuse.

Ensure compliance with regulations: Adhere to relevant data privacy regulations, such as GDPR
or CCPA.

Maintain data integrity: Establish mechanisms to prevent data corruption and ensure data
accuracy.
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2. Al Incident Response Plan Template

A. Incident Identification and
Reporting:

Define Al incidents: Specify what
constitutes an Al incident, such as
algorithm bias, data breaches, or system
failures.

B. Incident Assessment and
Containment:

Assess incident severity: Develop a
system for categorizing incidents based
on potential impact and urgency.

Establish reporting channels: Create
clear procedures for reporting Al
incidents, including contact information
and escalation paths.

Contain the incident: Outline steps to
limit the incident's scope and prevent
further damage.

C. Incident Resolution and
Recovery

Identify root causes: Conduct a thorough
investigation to determine the underlying
reasons for the incident.

D. Post-Incident Review and
Improvement

Document lessons learned: Record the
incident details, response actions, and
outcomes for future reference.

Develop solutions: Implement corrective
actions to address the root causes and
prevent recurrence.

Update procedures: Modify incident
response plans and data preparation
procedures based on insights gained.

Restore operations: Recover systems and
data affected by the incident.

O

Conduct training: Train relevant personnel
on updated procedures and best practices.

By using this checklist and template, businesses can effectively prepare their data for Al
initiatives and handle potential challenges. Remember that data preparation is an
ongoing process, and continuous monitoring and improvement are crucial for
maximizing the value of your Al investments.
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