THE CHECKLIST FOR YOUR FIRST AUTOMATION
Fourteen questions to answer before switching on an automation. If an answer is missing, the automation isn’t ready.
THE TASK
	1. Which task, in one sentence
	A verb and an object: saving invoices, answering questions about opening hours.

	2. How often and how long
	Times per week and minutes each time, measured, not remembered.

	3. Who does it today
	The person who knows the odd cases.


THE TRIGGER AND THE ACTIONS
	4. The event that starts it
	An email arriving, a form submitted, a time of day, a new row.

	5. The conditions
	When it should run and when it shouldn’t.

	6. The actions, in order
	What it does, step by step.

	7. Where it writes the result
	A folder, a sheet, the business software, a notification.


THE ODD CASES
	8. If data is missing or wrong
	What it does instead of guessing.

	9. Who is alerted if it stops
	A named person.


OVERSIGHT
	10. What a person approves
	Anything that goes to a customer, involves money or decides something.

	11. If it talks to people
	It says it is an automated system, as Article 50 of the AI Act requires.

	12. How it is switched off, and by whom
	The button and the person.


THE TEST
	13. Which cases it is tested on
	Real cases from last week, including some odd ones, before it goes live.

	14. When it is measured again
	A date, using the same method as question 2.


Checklist built by Itria. How to create an automation and which tool to use:
itria.io/en/come-creare-un-automazione
Checklist built by Itria. An automation goes live after testing on real cases, with a person who knows how to switch it off.
If the tasks to automate involve reading text that changes every time, an AI system can prepare them and leave them for a person to approve. A couple of lines on WhatsApp to +39 350 574 3578 or an email to info@itria.io. How it works: itria.io/en/servizi




