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Buyer’s checklist for 
communication tools 
7-step checklist

Is it mobile-friendly? 
No business owner or employee wants to feel tied to their desk, especially when remote 
and hybrid work is on the rise. Make sure your communication tool is mobile-friendly and 
enables you to manage your business from anywhere. 

Can it serve multiple needs? 
Think about the big picture when investing in a new communication tool. Don’t limit yourself 
to a tool that only serves one need—this will result in you ending up with multiple tools later 
down the road, which can become hard to manage and costly. Look out for vendors that can 
provide one tool to do it all.

What to look for:

What to look for:

A switch feature that lets you seamlessly change from desktop to mobile (and vice versa)  
as you work on the go. 

Unified solutions that lead the market and serve multiple purposes.

Are you thinking about purchasing a new 
communication tool and unsure how to 
get started? Here’s a checklist to help  
you pick the right one for your business.
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Will it increase productivity? 
Did you know online communication tools and digital workplaces can provide a 20–30% 
increase in productivity?2 Find a tool that supports ongoing communication between 
employees, vendors, and stakeholders. Team members should be able to communicate 
seamlessly and have a more efficient workflow. 

Can it grow with your business? 
As your business grows, you want a communication tool that can grow with you. View your 
communication tool as a long-term investment, not short-term. As you grow your team, 
make sure you can add new hires to your tool in minutes so that they’re instantly up to speed. 

Will you get support during setup?
Setting up a new communication tool can be daunting, so before you hand over your  
credit card, find out what the setup process will look like and how much support you’ll get. 
The vendor you choose should offer more than just a solution—they should be your 
dedicated partner that is with you every step of the way.

What to look for:

What to look for:

What to look for:

Advanced analytics to increase productivity and sales.

Integrations with your existing apps to improve process flows as your business scales. 

A vendor that offers a support system of experts and resources to ensure your business has 
a quick and successful deployment. 

2. 30+ Essential Online Collaboration Statistics: 
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