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THE Al PLAYBOOK

Al CONSULTING

You know Al could help — you're just not
sure where to start.

% You've tried a tool or two, but nothing stuck long enough to become a real habit.
% You're not sure which tasks are actually safe to hand to Al versus what still needs a person.
% You're worried about customer data ending up somewhere it shouldn'’t.

% Every “Al for small business” article reads like hype instead of a real plan.
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Seven practical chapters. No fluff.
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What Al Can Actually Do for a Small Business Right Now

Past the hype, a realistic list of what’s actually working today.

The Al Tools Worth Using (and the Ones to Skip)

A practical filter for deciding what'’s worth your time.

Where Al Creates Real Leverage: Content, Service & Admin

Three areas where the return on adopting Al tends to show up fastest.

Al vs. Hiring: A Simple Framework for Deciding

When automation makes sense, and when a person still does the job better.

Data Privacy & Security Basics Before You Adopt Anything

What to check before connecting a tool to real customer information.

Automating Your First Workflow, Step by Step

A concrete walkthrough instead of an abstract recommendation.

Your 30-Day Al Adoption Plan

A realistic, low-pressure timeline for getting started.
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THE Al PLAYBOOK

CHAPTER 01 - OF 07

O-I What Al Can Actually Do for a Small
Business Right Now

Past the hype, a realistic list of what’s actually working today.

Strip away the hype, and Al for small business comes down to a fairly short list of things it's genuinely good at
right now: drafting first versions of writing (emails, product descriptions, social captions) faster than starting
from a blank page; answering common customer questions instantly, at any hour, without a person on call;
summarizing and organizing information — meeting notes, reviews, long email threads — into something
scannable; and handling repetitive, rules-based tasks that used to eat up an afternoon.

What it's not good at, at least not yet, matters just as much: nuanced judgment calls, genuine
relationship-building with customers, creative direction that needs real taste, and anything where getting it
slightly wrong has a real cost — legal advice, medical guidance, financial commitments. The businesses that get
the most value from Al are the ones that are honest about this line, not the ones trying to automate everything
at once.

The realistic framing: Al is best understood as a fast, tireless assistant for well-defined, lower-stakes tasks —
not a replacement for the judgment, relationships, and craft that your business is actually built on. Used that
way, it gives time back. Used the wrong way, it creates new problems to clean up.

This distinction — leverage versus replacement — is the single most useful filter for every decision in this guide.
Every tool and workflow that follows gets evaluated against it.

The one-sentence test
Before adopting any Al tool, finish this sentence: “This saves me time on , and if it gets it wrong, the cost

is . If the cost of a mistake is high and unsupervised, it's not ready to run without a human checking it.
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02 The Al Tools Worth Using (and the Ones to
skip)

A pract;cal filter for deciding what’s worth your time.

The Al tool landscape changes constantly, which makes any specific list go stale fast. What doesn’t change is
the filter for deciding whether a given tool is worth adopting at all.

Worth adopting: tools that solve one specific, recurring problem you actually have — not a hypothetical one.
Tools with a free or low-cost tier, so you can prove value before committing budget. Tools that integrate with
what you already use, rather than requiring you to change your entire workflow around them. And tools with a
track record — established enough that data privacy and reliability aren’t open questions.

Worth skipping: any tool sold primarily on hype rather than a specific use case (“Al-powered” on the label isn’t
a reason by itself). Tools that require months of setup before showing any return. Tools that ask for more
access to your data than the task actually requires. And — the most common trap — a fourth or fifth
overlapping tool that duplicates what something you already pay for can already do.

The median small business adopting Al settles on around five tools total. That number is a useful ceiling, not a
goal to hit — most businesses get real value from two or three tools used consistently, well before they need a
fifth.
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O 3 Where Al Creates Real Leverage: Content,
Service & Admin

Three areas where the return on adopting Al tends to show up fastest.

Not every part of a business benefits equally from Al. Three areas consistently show the fastest, clearest return
for small businesses, which makes them the sensible place to start rather than spreading adoption thin across
everything at once.

Content — first drafts of blog posts, social captions, email newsletters, and product descriptions, all faster to
start from an Al draft than a blank page, with a human doing the final edit and fact-check before anything
publishes. Customer service — a chatbot or auto-responder that handles common questions (hours, pricing,
availability) instantly, escalating anything unusual to a person, which captures leads and answers questions
even outside business hours.

Admin — scheduling, meeting notes and summaries, basic bookkeeping categorization, and routine email
responses, all the kind of necessary-but-not-differentiating work that eats hours without moving the business
forward. Handing these three areas to Al first — deliberately, with a human still reviewing the output — tends
to free up the most time for the fastest return, before expanding into anything more specialized.

Start with one
Pick whichever of the three — content, service, or admin — currently eats the most of your week, and adopt

one tool there first. Prove it works before adding a second.
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O 4 Al vs. Hiring: A Simple Framework for
Deciding

When automation makes sense, and when a person still does the job better.

“Should this be automated or should | hire for it” is a question most small business owners eventually face, and
it's worth a real framework instead of a gut call made under deadline pressure.

Lean toward Al when the task is repetitive and well-defined, when volume is unpredictable or seasonal (making
a full hire hard to justify), when the task doesn't require relationship-building or nuanced judgment, and when
getting it wrong occasionally has a low, recoverable cost. First-draft content, routine scheduling, and answering
common questions all fit this profile well.

Lean toward hiring when the task requires genuine relationship management — the kind of client or vendor
trust that's built over time, not generated. When judgment calls carry real consequences if they're wrong.
When the role needs to grow and take on more responsibility over time, which a tool can’t do. And when
consistency of quality matters more than speed or cost.

In practice, most small businesses land somewhere in between: Al handles the repetitive layer of a role, freeing
the person in that role to spend more time on the parts that actually need a human. That's usually a better
outcome than choosing one or the other outright.
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O 5 Data Privacy & Security Basics Before You
Adopt Anything

What to check before connecting a tool to real customer information.

Before connecting any Al tool to real customer data, a short checklist prevents most of the problems that
actually happen to small businesses. Check where the data goes: does the tool store your inputs, and if so,
where, and for how long? Check whether your data trains their model: some tools use customer inputs to
improve their systems by default — that setting should usually be turned off for anything containing real
customer information.

Check for a real privacy policy and terms of service, not just a landing page — a legitimate tool will have both,
clearly written, not buried. Check what happens if you cancel: can you export your data, and is it actually
deleted afterward, or does it linger indefinitely? And check whether the tool is appropriate for the sensitivity of
the data involved — a general-purpose Al writing tool is a very different risk profile than one processing
payment or health information.

None of this requires becoming a security expert. It requires treating a new Al tool with the same basic
diligence you'd apply to any new vendor handling customer information — because that’s exactly what it is.

The five-minute check
Before connecting any tool to real customer data: read the privacy policy’s data-retention section, confirm

model-training on your data is off, and confirm you can export and delete your data on request.
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O 6 Automating Your First Workflow, Step by
Step

A concrete walkthrough instead of an abstract recommendation.

Abstract advice to “start automating” rarely leads anywhere. A concrete first workflow does. Here’s a realistic
walkthrough for the most common starting point: capturing and responding to leads that come in after hours.

Step one — map the current process exactly as it happens today: a visitor fills out a contact form, it sits in an
inbox until someone checks it, sometimes hours or days later. Step two — identify the single point where a
delay costs you the most: usually the gap between a lead arriving and a first response. Step three — choose one
tool that closes that specific gap, such as a chat widget that collects name, email, and project details
immediately and routes them straight to your inbox.

Step four — set it up with a narrow, well-defined scope: answering a handful of common questions and
collecting contact details, not attempting to handle every possible conversation. Step five — run it for two
weeks alongside your normal process, comparing response time and lead quality before and after. Step six —
adjust based on what you see, then only expand its scope once the first version is working reliably.

This same six-step shape — map, identify the bottleneck, pick one tool, scope it narrowly, test, adjust — applies
to almost any workflow worth automating, not just lead capture.
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07 Your 30-Day Al Adoption Plan

A realistic, low-pressure timeline for getting started.

Adopting Al doesn’t need to happen all at once, and trying to overhaul everything in a single week is the most
common reason it doesn't stick. This 30-day plan spreads it out into a pace that actually holds.

Week 1: Identify the single task that eats the most time each week — the one worth automating first.
Week 1: Research two to three tools that address that specific task, using the filter from Chapter 02.

Week 2: Check privacy and data-handling basics for your top choice before connecting anything real.

O O O 0O

Week 2: Set up the tool with a narrow, well-defined scope — not an attempt to handle everything at
once.

Week 3: Run the tool alongside your normal process, and track one simple before/after metric.
Week 3: Ask one team member or trusted customer for honest feedback on the result.

Week 4: Review what worked, adjust or drop what didn’t, and decide whether to expand its scope.

o o o 0O

Week 4: If it's working, document how it’s set up so it doesn’t depend on only one person knowing how.
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WHEN YOU'RE READY FOR THE REAL THING

We help you find where Al actually pays
off.

Read the playbook, then let us map your specific bottlenecks to the tools worth adopting — practical,
no-hype Al consulting built for small businesses.

N

A workflow audit of your actual bottlenecks

AN

Vetted tool recommendations, not hype

N

Privacy & security review before adoption

N

Hands-on setup and staff training

Lead Capture Chatbot

custom flow - branded - Web3Forms integrated $250
Blog Automation 350
weekly SEO posts - auto-published $

Al Strategy Consulting

1-hr session - implementation roadmap $150Ihr

Book an Al Strategy Session

hello@joskieproductions.com - joskieproductions.com - Portland, OR & remote nationwide
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