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THE SHIFT

Moving Beyond the Chatbot

"Many small businesses hear 'Al' and think of a single chatbot. Al delivers real value
only when treated as a business strategy."

L MODELS Reasoning Systems like GPT-4 or Claude that analyze text, generate content, and classify
' Engines complex data.
. Applications that apply Al to specific tasks like drafting, research, or meetin
2. TOOLS Execution Layers °P PPy . ¢ d
capture.
. . Repeatable workflows, rules, and review steps that ensure Al is used safely and
3. SYSTEMS Scaling Engine

effectively.

Value comes from how these layers work together — not from any single tool.

IMPACT ANALYSIS

Removing Friction

For small teams, Al is not about replacing people — it's about removing friction. By eliminating repetitive tasks,
teams can focus on creative and strategic growth.

FOCUS CONSISTENCY

Spend more time on high-value work and less on busywork. Increase quality of proposals, reports, and communications.
SCALE KNOWLEDGE

Create systems that grow without immediately adding Capture institutional expertise before it leaves the building.
headcount.
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PRACTICAL TECH

The Tool Matrix

Success comes from using the right tool for the right job — just as you do with spreadsheets and email.

Complex reasoning, drafting, summarizing, classifying

Al Models data Claude, ChatGPT, Gemini
Productivity Tools Meeting notes, email drafting, document creation Copilot, Notion Al, Otter.ai
Automation Platforms Connecting apps, triggering workflows, moving data Zapier, Make, Power Automate
Research & Analysis Competitive research, document review, data analysis Perplexity, Claude, NotebookLM

Repeatable internal processes, client-facing

Custom Al Systems :
automation

Low-code Al builders, custom GPTs

DECISION FRAMEWORK

Choosing the Right Tool

Before selecting any Al tool, ask these three questions:

1 2 3

Work Type Destination Sensitivity
Is this for thinking, researching, Where will the final work live? (CRM, Is this public, internal, confidential, or
executing, or documenting? client doc, email?) regulated data?
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RESPONSIBLE Al

Trust & Implementation

"Humans define the work. Al supports the work. Humans validate the results."

Define the Goal

O 1 Set clear objectives before involving Al. Know what success looks like and what the human will do with the output.

Accelerate the Work

O 2 Use Al to speed up drafting, analysis, or research — not to replace human judgment or expertise.

Validate the Results

03 Review every Al output for accuracy, tone, and appropriateness before using or sharing it.

HIGH-RISK GUARDRAILS

What to Avoid

! Regulated Data
Never input HIPAA, legal, or financial data into consumer Al
tools without verifying compliance.

I Unreviewed Output
Never send Al-generated content to clients or stakeholders
without a human review step.

! Client Confidentiality
Treat client information as confidential — don't use it to train
or prompt public Al systems.

I Shadow Al

Employees using unapproved tools creates compliance and
data risk. Establish a clear approved tool list.
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