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The one rule to remember: Al drafts, humans decide.
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Welcome

Al assistants such as ChatGPT, Claude, Gemini and Microsoft Copilot can now draft, summarise,
organise and explain at a level that is genuinely useful for everyday business work. For a small team,
that can mean fewer evenings spent on admin, faster replies to customers and more time for the
work only people can do.

But getting real value from Al takes more than buying a subscription. This guide gives you a simple,
practical path: where to start, how to choose, how to roll it out safely and how to tell whether it's
working. No jargon, no hype, and no need for a technical team.

How to use this guide: read it once end to end (it takes about half an hour), then work through the
worksheets with your team. Each section ends with a short action.
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1. Why Al, and why now?

You've probably heard both extremes: that Al will transform everything, or that it's overhyped. For a
small business, the truth is more practical and more useful.

What today's Al assistants are good at:
e Producing a solid first draft of almost any business text: emails, proposals, posts, policies, job
adverts.
e Summarising long documents, email threads and meeting notes.
¢ Explaining things in plain English: a contract clause, a spreadsheet, a technical term.
e Brainstorming ideas, options, questions and objections.

e Reformatting information: notes into tables, rough steps into a checklist.

What they are not good at (yet):

¢ Being reliably right about facts, figures and names. They can be confidently wrong.
e Knowing your business, customers and context, unless you tell them.

e Making judgement calls that carry legal, financial or reputational risk.

That leads to the single most important principle in this guide:

Al drafts, humans decide. Use Al to get to a good starting point faster. Keep a person
responsible for what goes out.

Why small businesses are well placed: you can decide quickly, test with real work in days, and
change course without a committee. Large organisations often spend months on what a small team
can try in a fortnight.

Action: write down one sentence about what you'd most like Al to help your business with. Keep it to
hand as you read.
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2. Where to start

The most common mistake is starting with the tool ("we should get ChatGPT") rather than the
problem ("our quotes take too long").

Start here instead:
1. Name an Al owner. One person who cares about making this work. It's rarely a full-time job, but it
needs a name.
2. Collect pain points. Ask everyone to list the tasks that are repetitive, text-heavy or frustrating.
3. Pick a small number of use cases (see Section 3).
4. Choose one tool to start with (see Section 4).
5. Set simple rules before anyone pastes in company information (see Section 6).

6. Run a short pilot, measure, then expand (see Sections 5 and 8).

Action: decide who your Al owner is and tell the team.
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3. Picking your first use cases

Where to look

Good first use cases tend to be frequent, text-heavy and low-risk if imperfect. Common examples

by area:
Customer service Replying to common enquiries, building an FAQ, summarising feedback
Sales Follow-up emails, proposal outlines, preparing for objections
Marketing Social post plans, product descriptions, repurposing content
Operations Meeting notes to actions, standard procedures, checklists
People Job adverts, interview questions, onboarding plans
Finance and admin Payment reminders, explaining documents, spreadsheet formulas

The impact x ease scorecard

List your candidate tasks and score each from 1 (low) to 5 (high) on:

e Impact: how much time, effort or frustration it would remove.

e Ease: how simple it would be to try, and how low the risk is if the first output is imperfect.

Task How often? Impact (1-5) Ease (1-5) Total

Choose two or three tasks with the highest totals for your pilot.

What to leave for later

Hold back on anything involving legal or medical advice, regulated decisions, sensitive personal data,
or fully automated customer-facing replies. These can come later, with more care and clearer rules.

Action: fill in the scorecard with your team and circle your top two or three.
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4. Choosing a tool

All four major assistants are capable. The best choice usually depends on where your work already
happens.

If your team mainly uses... Start with...

Google Workspace (Gmail, Gemini Built into the apps you already use, through your
Docs, Drive) Workspace edition

Microsoft 365 (Outlook, Word, Microsoft Works inside Microsoft 365 apps; a paid Copilot
Excel, Teams) Copilot licence can work with your files and email

A mix, or you want a flexible ChatGPT Strong all-rounder with a wide set of features

standalone assistant

Lots of long documents and Claude Well regarded for writing quality and long-document
careful writing work

Business plans at a glance (checked October 2026)

e ChatGPT: individual plans plus ChatGPT Business and Enterprise for organisations.
e Claude: individual plans plus Claude Team and Enterprise.

¢ Gemini: included in Google Workspace Business editions (features vary by edition), with
optional add-ons. Google's consumer Al plans are for personal accounts, not Workspace.

¢ Copilot: Microsoft 365 Copilot Chat is included with eligible Microsoft 365 business plans and is
web-grounded; Microsoft 365 Copilot Business is a paid add-on for businesses of up to 300
users that connects to your work data.

Plans and features change often. Always check the vendor's current pricing and terms before buying.

Your tool-choice checklist

(] Does it work where our team already works?

[ Is there a business/team plan with admin controls?

O Are the data terms clear (storage, retention, use for model training)?
[1 Can we add and remove users easily?

[J Have we tested it on our real tasks, not just demos?

The account matters as much as the tool. Use company-managed business accounts for
work, not staff's personal free accounts.

Action: shortlist one or two tools and test each on your top use cases.
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5. A simple 30-day rollout plan

When What to do

Week 1 Name owner. Score use cases. Shortlist and test tools.

Week 2 Write your one-page policy. Set up business accounts. Note a
baseline for each use case. Run a training session.

Week 3 Pilot group uses Al on the chosen tasks. Short weekly check-in.

Start a shared prompt library.

Week 4 Keep piloting. Collect results. Hold a review meeting.

Running a good pilot

e Choose two to four people: a mix of enthusiasts and sensible sceptics.

You'll have

2-3 pilot use cases;
chosen tool

Policy shared; pilot group
ready

Early wins and lessons

Decision per use case:
keep, adjust or drop

e Keep a shared document of prompts that worked and things that went wrong.

e Celebrate failures as information. Knowing where Al doesn't help is valuable.

Training that sticks

Train on real work, not product features:

1. Demonstrate one real task end to end, including checking and editing.

2. Share tested prompts (see Section 7).
3. Practise in pairs on live work.

4. Discuss what worked.

Teach three habits: give context, specify the format, and iterate rather than accepting the first

answer.

Action: put the four weekly milestones in your calendar now.
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6. Policy and data-safety basics

You don't need a long legal document to start. You need one page your team will actually read. Adapt
this template:

Our Al Use Policy (v1)
1. Approved tools. For work, we use [tool] through our company account only.

2. Don't share passwords, bank or card details, sensitive personal information about customers
or staff, or anything under a confidentiality agreement, unless [Al owner] has confirmed our
plan's terms allow it.

3. Human review. Anything going to a customer, supplier, partner or regulator is checked by a
person before it's sent.

4. Check facts. Al can be wrong. Verify figures, names, dates, prices and claims.

5. Be transparent. If customers interact with an automated assistant, we tell them, and offer a
route to a person.

6. No final decisions on legal, financial, HR or health matters are made by Al.
7. Questions? Ask [Al owner].

Reviewed: [date]. Next review: [date].

Data-safety essentials

Business accounts, not personal ones. Business plans generally offer admin control and clearer
data terms. Check your plan's terms on data retention and model training.

Least access. Tools connected to your email or files can surface anything a user can already see.
Tidy up file-sharing permissions first.
Offboarding. Remove Al access when someone leaves, along with their other accounts.

Know your obligations. If you handle personal data, make sure your use of Al fits the data-
protection rules that apply to your business. If unsure, take advice.

Action: adapt the policy template, share it and talk it through with the team.
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7. Starter prompts

Replace the [brackets] with your details. These work in any of the major assistants.

The prompt formula: Context (who you are, who it's for) + Task (what to do) + Format (length,
structure, tone) + Constraints (what to avoid or not invent).

1. Customer reply. "You're a customer service lead at [business]. Draft a reply to this email,
acknowledging the issue and explaining that we'll [action]. Under 150 words, warm and professional.
Don't promise anything | haven't mentioned. Email: [paste]”

2. Meeting actions. "Summarise these meeting notes into key decisions, then a table of actions with
owner and deadline. Use 'TBC' where missing. Notes: [paste]"

3. Follow-up email. "Write a short follow-up to [name] after our call about [topic]. Recap three key
points and propose [next step]. Under 180 words."

4. Social plan. "Suggest four weeks of social posts (three per week) for a [business] serving
[audience]. Mix tips, behind-the-scenes and promotion of [offer]."

5. Brand voice rewrite. "Our voice is [describe]. Rewrite this text in that voice without changing the
meaning: [paste]"

6. Process to checklist. "Turn this description of how we do [process] into a numbered procedure,
and flag unclear or risky steps: [describe]"

7. Plain-English explainer. "Explain this [document] in plain English for a small business owner and
list questions | should ask a professional. Don't give a definitive legal or financial opinion. [paste]"

8. Payment reminder. "Write a friendly reminder for invoice [number], due [date], with payment
details [details]. Then a firmer follow-up version."

9. Decision check. "I'm considering [decision]. Act as a sceptical adviser: strongest arguments for
and against, main risks and three questions to answer first."

10. Job advert. "Write an inclusive, clear job advert for a [role] at our [business] in [location].
Responsibilities: [list]. Must-haves: [list]."

Build a team prompt library: save prompts that work in a shared document or as saved instructions
in your tool, add your business context once, and review the library regularly.
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8. Measuring results

Measurement doesn't need to be complicated. It needs a before and an after.

Before the pilot, note for each use case:

e Roughly how long the task takes now.
e How often it happens.

¢ How people feel about it (a quick 1-5 rating is fine).

After the pilot, ask:

Question What to look for

Time Does it take noticeably less time, including checking?
Quality Is the output as good or better? Any customer feedback?
Adoption Are people still using it without reminders?

Risk Did anything go wrong, or get shared that shouldn't have?
Feeling Does the team find the task less of a chore?

Decide: keep, adjust or drop

o Keep: clear benefit, low risk. Make it standard, add it to onboarding.
¢ Adjust: some benefit, but prompts, process or tool need work. Try again for two weeks.

¢ Drop: little benefit or too much checking. That's a useful result, too.

Action: create a simple shared sheet with these columns before your pilot starts.
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9. Next steps

Once your first use cases are working:

1. Standardise what worked: templates, saved prompts, onboarding notes.
2. Expand to the rest of the team with a short training session.

3. Pick the next use cases from your scorecard.

4. Review your policy after any change in tools or use.

5. Consider bigger steps carefully, such as connecting Al to your files or email, or customer-facing
assistants, once your team is confident and your rules are clear.

Al adoption isn't a one-off project. It's a habit of regularly asking: could this be easier?

Quick-start checklist

L1 Al owner named

L1 Use cases scored; top two or three chosen
L1 Tool and business account chosen

[ One-page policy shared

L] Baseline noted

1 Pilot group trained

[ Weekly check-ins in the calendar

L1 Review meeting booked for the end of week 4
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ARISTOLAC

NEXT STEP

Want help putting this into
practice?
Aristolac helps small businesses adopt Al practically and safely: choosing

the right tools, picking the use cases that matter, training your team and
setting simple rules that work.

Book a free fit call

BOOK cal.com/sameera-ajaz-kjmnQO7
EMAIL contact@aristolac.com
WEB aristolac.com

Product information was checked against vendor websites in October 2026 and may,
affiliated with OpenAl, Anthropic, Google or Microsoft. This guide is general informa
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