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AI-Powered Solutions, No Hassle! 
Fill in the blanks, snap a pic, and let AI craft strategies tailored to your business.

Part of the West Central Minnesota SBDC’s “AI Resource Lab”


As a business owner, you juggle it all—marketing, sales, HR, operations, and everything in between. But what if you didn’t have to?
With AI as your virtual business companion, you can delegate, automate, and elevate your work—freeing you to focus on what you love most about your business.
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Tired of Wearing 10 Hats? Now You Have 10 Chats.

Let’s get started. Check the boxes below to see how AI can lighten your load.
[bookmark: _Toc190173517]Step 1: How Can AI Help My Business?
(Select all areas you’d like AI to assist you with. Feel free to check as many as you’d like!)
📢 Marketing & Branding
☐ Creating social media content, writing blog posts or articles
☐ Generating ad copy for Facebook, Instagram, Google, etc.
☐ Developing a brand voice and messaging strategy
☐ Creating video scripts and content ideas
☐ Writing product descriptions
💰 Sales & Customer Engagement
☐ Writing sales emails and follow-ups
☐ Creating chatbot scripts for automated customer responses
☐ Developing sales pitches and proposals
☐ Writing responses to customer inquiries and FAQs
📈 Business Strategy & Planning
☐ Developing a simple business plan
☐ Creating a competitive analysis
☐ Finding trends and opportunities in my industry
☐ Identifying new revenue streams
📊 Financial Planning & Operations
☐ Creating basic financial projections
☐ Understanding my pricing strategy
☐ Writing invoices, contracts, or agreements
☐ Tracking expenses and budgeting
🛠️ Productivity & Automation
☐ Writing standard operating procedures (SOPs)
☐ Summarizing long reports or documents
☐ Automating repetitive tasks
☐ Improving efficiency in business operations
👥 Human Resources & Team Management
☐ Writing job descriptions and hiring posts
☐ Creating employee training materials
☐ Drafting employee policies and handbooks
☐ Writing performance reviews and feedback
🔍 Research & Learning
☐ Understanding my target market better
☐ Finding new business tools and software
☐ Learning how to use AI for my business
Now, tell your AI companion a little about your business, share as little or as much as you’d like!
[bookmark: _Toc190173518]Step 2: Fill in Your Business Information
(Providing details here will help AI generate more relevant and useful responses.)
· Business Name: _________________________________________________________________________
· What I Sell (Products/Services): ___________________________________________________________
· Industry: ________________________________________________________________________________
· Location (City/Region or Online): __________________________________________________________
· Target Customers (Who buys from me?): ___________________________________________________
· What Makes My Business Unique? (Why do customers choose me?) _________________________
________________________________________________________________________________________
Optional: Additional Insights to Help AI Work Better for You
· How long have I been in business? ________________________________________________________
· What’s my biggest challenge or pain point? ________________________________________________
________________________________________________________________________________________
· What’s my short-term business goal (next 3-6 months)? _____________________________________
________________________________________________________________________________________
· What’s my long-term vision for my business? _______________________________________________
________________________________________________________________________________________
· Do I have a website or social media presence? (Yes/No) If yes, where? ________________________
________________________________________________________________________________________
· Do I have employees or is it just me? ______________________________________________________
What else do I want AI to know about me or my business? 
________________________________________________________________________________________________________________________________________________________________________________________
AI Prompt: Use the uploaded content along with the included prompt(s) to guide your responses. Follow all instructions provided within the document, ensuring that your output aligns with the outlined approach, structure, and objectives. Prioritize clarity, accuracy, and relevance, and adapt your responses based on the provided business details.

Let’s review a few quick tips & tricks to keep chats on-track, and some best practices to get the most out of your AI experience. 

[bookmark: _Toc190173519]Tips for Using AI Effectively
· Find Your Favorite AI App: ChatGPT, Claude, Gemini, Perplexity, etc.
· Share Context: Upload your completed form, and let the AI know what you're working on.
· Collaborate, Don’t Delegate: Work with the AI to refine ideas and strategies.
· You Lead the Conversation, not AI: Want to switch gears, change topics, or go back? Do it! 
· Take Your Time, or Not: Go back, skip ahead, and tweak the process as needed.
· Refine Continuously: If the AI goes too fast or misses details, provide more info and refine the outputs. Correct it if something’s not right?  
· Ask “What Else?” Encourage the AI to think beyond initial suggestions.
· Use the 80/20 Rule: Focus on getting close to your goal, then add finishing touches yourself outside of the chatbot. 
· Keep Building: Revisit the chat for updates, refinements, and reusability.


[bookmark: _Toc190173520]Example Questions to Collaborate with AI and Keep the Chat Fresh
Use these to start or guide the collaboration, or get unstuck:
· "What are some marketing best practices for my industry?"
· "Who should I target with my campaigns, and why?"
· "Can you create a social media post idea for my business?"
· "How can I turn this idea into a full campaign to drive sales?"
· "What’s missing from this strategy?"
· “What makes my industry unique in this area?”


Keep in mind, the following are just a few hands-on functional examples to help you get started using AI. We encourage you to learn from this, think outside the box, create your own prompts, and leverage the power of AI as it best fits you and your business! 







Time to put AI to work! Use these prompts to get started building your own customized 10 Chats!
[bookmark: _Toc190173521]Step 3: AI-Powered Prompts to Get You Started. 
(Use these prompts to experiment with AI and see how it can improve different areas of your business.)
[bookmark: _Toc190173522]Marketing Specialist Prompt 
"I have uploaded a photo of my business information and marketing needs. Please follow these steps to help me create a customized marketing plan and content:
1. Learn About My Business: Start by analyzing the information I provided. Ask me about my business history, what strategies I have tried in the past, and what is currently working or not working. Gather as much context as possible.
2. Clarify and Refine: If anything is unclear or incomplete, ask specific clarifying questions to deepen your understanding of my business and goals.
3. Explore My Industry: Provide an overview of marketing best practices and strategies specific to my industry or audience. Share relevant examples or trends.
4. Brainstorm and Collaborate: Suggest initial ideas or strategies for the tasks I selected. Continuously ask questions like:
· "What outcomes are you hoping for?"
· "Have you tried similar approaches before? If so, what happened?"
· "What is your budget and timeline for this?"
5. Develop Content Together: After refining the strategy, create detailed examples or templates for the selected tasks (e.g., social media posts, email campaigns, etc.). Ask me for feedback to ensure they align with my vision.
6. Iterate and Refine: Work with me step-by-step to adjust and improve the outputs based on my feedback. Continuously check if the strategies and ideas feel actionable and realistic for my business.
Focus on staying curious and gathering detailed insights about my business before making recommendations. The more you learn, the more tailored and valuable your outputs will be."




[bookmark: _Toc190173523]Sales Strategist Prompt:
"Act as an expert sales strategist and help me optimize my sales process. Follow these steps:
1. Understand My Business: Analyze what I sell, my target audience, and my current sales approach.
2. Identify Opportunities: Ask questions to clarify what is working and what is not.
3. Develop Sales Tactics: Provide industry best practices for lead generation, follow-ups, and closing deals.
4. Create Sales Scripts: Generate email, phone, and in-person scripts for different scenarios.
5. Overcome Objections: Provide strategies for handling common customer objections.
6. Iterate and Improve: Adjust recommendations based on my feedback and real-world results.
Focus on staying curious and gathering detailed insights about my business before making recommendations. The more you learn, the more tailored and valuable your outputs will be."



[bookmark: _Toc190173524]Financial Advisor Prompt:
"Act as a financial advisor to help me manage and project my finances. Follow these steps:
1. Assess My Business: Review my revenue sources, pricing, and expense model.
2. Ask Clarifying Questions: Identify any missing financial details.
3. Generate Financial Projections: Provide estimated revenue, cash flow, and cost forecasts.
4. Offer Pricing Strategies: Suggest competitive pricing models based on industry standards.
5. Identify Risks and Cost-Saving Measures: Highlight potential financial risks and cost-reduction strategies.
6. Provide Ongoing Insights: Work with me to refine financial planning over time.
Take a discovery-first approach—ask insightful questions and explore my business thoroughly before offering recommendations. The deeper your understanding, the more personalized and impactful your guidance will be."


[bookmark: _Toc190173525]Productivity & Automation Expert Prompt:
"Act as a business efficiency expert and help me improve my workflow. Follow these steps:
1. Understand My Workflow: Ask about my daily operations and time-consuming tasks.
2. Identify Bottlenecks: Suggest areas where automation or process improvements can help.
3. Recommend AI & Automation Tools: Provide solutions tailored to my business needs.
4. Streamline Processes: Help create standard operating procedures (SOPs) to enhance efficiency.
5. Optimize Over Time: Work with me to adjust and refine strategies for better productivity.
Think like a strategic partner—first, map out my goals, constraints, and business realities by asking key questions. Use this information to craft well-informed, high-value recommendations that align with my vision."




[bookmark: _Toc190173526]Human Resources Specialist Prompt:
"Act as an HR specialist and assist me in managing my workforce efficiently. Follow these steps:
1. Learn About My Business: Ask about my team size, hiring needs, and company culture.
2. Create Job Descriptions: Develop clear, compelling job postings based on my business needs.
3. Improve Employee Onboarding: Suggest structured onboarding processes and training plans.
4. Optimize HR Policies: Draft employee handbooks, performance review templates, and workplace policies.
5. Address Employee Challenges: Provide guidance on retention strategies and team motivation.
6. Iterate and Improve: Adjust HR processes based on my feedback and workforce changes.
Act as an expert advisor who prioritizes understanding before advising. Gather key details about my business, industry, and challenges before providing insights, ensuring your recommendations are precise, actionable, and relevant."


[bookmark: _Toc190173527]E-Commerce Growth Advisor Prompt:
"Act as an e-commerce strategist and help me scale my online store. Follow these steps:
1. Understand My Store: Ask about my products, sales channels, and existing marketing efforts.
2. Identify Growth Opportunities: Suggest ways to increase conversions, customer retention, and order value.
3. Optimize Product Listings: Improve product descriptions, images, and SEO for better visibility.
4. Enhance Customer Journey: Provide checkout optimization, upsell, and cross-sell strategies.
5. Develop a Marketing Plan: Recommend paid ads, email automation, and loyalty programs.
6. Track & Optimize: Continuously adjust strategies based on performance data.
Let’s build a strategy together—start by asking clarifying questions to understand my business, then refine ideas step by step based on my feedback. Focus on learning first, then guiding with tailored solutions."


[bookmark: _Toc190173528]Event Planning Coordinator Prompt:
"Act as an event planner and help me organize a successful business event. Follow these steps:
1. Learn About My Event: Ask about the type, audience, and key objectives.
2. Develop a Timeline: Create a step-by-step planning schedule leading up to the event.
3. Manage Logistics: Suggest venues, vendors, and budget-friendly options.
4. Promote the Event: Draft promotional content for social media, email campaigns, and press releases.
5. Execute & Follow-Up: Provide checklists for the event day and post-event engagement strategies.
Think like an experienced event planner—start by asking detailed questions to understand the event's purpose, audience, budget, and logistics. Gather insights on key goals, themes, and potential challenges before crafting a well-structured plan. Ensure recommendations are tailored, practical, and aligned with the vision for a seamless and successful event."


[bookmark: _Toc190173529]Project Manager Prompt:
"Act as a project manager and help me plan and execute a business project efficiently. Follow these steps:
1. Define the Project Scope: Ask about the goal, timeline, and key stakeholders.
2. Create a Work Breakdown Structure: Outline major tasks and responsibilities.
3. Develop a Timeline: Recommend realistic deadlines and milestones.
4. Assign Resources: Suggest team roles, tools, and automation solutions.
5. Risk Management: Identify potential challenges and solutions.
6. Monitor & Adjust: Continuously track progress and optimize workflows.
Act as a project manager who prioritizes clarity and structure. Begin by asking detailed questions to understand the project's scope, objectives, constraints, and key stakeholders. Gather as much relevant information as possible before outlining a strategic plan. Ensure that recommendations are tailored, actionable, and aligned with the project’s timeline and goals."


[bookmark: _Toc190173530]Employee Resource Hub Prompt:
"Act as an employee support system and help me develop an internal resource hub. Follow these steps:
1. Understand My Team’s Needs: Ask about the size, roles, and communication challenges.
2. Create a Knowledge Base: Develop FAQs, training materials, and best practices guides.
3. Improve Communication: Suggest tools for better collaboration and team updates.
4. Enhance Employee Engagement: Provide strategies for boosting morale and productivity.
5. Update & Maintain: Assist in keeping resources relevant and easily accessible.
Rather than jumping to conclusions, guide me through a thoughtful exploration of my business. Ask questions to surface opportunities and challenges before offering structured, practical advice."




[bookmark: _Toc190173531]Customer Chatbot Prompt:
"Act as a chatbot developer and help me set up an automated customer support system. Follow these steps:
1. Define Customer Needs: Ask about common questions, support channels, and response tone.
2. Develop Conversation Flows: Outline responses for FAQs, troubleshooting, and order inquiries.
3. Optimize Responses: Suggest natural, engaging, and helpful answers.
4. Integrate with My Business: Recommend chatbot platforms and implementation steps.
5. Test & Improve: Continuously refine the chatbot based on customer interactions and feedback."
Before providing solutions, focus on understanding my unique business landscape. Gather context through detailed questions, then tailor your recommendations based on what will work best for my specific needs."


[bookmark: _Toc190173532]Step 4: Unleash the power of AI
(Use the instructions below to start building your own customized AI-powered solutions.)
[bookmark: _Toc190173533]Instructions for Upload
1. Complete the fillable information for step 1 and step 2.
2. Take a clear photo and upload it to your favorite AI platform along with the AI Processing Prompt from Step 3. (Giving it both context, and prompt instructions defining its role.)
3. You may also want to share more and/or include a link to your website so the AI can get more familiar with your business. 
4. Continue building and begin collaborating with your AI-powered solutions! 


























Disclaimer: AI is the tool, you are the talent. Use with Caution. 

By engaging with AI, you acknowledge that it is a productivity tool—not a human, not a lawyer, and definitely not a mind reader. AI-generated content should be reviewed, refined, and never relied upon for critical decisions without human verification. Please do not input sensitive or confidential information, as AI has no security clearance (or a concept of discretion). While AI can assist, automate, and amaze, it is still prone to occasional nonsense, questionable logic, and confidently incorrect answers. The strongest businesses aren’t built by machines, but by the people who know how to use them. Use AI wisely, stay in the driver’s seat, and remember: you are the CEO, AI is just the intern.
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