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	We will use this session as an opportunity to find out how much you know and understand about AI for Business.

Throughout the session and after, consider what your strengths and weaknesses are in this area. As well as what opportunities may arise from good AI for business skills and if there are any threats to look out for…

Before any journey, you need to know your starting point. This section helps you honestly assess your current AI skills and familiarity. By identifying your strengths and areas for growth, you'll be able to focus your efforts where they'll make the biggest difference.

Remember, everyone starts somewhere – this isn't about judgement, it's about creating your personal roadmap to confidence with AI for Business.

Rate yourself 1-10 in each area:

	A.I. for business Skill:
	Overall Rating
(1-10)
	Goal Rating
(1-10)
	Priority (High/Medium/Low)

	Understanding what AI is and how it applies to SMEs
	
	
	

	Identifying AI tools suitable for my business needs
	
	
	

	Using AI to save time on admin tasks (emails, scheduling, documents
	
	
	

	Using AI to support marketing (content creation, customer engagement, personalisation)
	
	
	

	Using AI to analyse data and gain insights
	
	
	

	Using AI to support finance (budgeting, forecasting, cash flow)
	
	
	

	Setting realistic AI goals for my business
	
	
	


Quick Reflections:
My strongest A.I. skil” is: _________________________________ 

I most want to improve: _______________________________________
Why Should I Be Bothered with AI for Business?
AI for business is not about robots taking over, complicated coding, or replacing humans. It is about making smarter decisions, saving time, and boosting efficiency with tools that are already available, often for free or at very low cost. Done well, AI helps small business owners work smarter, improve customer experiences, and unlock opportunities that used to be out of reach. For many SMEs and sole traders, it feels intimidating or too technical, but here is the truth:
· You do not need to know everything – you just need to use the right AI tools for your business needs.
· You do not need a big budget – many AI tools are free or have affordable entry-level plans.
· You do not need to replace people with machines – AI works best as your assistant, not your replacement.

What does AI for Business look like?
· Save time without overwhelm – automate repetitive tasks like admin, emails, or scheduling.
· Talk directly to your customer – use AI to personalise marketing, segment audiences, or draft tailored messages.
· Get instant insights – AI can help analyse data, feedback, or trends so you make better decisions faster.
· Turn ideas into action – from writing blogs to designing graphics, AI helps you create content quickly and affordably.
· Show up professionally without huge costs – AI tools give SMEs access to resources once only big companies could afford.
· Build credibility with smart use of tools – demonstrate innovation and efficiency, even on a tight budget.
· Create momentum – small, consistent use of AI adds up, making your business more resilient and competitive over time.

The Cost of Ignoring AI in Business
Many brilliant sole traders, makers, creatives and service providers are struggling. Not because they are not skilled, but because they are spending too much time on manual tasks or missing out on efficiencies their competitors are gaining through AI. Using AI is not cheating. It is levelling the playing field.

When you do not use AI intentionally:
· You waste hours on admin that could be automated.
· You miss out on insights that could help you grow faster.
· You risk being left behind as competitors adopt smarter, cheaper ways of working.
· You work harder than you need to, instead of focusing on the parts of your business you love.

Not using AI does not keep things safe. It just makes your business slower, less efficient, and less visible.


	Assumption:
	How could you test or challenge this?

	1.
	

	2.
	

	3.
	



	A.I. for Business - S.O.A.R Analysis
SWOT “SOAR” Strengths, Opportunities, Aspirations, Results

	
Strengths:
What are you already doing well in relation to A.I? 
Example: I have tried Canva’s AI tools to speed up design work

Please give a minimum of 3 strengths or things you do well or have done well with regards to A.I. and your business.

· 



· 



· 




	
Opportunities:
What could stronger A.I. skills unlock for your business? 
Example: Access to new markets, insights, and innovation at low cost.

Please list 3 potential opportunities that you feel good A.I. for business could provide for you and/or your business.
 

· 



· 



· 




	
Aspirations:
What do you want to achieve through improved A.I. Skills? Example: To save at least 5 hours a week by automating admin tasks

· 



· 



· 


	
Results:
How will you know you’re making progress?
Example: Higher quality and consistency of marketing content

· 



· 



· 




Common A.I. for business Myths – Let’s Get Real
Many small business owners hold themselves back from exploring AI because of outdated assumptions, scary headlines, or second-hand advice. But the truth is, AI is far more practical, affordable, and accessible than most people think. Let’s bust some of the most common myths so you can move forward with more clarity and confidence.

• Myth 1: "AI is only for big companies with big budgets."
✓ Truth: Many powerful AI tools are free or very low cost, giving small businesses access to resources that used to be out of reach.

• Myth 2: "I need to be a tech expert to use AI."
✓ Truth: Most AI tools are designed to be user-friendly, with simple dashboards and step-by-step prompts. If you can use email or social media, you can learn to use AI.

• Myth 3: "AI will replace me or my staff."
✓ Truth: AI works best as an assistant — handling repetitive tasks so you can focus on the human parts of business like relationships, creativity, and service.

• Myth 4: "AI isn’t relevant for my type of business."
✓ Truth: From cafes to coaches, tradespeople to creatives, AI can support marketing, admin, finance, and customer service in almost any sector.

• Myth 5: "AI is too risky or unsafe to use."
✓ Truth: With the right awareness of data protection and best practices, AI can be used safely and responsibly. The bigger risk is falling behind competitors who already use it.

My biggest A.I. for business fear/apprehension is: _________________________________

What I now realize: _________________________________

Current Reality & Preparation
This section helps you audit your current A.I. activity (even if that’s “none”!) and understand your comfort levels with different types of content, platforms and engagement. By mapping out where you are now, you can make conscious choices about where to focus your energy. The comfort zone exercise is particularly powerful — it shows you exactly where your growth opportunities lie and helps you plan gradual steps forward rather than overwhelming leaps.

My A.I. for Business Activities:

	Activity:
	Frequency:
	Effectiveness
	Keep / Change / Stop

	E.g. I use ChatGPT or a similar tool to draft emails or documents
	Every now and again
	Limited
	Change [improve]

	E.g. I have explored AI for data analysis or customer insights
	Never
	None
	Change [start going]



If you wrote "none" - that's okay! This workshop is your starting point










My A.I. for Business activities Comfort Zones:

Mark with an X where each activity currently sits for you:

	Activity:
	Comfort Zone: (Easy – do it without issue)
	Comfort Zone:
(Medium – find it challenging)
	Comfort Zone:
(Hard – scares me, don’t do it at all)

	Using AI to create graphics, blogs, or marketing content
	
	
	

	Using AI for customer insights or data analysis
	
	
	

	Using AI for planning (e.g. marketing campaigns, strategy ideas)
	
	
	

	Knowing the differences between different AI apps
	
	
	



One activity I'll attempt to move from “Hard” to “Medium” comfort zone: _______________________

How I propose to do that: _________________________________

AI in Practice
Know Your Business Needs Before Choosing AI
Before you adopt any AI tool, automate a task, or integrate it into your workflow — you need to know what problem you are solving and why it matters. AI does not create value just because you use it. It creates value when you apply it to the right task, in the right way, for the right purpose. You don’t need to use every tool or automate everything. You just need to be intentional. When you understand your business needs — what takes time, where you want to grow, and what value AI can add — everything becomes simpler, faster, and more effective.

Here’s why this matters:
• WHO – Who in your business will benefit most?
If you try to apply AI everywhere at once, it becomes overwhelming. When you know exactly who the tool is supporting — you, your staff, or your customers — you can prioritise the right areas. This makes adoption smoother and more effective.
• WHAT – What problem do you want AI to solve?
AI should make life easier, not harder. Whether it’s admin, marketing, finance, or data analysis, identifying a clear use case ensures you get real value from the tool rather than just experimenting aimlessly.
• WHEN – When would AI be most useful?
Timing matters. Knowing whether AI is best applied daily (like automating emails), seasonally (like marketing campaigns), or during peak workloads (like handling bookings) helps you plan where it will have the biggest impact.
• WHERE – Where will you apply AI?
Different tools suit different business needs. AI for customer service may look very different to AI for finance or marketing. Focusing on the right areas stops you spreading yourself thin and maximises results.
• WHY – Why use AI instead of another approach?
Clarity of purpose is key. If AI can save time, cut costs, or deliver more consistent quality than manual methods, it’s worth it. If not, the task may not need AI at all.
• HOW MUCH – What budget or resources can you allocate?
Not all AI is free. Some tools offer great entry-level options, while others charge subscriptions. Understanding what you are willing to invest — and what return you expect — keeps your AI use sustainable.
Knowing these things means your AI adoption becomes easier to plan, more targeted to your business, and more likely to create real improvements in time, efficiency, and growth.

Let’s put this into practice…
Use the prompts below to build your AI for Business profile. Even rough notes here can help shape your first steps, identify the right tools, and make AI less overwhelming.
WHO: Who in your business would benefit most from AI?
Example: I run everything myself, so AI would mostly support me in saving time on admin and creating marketing content.
WHAT: What problem do you want AI to solve?
Example: I spend too long writing proposals and emails — I’d like AI to speed this up so I can spend more time with customers.
WHEN: When would AI be most useful?
Example: AI would help me most during busy weeks when I need to respond quickly to enquiries and still keep marketing consistent.
WHERE: Where will you apply AI?
Example: Marketing (social media posts), finance (cash flow tools), and admin (email drafting).
WHY: Why use AI for this instead of doing it another way?
Example: Because it will save me at least 5 hours a week and reduce the stress of starting tasks from scratch.
HOW MUCH: What budget or resources can you allocate?
Example: I am happy to start with free tools, then spend £10–£20 per month if I can clearly see the value.

	Question
	Example

	WHO
in your business would benefit most from AI?
	I run everything myself, so AI would mostly support me in saving time on admin and creating marketing content.

	WHAT
problem do you want AI to solve?
	I spend too long writing proposals and emails — I’d like AI to speed this up so I can spend more time with customers.

	WHEN
would AI be most useful?
	AI would help me most during busy weeks when I need to respond quickly to enquiries and still keep marketing consistent.

	WHERE
will you apply AI?
	Marketing (social media posts), finance (cash flow tools), and admin (email drafting).

	WHY
use AI for this instead of doing it another way?
	Because it will save me at least 5 hours a week and reduce the stress of starting tasks from scratch.

	HOW MUCH
What budget or resources can you allocate?
	I am happy to start with free tools, then spend £10–£20 per month if I can clearly see the value.



Know Your AI Use Case – Continued
If you try to apply AI everywhere in your business at once, you end up using it inconsistently and without clear results. Great AI use starts with great understanding — not just what the tools can do, but what your business is struggling with, what matters most to you, and how AI can add real value to your day-to-day operations.
This section helps you clarify where AI can make the most difference before you dive into new apps, subscriptions, or experiments.

Who Are You (the business)?
Start by identifying your business profile.
Size: Sole trader or small team (under 10 people)
Sector: Creative services, retail, trades, coaching, hospitality, etc.
Stage: Startup (under 2 years), established (3–5 years), or growing (5+ years)
Example: A 2-year-old Brighton-based bakery with 3 staff, strong local reputation, but struggling to manage admin and keep up with social media.

What Do You Care About Most?
Think values, goals, and pain points.
Values: Customer service, quality, work-life balance
Motivations: Wants to grow sustainably without burning out
Behaviours: Comfortable with social media but avoids spreadsheets, struggles with admin and planning
Example: The bakery wants more time to focus on creating products and serving customers, not chasing invoices or writing endless emails.

Why Would You Use AI?
What do you need?
Support with admin, marketing content, finance tracking, or customer communication.
What do you want?
Confidence that AI saves real time, reduces stress, and helps the business look more professional.

Example: The bakery wants AI to handle repetitive tasks like drafting emails, creating marketing posts, and tracking expenses.

Where Can AI Be Applied?
Operations: Scheduling, stock control, customer bookings
Marketing: Social media content, graphics, blog writing
Finance: Bookkeeping, expense tracking, forecasting
Planning: Strategy ideas, campaign outlines, to-do lists

Example: AI could draft the bakery’s weekly Instagram captions, suggest recipes based on seasonal stock, and keep track of cash flow.

Customer Snapshot (AI Edition)
My ideal AI use case is for a small, local business with limited time and resources. The business is great at what it does but struggles with admin, marketing, and planning. They care about quality, customer service, and balance. They need clarity on which AI tools are worth their time. They want simple, affordable support that helps them grow without overwhelm. AI helps them save time, look professional, and compete effectively without needing a big budget.

EXERCISE: Now give it a go yourself… Use the table below to help you.

	Business Element
	What This Looks Like in My Business (Real Example)

	Who are we?
	A local café with 5 staff, focused on high-quality food and friendly service

	Where are the bottlenecks?
	Social media posting, managing bookings, tracking expenses

	What do we care about?
	Customer experience, keeping costs down, saving time

	What do we need?
	Tools that handle admin and create marketing content quickly

	What do we want?
	To feel more confident and consistent in running the business

	Why would we use AI?
	To free up staff time, improve marketing, and manage money better



AI Toolbox – Free Tools to Make AI Work for Your Business
AI isn’t about replacing people — it’s about working smarter. The right tools can save you time, reduce stress, and help you run your business more consistently without burning out. These days, you don’t need expensive software or a tech team — just a few clever tools, a bit of curiosity, and a system that works for you.

Whether you’re just starting out, returning after a break, or trying to level up — these tools are either free or low-cost, making them ideal for sole traders and small businesses on a tight budget.
These aren’t about doing more. They’re about doing what matters, better.

AI Tools for Writing & Communication
	Tool
	Use / Benefit

	ChatGPT
(Free & Plus versions)
	Draft emails, proposals, blog posts, and ideas quickly.

	Grammarly (Free plan)
	AI-powered spelling, grammar, and tone checking for professional writing.

	Perplexity
	Research assistant that gives clear, sourced answers to business questions.



AI Tools for Marketing & Content Creation
	Tool
	Use / Benefit

	Canva AI
(Magic Design & Text to Image)
	Quickly design branded social posts, flyers, and graphics.

	CapCut
	AI video editor for creating promotional clips and social media videos.

	Copy.ai
	Generate marketing copy, captions, or ad text ideas.



AI Tools for Finance & Admin
	Tool
	Use / Benefit

	QuickBooks (AI features)
	Automate invoicing, expense tracking, and cash flow insights.

	Xero (AI features)
	Smart financial tracking and reporting for small businesses.

	Otter.ai
	Record and transcribe meetings or client calls automatically.



AI Tools for Insights & Planning
	Tool
	Use / Benefit

	Google Analytics (AI insights)
	Understand customer behaviour on your website.

	Zoho Analytics
	Turn data into dashboards and simple reports.

	Notion AI
	Summarise notes, create action lists, and plan projects faster.



Don’t try to master every tool at once. Choose one or two to get started — especially tools that save you time on daily tasks or give you clearer insights about your business.

Problem vs Solution: How to Unlock Real Value with AI
When thinking about AI in business, it’s easy to get caught up in the hype — listing tools you’ve heard of or testing features without a clear purpose. But AI only creates real value when it helps solve problems you actually face in your business.

People don’t buy “AI tools”; they buy time saved, stress reduced, and opportunities unlocked. As a business owner, the same principle applies — you don’t need AI for the sake of it. You need it to fix the bottlenecks that slow you down, to improve the tasks that drain your energy, and to give you more space to focus on the parts of your business you love.
AI works best when your use cases are crystal clear. What feels overwhelming starts to become 
practical when you can say:
“That’s the problem.”
“This is how AI can help.”
“This is the tool and prompt I can try.”

This section will help you shift your thinking from abstract “AI tools” to real-world solutions. By mapping common business challenges to practical AI applications, prompts, and starter apps, you can start small, test quickly, and see where the real wins are.

Problem vs Solution Matrix

	Problem
(What you’re struggling with)
	How AI Assists
	Starter Apps (Free/Low-Cost)
	Copy-Paste Starter Prompt
	Success Metric

	Writing customer emails takes ages; replies are slow; lost enquiries
	Drafts tailored to scenario, tone, and customer type
	ChatGPT, Gemini, Microsoft Copilot
	“Write a friendly reply to a new enquiry about [service]. Summarise what we offer, outline 3 package options with prices £X–£Y, and propose 2 time slots this week. Keep to 150–180 words, UK English, warm but professional.”
	Faster replies, higher enquiry conversion

	Proposals/quotes are inconsistent and long
	Create structured proposal templates you can reuse
	ChatGPT, Notion AI, Google Docs
	“Create a one-page proposal template for a [service] SME. Sections: overview, scope, timeline, deliverables, price options (Good/Better/Best), FAQs, next steps.”
	Time per proposal reduced; acceptance rate improved

	Blog/social captions take too long
	Batch ideas and drafts matched to audience and offers
	ChatGPT, Canva AI
	“Generate 12 post ideas for [ideal customer] about [topic]. For each: hook, 80–120-word caption, 3 hashtags, and a call-to-action to book a call. UK English.”
	Posts produced per week; engagement/enquiries from posts

	Meetings create notes but no actions
	Transcribe and summarise calls with next steps
	Otter.ai, Claude (upload), ChatGPT
	“Summarise these meeting notes into actions by owner and due date. Flag risks and unknowns. Output as a checklist and a table.”
	Actions captured and completed

	Struggle to keep on top of bookkeeping
	Track expenses and cash flow automatically
	QuickBooks, Xero
	“Create a 13-week cash flow template with inflows/outflows, running balance, and a weekly 10-minute review checklist.”
	Cash flow clarity; reduced late payments

	Competitor research takes too long
	Summarise competitors and highlight gaps
	Perplexity, ChatGPT (paste URLs)
	“Provide a concise competitor snapshot for [niche] in the UK: top 5, offers, pricing bands, differentiators, review sentiment, and 3 gaps we could fill. Cite sources.”
	Clear differentiators identified

	Website copy unclear; low conversions
	Rewrite pages with clearer value and CTAs
	ChatGPT
	“Rewrite this service page for clarity and conversions. Keep UK English, include a benefits list, social proof, and 2 CTAs. Max 300 words.”
	Increased time on site; more enquiries

	Grant or tender applications daunting
	Create structured draft answers and checklists
	ChatGPT, Perplexity
	“Using these grant criteria, outline the required sections and draft concise answers using our notes. Add a compliance checklist.”
	More applications submitted; higher success rate



EXERCISE:
Think of 3 common problems your ideal business faces, and write down how you think AI could offer a solution to each. – Try to do at least 3 here below!

	Problem (What they’re struggling with)
	Solution (What you offer that helps)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	



AI in Practice: From Problem to Prompt
Why this matters
AI only creates value when it solves a real business problem. Think of AI as a helpful assistant you brief with clear instructions (prompts). Start small, measure one thing, and build from there.

How to frame a problem (fast)
· A clear problem statement = task + friction + impact.
Example: Writing proposals takes 3 hours each (friction) which delays replies and loses enquiries (impact).
Where AI usually helps
· Automate repetitive tasks (admin, formatting, transcribing)
· Accelerate creation (drafts, designs, edits, captions)
· Augment decisions (summaries, comparisons, forecasts)
· Advise with structure (templates, checklists, SOPs)
Prompt builder you can reuse
· Role + context + constraints + output format + tone.
Example preface: You are my AI business assistant for a UK SME. Use plain UK English, be concise, and end with a simple checklist. If something is unclear, make sensible assumptions.

Step-by-step AI use checklist (quick wins)
1. Know the purpose – What do you want AI to help with today (emails, ideas, finance, marketing)?
2. Focus on one task – Don’t try to automate everything at once.
3. Pick a free/low-cost tool – ChatGPT, Canva AI, Perplexity, Otter.ai, QuickBooks/Xero (built-in AI features), Google Sheets.
4. Write a simple prompt – Ask for one clear output in your voice.
5. Check and humanise – Edit for accuracy, brand tone, and UK context.
6. Measure one thing – Time saved, replies sent, enquiries gained, errors reduced.
7. Save and reuse – Store good prompts/templates for next time.
8. Stay safe – Avoid pasting sensitive data; for legal/finance, validate with ICO/HMRC guidance or a professional.

Ready-made starter prompts (copy/paste and adapt)
Emails and sales
· Write a friendly reply to a new enquiry about [service]. Outline 3 package options at £[X]–£[Y], propose two call times this week, and keep to 150–180 words in UK English.
· Draft a polite follow-up email if I haven’t heard back in 7 days about [proposal/quote]. Offer to answer questions and suggest two next steps.
Marketing and content
· Generate 12 social post ideas for a [type of business] in [location]. For each: hook, 80–120-word caption, and a simple call-to-action to message or book.
· Write a 300-word blog in UK English on [topic] for a [type of business]. Include 3 benefits, a short example, and a clear call-to-action.
Admin and meetings
· Turn these meeting notes into a checklist of actions with owners and due dates. Flag any risks or unknowns.
· Create a daily to-do template for a [role] juggling marketing, finance, and client work. Keep it to 8–10 items max.
Finance
· Build a 13-week cash-flow table for a sole trader [type of business]. Include weekly inflows/outflows and running balance.
· Draft a polite but firm overdue invoice reminder for £[amount] due on [date]. Keep it professional and friendly, and offer payment options.
Customer service
· Write 5 concise FAQs and answers for customers asking about delivery times, refunds, and bookings for a UK-based [type of business].
· Draft 3 reply templates to mixed or negative reviews: friendly, formal, and middle-ground, each under 120 words.
Research and planning
· Summarise the top 5 competitors for a [type of business] in [location]. List offers, price ranges, one strength, and one gap we could fill.
· Create a simple 4-week marketing plan: 3 posts/week (education, proof, offer) with captions and suggested visuals.

Expanded Problem → AI Solution Matrix for SMEs

	Problem
(task + friction + impact)
	How AI assists
	Starter apps (free/low-cost)
	Copy-paste starter prompt
	Success metric

	Writing customer emails takes ages; replies are slow
	Draft short, on-brand emails
	ChatGPT, Copilot
	Write a friendly reply to a new enquiry about [service]. Outline 3 options at £[X]–£[Y] and offer two call times this week. 150–180 words, UK English.
	Reply time ↓; conversions ↑

	Proposals are inconsistent and long
	Create reusable proposal templates
	ChatGPT, Google Docs, Notion AI
	Create a one-page proposal template for a [service] SME: overview, scope, timeline, deliverables, 3 tiers, FAQs, next steps.
	Time per proposal ↓; acceptance ↑

	Social captions take too long
	Batch ideas and captions
	ChatGPT, Canva AI
	Generate 12 post ideas for [ideal customer] about [topic]. For each: hook, 80–120-word caption, CTA to book.
	Posts/week ↑; enquiries ↑

	Meetings produce no actions
	Summarise and assign tasks
	Otter.ai, ChatGPT
	Summarise these notes into actions by owner and due date. Add a risk list and open questions.
	Actions completed ↑

	Can’t keep on top of cash flow
	Build a 13-week cash-flow
	Google Sheets + ChatGPT; QuickBooks/Xero insights
	Create a 13-week cash-flow template with inflows, outflows, and running balance, plus a weekly 10-minute review checklist.
	Weeks of runway ↑

	Pricing feels like I am guessing
	Structure packages and calculators
	ChatGPT + Google Sheets
	Draft 3 price packages for [service] at entry/standard/premium. Include what’s included and who each suits.
	Margin % ↑; close rate ↑

	Website copy unclear
	Rewrite for clarity and CTAs
	ChatGPT
	Rewrite this service page in plain UK English. Add benefits bullets, social proof, and 2 clear CTAs. Max 300 words.
	Time on page ↑; enquiries ↑

	Overdue invoices awkward
	Draft firm but friendly reminders
	ChatGPT
	Write a polite reminder for invoice £[amount] due [date]. Include payment options and a friendly closing.
	Days sales outstanding ↓

	No time for design
	Generate branded templates fast
	Canva AI, Adobe Express
	Create 3 square post concepts for a calm, minimal brand selling [product], with headline, subtext, and image notes.
	Design time ↓; brand consistency ↑

	Competitor scan takes ages
	Snapshot and gaps
	Perplexity, ChatGPT (paste URLs)
	Provide a concise competitor snapshot for [niche] in the UK: top 5, pricing bands, differentiators, review sentiment, 3 gaps we could fill.
	Differentiators defined

	Tender/grant apps daunting
	Outline and draft answers
	ChatGPT, Perplexity
	Using these criteria, outline required sections and draft concise answers from our notes. Add a compliance checklist.
	Submissions ↑; wins ↑

	Job ad writing slow
	Draft ads + interview Qs
	ChatGPT
	Write a job ad for a part-time [role] at a Brighton SME. Tone friendly and inclusive. Add 6 interview questions.
	Time-to-post ↓; applicant quality ↑

	SOPs don’t exist
	Create step-by-step SOPs
	ChatGPT, Notion AI
	Draft an SOP for onboarding a new client. Include purpose, tools, numbered steps, QA checks, and sign-off.
	Errors ↓; onboarding time ↓

	Reviews under-used
	Turn reviews into proof and replies
	ChatGPT
	From these 12 reviews, extract 5 proof bullets, write one 80-word testimonial montage, and 3 reply templates.
	Review response rate ↑

	Google Business Profile empty
	GBP posts + Q&As
	ChatGPT; Google Business Profile
	Create 4 weekly GBP posts for [service] with seasonal angles, 80–100 words each, and 5 Q&A pairs.
	Calls/messages from GBP ↑



What to Try with ChatGPT When You’re Stuck
We’ve all been there — hearing about AI but not knowing what to do with it, feeling like it’s too technical, or thinking you have nothing useful to try. But AI isn’t about perfection or big tech projects it’s about saving time, reducing stress, and making small tasks easier.
This section is your safety net — a go-to bank of ChatGPT prompts designed to keep you moving, experimenting, and building confidence, even when time or energy is low. Whether you’re feeling overwhelmed, uninspired, or simply curious, these prompts will help you put AI to work in a meaningful way.

Communication & Connection
Use ChatGPT to help you express yourself clearly and consistently.
· About page: “Write a short ‘About Us’ paragraph for a UK-based [type of business]. Keep it warm, professional, and no longer than 100 words.”
· Intro email: “Draft a friendly welcome email for a new customer who just bought [product/service]. Include a thank you and an invitation to get in touch with questions.”
· Summarise emails: “Summarise this long email thread into 5 bullet points highlighting the key actions I need to take.”
· Voicemail script: “Write a clear and professional voicemail message for a small business owner in [industry]. Keep it under 50 words.”

Marketing & Content Ideas
ChatGPT can spark ideas and provide first drafts you can polish.
· Social posts: “Generate 10 Instagram post ideas for a [type of business] in [location]. Make them friendly, simple, and engaging.”
· Blog post: “Write a 300-word blog post for a [type of business] answering the FAQ: [insert question]. End with a call-to-action to contact us.”
· Captions: “Write 5 caption options for a photo of [product/service]. Keep them under 25 words each.”
· Marketing ideas: “Suggest 10 free or low-cost marketing ideas for a small [type of business] in the UK.”

Behind-the-Scenes Productivity
ChatGPT can take admin tasks off your plate.
· Meeting notes: “Turn these meeting notes into a checklist with action points, owners, and deadlines.”
· To-do list: “Create a daily to-do list for a [type of business] owner juggling sales, admin, and marketing. Keep it to 8 items.”
· Customer survey: “Write 5 simple questions for a customer feedback form for a [type of business].”
· Summarise article: “Summarise this article into 5 bullet points that a small business owner could act on.”

Sales & Promotion
ChatGPT can help you sell without being pushy.
· Proposal template: “Draft a one-page proposal template for a [service] business. Include overview, deliverables, pricing options, FAQs, and next steps.”
· Follow-up email: “Write a polite follow-up email to a customer who hasn’t replied in 7 days about [product/service]. Suggest two next steps.”
· Packages: “Create 3 package descriptions (Basic, Standard, Premium) for a [service] at £[amount]. Highlight the benefits of each level.”
· Product description: “Write a short, persuasive product description for [product]. Focus on benefits, keep under 80 words.”

Customer Engagement
ChatGPT can help you keep conversations flowing.
· FAQs: “Write 5 FAQs and answers for a [type of business] based in the UK. Keep answers short, clear, and friendly.”
· Response templates: “Draft 3 polite replies to a common customer question: [insert question]. Provide one friendly, one formal, one balanced.”
· Poll ideas: “Give me 5 fun poll ideas for Instagram Stories for a [type of business].”
· Short answers: “Rewrite this long explanation into a short, simple answer (max 40 words).”

Quick Wins for Busy Days
When time is short, ChatGPT can give you fast outputs.
· Competitor snapshot: “List the top 5 competitors for [type of business] in [location]. Summarise their offers, prices, and one strength.”
· Invoice reminder: “Draft a polite reminder email for an overdue invoice of £[amount] due on [date]. Keep it professional but friendly.”
· Onboarding checklist: “Write a 6-step checklist for onboarding a new customer at a [type of business].”
· Cash-flow template: “Create a 12-week cash flow forecast in table format for a sole trader [type of business].”
· Blog titles: “Suggest 10 engaging blog titles for a [type of business] based in the UK.”

Top Tip:
Keep a “prompt drop box” — a notebook, Notes app, or Trello board where you jot down problems you’d like ChatGPT to help with. Next time you’re stuck, pick one and try it.

Making ChatGPT Work for You:
Settings and Personalisation
Settings are not just technical options. They shape the tone, accuracy, and usefulness of what you get back. A few simple choices can make ChatGPT sound more like your brand, remember useful details, and protect your privacy.

Custom instructions: set your brand once, reuse forever

What it is?
You tell ChatGPT about your business and how you like responses to sound. These instructions are applied to new chats so you do not need to repeat yourself every time. On web, go to Settings, then Personalisation, then Custom Instructions. Enable for new chats, then write your notes.
Why it helps?
It keeps answers on brand and saves time.

What to write in custom instructions:
• We are a family run gardening business in Brighton
• Use plain UK English and keep answers short
• Show prices in £ and include simple steps where helpful
• Sound friendly and professional, not salesy
Try this:
First, save your custom instructions. Then ask:

“Write a short About Us for our website. Keep it under 100 words and reflect our friendly Brighton gardening brand.”
Extra tip
You can also set a preferred personality under Personalisation if available to you, for example more concise or more detailed. 
Memory: Let ChatGPT remember helpful facts about your business

What it is
When memory is on, ChatGPT can save useful facts you share, such as your tone, your postcode area, or your opening hours, and use them next time. You can turn memory on or off and manage saved memories in Settings, then Personalisation, then Manage Memories.

Why it helps
You get more relevant drafts without restating the same details.
Good examples to add to memory
• Our brand voice is warm and plain English
• We serve customers across Sussex
• Our typical prices are £50 to £250
• We open Tuesday to Saturday

Try this
“Remember that we open Tuesday to Saturday and close Sunday and Monday.”
Then prompt:
“Write a Google Business Profile post for this week, include our opening days and a clear call to book.”

Project tip
If you use Projects, each project can have its own memory rules so long running work stays on tone and context for that project. Project memory is set per project.
Housekeeping
If memory gets full or you want to remove items, open Manage Memories and clear them. 

Chat history and data controls: choose what is remembered and how data is used

What it is
You can control two important things.
• Whether chats appear in your history and can be referenced later
• Whether your chats help improve the model for everyone
How to use it
Open Settings, then Data Controls. You can turn history off. You can also turn off Improve the model for everyone so your chats are not used for training.
Why it matters
This helps you balance convenience with privacy.

Practical note
If you use ChatGPT on your phone and on your laptop, set these options on each device. The training setting does not sync between devices.
Export and deletion
You can export your chat data from Settings, then Data Controls, then Export. You will receive a download link. 



Search your chat history

What it is
You can search past conversations by keyword. This is handy when you want to reuse a prompt or a draft that worked well.
Try this
“Search for cash flow to find last month’s template we created.”
Safe use for UK SMEs
Simple rules
• Avoid typing personal or sensitive client data. Use placeholders like [Client Name] or [Order Number].
• For GDPR, privacy notices, or anything legal or tax related, use ChatGPT for a first draft and then check with ICO or HMRC guidance or a qualified adviser.
• Start with free plans. Only upgrade when the time saved is clear in hours or in £.

How settings change real outputs: side by side examples
Scenario
You want a welcome email that sounds like you.
Without personalisation
“Dear Customer, Thank you for your purchase. If you have questions, contact us.”
With custom instructions and memory

Prompt
“Write a warm welcome email for a Brighton based gardening business. We are family run, plain UK English, friendly and professional. Mention that we open Tuesday to Saturday and invite replies with garden sizes. Keep under 140 words.”
Result=
A short, friendly email that mentions Brighton, opening days, and tone that fits your brand because those details are already known.

Scenario
You want a product page with prices in £.
Without personalisation
Prices may show in $ and the tone may feel generic.
With custom instructions

Prompt
“Write a short product description for our handmade candles. Use £ for prices and keep it simple and warm. Include a price of £22 and a call to buy online.”

	Setting
	Where to find it
	What it changes
	Good business use case
	Example prompt to test it

	Custom instructions
	Settings, Personalisation, Custom Instructions
	Tone, format, currency, sector context
	Make all drafts sound like your brand
	“Write a 120 word About Us for a Brighton café. Friendly tone, plain UK English, £ pricing.”

	Memory
	Settings, Personalisation, Manage Memories
	Remembers key facts for next time
	Opening hours, service area, typical price bands
	“Remember that we serve Sussex and typical jobs are £80 to £250. Now write a short Google post for this week.”

	Data controls: history and training
	Settings, Data Controls
	What is saved and whether chats train the model
	Extra privacy when drafting sensitive items
	“Draft a privacy notice outline for a UK micro business. I will review with ICO guidance.”

	Search history
	Search bar or sidebar search
	Finds past drafts and prompts
	Reuse a good template quickly
	“Find our cash flow template conversation.”

	Export data
	Settings, Data Controls, Export
	Download copies of your data
	Keep a local archive of useful prompts
	“Export my data so I can keep my best prompts.” 

	Project memory
	Projects settings
	Keeps long workstreams consistent
	Larger proposals, ongoing campaigns
	“In this project, remember we serve landlords only. Draft a service page that reflects this.”



Copy and paste prompt bank that uses your settings
After you save custom instructions and set memory, these prompts will produce more on brand results.

Communication
“Write a short About Us for our website. Use our usual tone and keep it under 100 words.”
Sales
“Draft a one page proposal template with overview, deliverables, three price options in £, FAQs, and next steps.”
Marketing
“Create 8 social captions for the next two weeks. Use our tone. Keep each under 30 words and include one friendly call to action.”
Finance
“Create a 13 week cash flow table with weekly inflows and outflows and a running balance. Add a short weekly review checklist.”
Customer service
“Write three refund reply templates. One friendly, one formal, one balanced. Keep each under 120 words.”
Research
“Summarise the top five competitors in Brighton for [service]. List offers, price ranges in £, one strength, and one gap we could fill.”

Quick setup checklist for personalisation
• Turn on Custom Instructions and add your brand notes
• Turn on Memory and add two or three helpful facts
• Set Data Controls the way you prefer and review on each device you use
• Run one of the copy and paste prompts above and compare the result against your old drafts

These small steps will make your outputs faster to produce, more consistent in tone, and easier to use across your website, emails, and social posts.

AI Problem Solving Catalogue = Prompt → App 
This Catalogue is here to give you quick wins. Each row shows a common small business problem, a copy-and-paste ChatGPT prompt to try right now, and an app that can also help if you want to explore further.



	Problem
	ChatGPT Prompt
	Useful AI App

	Writing follow-up emails takes too long
	“Write a polite follow-up email to a customer who has not replied in 7 days about [product/service]. Keep it warm, professional, and under 150 words.”
	ChatGPT (free)

	Need social media captions but no ideas
	“Generate 10 Instagram captions for a [type of business] in [location]. Keep them short, friendly, and include one call to action.”
	Canva AI (free tier)

	Struggle to keep up with meeting notes
	“Turn these meeting notes into a checklist with action points, owners, and deadlines.”
	Otter.ai (free tier)

	Don’t understand cash flow
	“Create a 12-week cash flow table for a sole trader [type of business]. Show weekly income, expenses, and running balance.”
	QuickBooks AI (paid, from £10–£15/month)

	Competitor research takes too long
	“Summarise the top 5 competitors for a [type of business] in [location]. List services, price ranges, one strength, and one gap.”
	Perplexity.ai (free)

	Need product or service descriptions
	“Write a short product description for [product]. Focus on benefits not features. Keep under 80 words in UK English.”
	Jasper (paid) or Copy.ai (free trial)

	No time to design branded posts
	“Write 3 caption ideas for a new [offer/product]. Keep them simple and add 3 suggested hashtags.”
	Canva AI (Magic Design, free tier)

	Creating video content feels overwhelming
	“Write a 30-second script promoting [service]. Keep it warm, simple, and easy to record on a phone.”
	CapCut (free) or Descript (free tier)

	Struggle to explain services clearly
	“Rewrite this service description in plain UK English. Make it sound friendly and clear, max 150 words.”
	GrammarlyGO (free limited use)

	Want to make blog posts faster
	“Write a 400-word blog post answering the question [insert customer FAQ]. End with a call to action.”
	Notion AI (free limited use)

	Forget to respond to customer reviews
	“Write 3 polite replies to this review: [paste review]. One friendly, one professional, one balanced.”
	ChatGPT (free)

	Need quick ideas for promotions
	“Suggest 10 free or low-cost promotion ideas for a [type of business] in the UK with a budget under £50.”
	ChatGPT or Google Business Profile AI suggestions (free)



Extra AI Resources for SMEs
This section is designed to give you practical, low-cost ways to put AI to work in your business straight away. You do not need to be technical, and you do not need a big budget. Each exercise, checklist, and table has been created with small business owners in mind — people who are busy, often working solo, and want tools that save time without adding stress. Use the examples, copy the prompts, and adapt them to your own style. The aim is not perfection, but progress: small, regular steps that help you work smarter and build confidence with AI.

1) AI Time-Saving Quick Wins
Small tasks that take minutes but save you hours across the week.

Email and messages
• Draft a friendly reply to a new enquiry about [service]. Ask ChatGPT: “Write a warm reply to a new enquiry about [service]. Offer two appointment times this week and invite questions. Keep to 150 words and UK English.”
• Create three follow-up templates. Ask: “Write three short follow-up emails for a customer who has not replied in 7 days. One friendly, one more direct, one very brief.”
Marketing
• Generate ten post ideas in one go. Ask: “Give me ten Instagram post ideas for a [type of business] in [location]. Include one-line caption starters.”
• Turn a blog into captions. Ask: “Turn this 300-word blog into three social captions with a simple call to action.”
Admin
• Turn notes into a task list. Ask: “Turn these notes into a checklist with owners and deadlines.”
• Create a meeting agenda. Ask: “Create a 30-minute agenda to decide [topic]. Include timings and outcomes.”
Sales
• Draft a one-page proposal template. Ask: “Create a one-page proposal template for a UK SME offering [service]. Sections: overview, scope, timeline, deliverables, three price options in £, FAQs, next steps.”
Customer service
• Write five FAQs and answers. Ask: “Write five FAQs and short answers for a UK-based [type of business]. Plain English.”
Finance
• Build a 12-week cash-flow table. Ask: “Create a 12-week cash-flow template in a table with weekly income, expenses and running balance.”

Quick wins table
	Task
	Copy-paste prompt
	Typical time saved

	Write a reply to new enquiry
	“Write a warm reply to a new enquiry about [service]. Offer two time slots. 150 words, UK English.”
	10–15 mins

	Create ten post ideas
	“Give me ten Instagram post ideas for a [type of business] in [location]. One-line caption starters.”
	20–30 mins

	Turn notes into actions
	“Turn these notes into a checklist with owners and deadlines.”
	10–20 mins

	Draft overdue reminder
	“Write a polite reminder email for invoice £[amount] due on [date]. Friendly and professional.”
	10 mins

	Build cash-flow table
	“Create a 12-week cash-flow table with income, expenses and running balance.”
	20–30 mins



2) AI in Everyday Business Routines

AI is most useful when it fits into your normal working day.
Daily rhythm (example)
• Morning: Ask for a simple plan. “List my three priorities today based on these notes: [paste].”
• Midday: Summarise one article or podcast. “Summarise this into five bullet points and one action I can take this week.”
• Afternoon: Draft tomorrow’s post. “Write a short caption about [topic] with one clear call to action.”
• End of day: Prepare follow-ups. “Draft a polite follow-up to [name or context] and propose two next steps.”
Weekly rhythm (example)
• Monday: Create a two-week content plan. “Make a two-week plan with three posts per week: tip, proof, offer. Include caption drafts.”
• Tuesday: Finance check. “Create a short checklist to review my cash-flow and invoices each Tuesday.”
• Wednesday: Customer service. “Write three template replies to common questions about [topic].”
• Thursday: Sales support. “Write a one-page proposal template for [service] with three price options in £.”
• Friday: Round-up. “Summarise my week from these notes into wins, lessons and next actions.”
3) AI Mistakes To Avoid (and what to do instead)

	Mistake
	Why it hurts
	Do this instead
	Example

	Copying AI text without edits
	Sounds generic and off-brand
	Tweak tone, add local details, shorten
	“Rewrite this in our Brighton café voice. Keep to 120 words and UK English.”

	Sharing sensitive data
	Privacy and trust risks
	Use placeholders and remove identifiers
	“[Client Name], [Invoice Number], [Address]”

	Asking for everything at once
	Confused outputs
	One clear outcome per prompt
	“Create three 30-word captions about [topic].”

	No measure of success
	No idea if it helps
	Choose one measure per task
	Time saved, replies sent, enquiries gained

	Expecting perfect first draft
	Frustration
	Treat as a draft to improve
	“Give me two alternative versions and a headline.”

	Ignoring UK context
	Wrong spellings or currency
	Specify UK English and £
	“Use UK English and £ throughout.”



4) Build Your Own Prompt Bank
Record what works so you can reuse it.

	Prompt I tried
	What I used it for
	Best output or link
	Time saved
	Will I reuse? (Y/N)
	Notes to improve

	“Write a warm reply to a new enquiry…”
	Email reply
	Saved template
	10 mins
	Y
	Add seasonal greeting

	“Create a 12-week cash-flow table…”
	Finance planning
	Sheet created
	25 mins
	Y
	Add VAT line next time



5) AI for Finance (Zero-Cost Applications)

Cash-flow
Prompt: “Create a 12-week cash-flow table with weekly income, expenses and running balance. Add a short weekly review checklist.”
Use: Paste table into Google Sheets.
Measure: Weeks of cash runway.
Invoice reminders
Prompt: “Write a polite reminder email for invoice £[amount] due on [date]. Friendly tone, clear payment options and a thank you.”
Use: Save as a template in your email tool.
Measure: Days to payment.
Budget trimming
Prompt: “List five ways a UK micro business could reduce costs by £50–£200 per month without hurting service.”
Use: Pick one to test this month.
Measure: Monthly spend reduced.
Pricing sense-check
Prompt: “Create three price packages for [service] at £[X], £[Y], £[Z]. List what is included and who each package suits.”
Use: Add to proposals and website.
Measure: Acceptance rate and average order value.



6) AI + Human Touch (make outputs feel like you)

Voice guide example
• Who we are: “Family-run gardening business in Brighton.”
• Tone: “Warm, clear, friendly, plain English.”
• Words we like: “Pop in, friendly chat, local.”
• Words we avoid: “Leverage, synergy, cutting-edge.”
Prompt example
“Use our voice guide: family-run Brighton garden business, warm and clear. UK English and £. Keep things short.”
Before and after
Before: “Welcome to our organisation. We leverage innovative solutions to deliver value.”
After: “Hello from our Brighton team. We keep things simple and help you get what you need quickly.”
Checklist
• Add one local detail
• Swap long words for plain English
• Cut to the point
• Add a clear next step

7) Free AI Tools Directory (low or zero cost)

	Tool
	What it does
	Best for
	Cost note

	ChatGPT (free tier)
	Drafts, ideas, summaries, templates
	Everyday writing, planning
	Free tier available

	Canva AI (free tier)
	Designs and social graphics from prompts
	Quick branded visuals
	Free tier with upgrades

	CapCut (free)
	Edits short videos with captions
	Reels, Shorts, TikTok
	Free

	Otter.ai (free tier)
	Records and transcribes meetings
	Notes and action lists
	Free tier

	Perplexity (free)
	Answers with sources
	Quick research, competitor scan
	Free

	Google Sheets (free)
	Works with AI-drafted tables
	Cash-flow, lists, plans
	Free

	Grammarly (free)
	Grammar and tone checks
	Polishing copy in UK English
	Free tier



Purpose
Small tasks that take minutes but save you hours across the week.
Email and messages
• Draft a friendly reply to a new enquiry about [service]. Ask ChatGPT: “Write a warm reply to a new enquiry about [service]. Offer two appointment times this week and invite questions. Keep to 150 words and UK English.”
• Create three follow-up templates. Ask: “Write three short follow-up emails for a customer who has not replied in 7 days. One friendly, one more direct, one very brief.”
Marketing
• Generate ten post ideas in one go. Ask: “Give me ten Instagram post ideas for a [type of business] in [location]. Include one-line caption starters.”
• Turn a blog into captions. Ask: “Turn this 300-word blog into three social captions with a simple call to action.”
Admin
• Turn notes into a task list. Ask: “Turn these notes into a checklist with owners and deadlines.”
• Create a meeting agenda. Ask: “Create a 30-minute agenda to decide [topic]. Include timings and outcomes.”
Sales
• Draft a one-page proposal template. Ask: “Create a one-page proposal template for a UK SME offering [service]. Sections: overview, scope, timeline, deliverables, three price options in £, FAQs, next steps.”
Customer service
• Write five FAQs and answers. Ask: “Write five FAQs and short answers for a UK-based [type of business]. Plain English.”
Finance
• Build a 12-week cash-flow table. Ask: “Create a 12-week cash-flow template in a table with weekly income, expenses and running balance.”

	Task
	Copy-paste prompt
	Typical time saved

	Write a reply to new enquiry
	“Write a warm reply to a new enquiry about [service]. Offer two time slots. 150 words, UK English.”
	10–15 mins

	Create ten post ideas
	“Give me ten Instagram post ideas for a [type of business] in [location]. One-line caption starters.”
	20–30 mins

	Turn notes into actions
	“Turn these notes into a checklist with owners and deadlines.”
	10–20 mins

	Draft overdue reminder
	“Write a polite reminder email for invoice £[amount] due on [date]. Friendly and professional.”
	10 mins

	Build cash-flow table
	“Create a 12-week cash-flow table with income, expenses and running balance.”
	20–30 mins



AI in Everyday Business Routines
Daily rhythm (example)
• Morning: Ask for a simple plan. “List my three priorities today based on these notes: [paste].”
• Midday: Summarise one article or podcast. “Summarise this into five bullet points and one action I can take this week.”
• Afternoon: Draft tomorrow’s post. “Write a short caption about [topic] with one clear call to action.”
• End of day: Prepare follow-ups. “Draft a polite follow-up to [name or context] and propose two next steps.”

Weekly rhythm (example)
• Monday: Create a two-week content plan. “Make a two-week plan with three posts per week: tip, proof, offer. Include caption drafts.”
• Tuesday: Finance check. “Create a short checklist to review my cash-flow and invoices each Tuesday.”
• Wednesday: Customer service. “Write three template replies to common questions about [topic].”
• Thursday: Sales support. “Write a one-page proposal template for [service] with three price options in £.”
• Friday: Round-up. “Summarise my week from these notes into wins, lessons and next actions.”

AI Mistakes To Avoid (and what to do instead)
	Mistake
	Why it hurts
	Do this instead
	Example

	Copying AI text without edits
	Sounds generic and off-brand
	Tweak tone, add local details, shorten
	“Rewrite this in our Brighton café voice. Keep to 120 words and UK English.”

	Sharing sensitive data
	Privacy and trust risks
	Use placeholders and remove identifiers
	“[Client Name], [Invoice Number], [Address]”

	Asking for everything at once
	Confused outputs
	One clear outcome per prompt
	“Create three 30-word captions about [topic].”

	No measure of success
	No idea if it helps
	Choose one measure per task
	Time saved, replies sent, enquiries gained

	Expecting perfect first draft
	Frustration
	Treat as a draft to improve
	“Give me two alternative versions and a headline.”

	Ignoring UK context
	Wrong spellings or currency
	Specify UK English and £
	“Use UK English and £ throughout.”



Build Your Own Prompt Bank
How to use
Record what works so you can reuse it. Keep this simple table and add to it each week.
	Prompt I tried
	What I used it for
	Best output or link
	Time saved
	Will I reuse? (Y/N)
	Notes to improve

	“Write a warm reply to a new enquiry…”
	Email reply
	Saved template
	10 mins
	Y
	Add seasonal greeting

	“Create a 12-week cash-flow table…”
	Finance planning
	Sheet created
	25 mins
	Y
	Add VAT line next time



House rules
• One outcome per prompt.
• Add “UK English” and “£” where needed.
• Save your best templates in a shared folder.

AI for Finance (Zero-Cost Applications)

Cash-flow
• Prompt: “Create a 12-week cash-flow table with weekly income, expenses and running balance. Add a short weekly review checklist.”
• Use: Paste table into Google Sheets.
• Measure: Weeks of cash runway.

Invoice reminders
• Prompt: “Write a polite reminder email for invoice £[amount] due on [date]. Friendly tone, clear payment options and a thank you.”
• Use: Save as a template in your email tool.
• Measure: Days to payment.

Budget trimming
• Prompt: “List five ways a UK micro business could reduce costs by £50–£200 per month without hurting service.”
• Use: Pick one to test this month.
• Measure: Monthly spend reduced.

Pricing sense-check
• Prompt: “Create three price packages for [service] at £[X], £[Y], £[Z]. List what is included and who each package suits.”
• Use: Add to proposals and website.
• Measure: Acceptance rate and average order value.

Forecast notes
AI can draft and structure. You remain responsible for accuracy. Cross-check figures and keep receipts and records up to date.
AI + Human Touch (make outputs feel like you)

Create a short voice guide
• Who we are: “Family-run gardening business in Brighton.”
• Tone: “Warm, clear, friendly, plain English.”
• Words we like: “Pop in, friendly chat, local.”
• Words we avoid: “Leverage, synergy, cutting-edge.”
Tell ChatGPT once
“Use our voice guide: family-run Brighton garden business, warm and clear. UK English and £. Keep things short.”
Before and after
Before
“Welcome to our organisation. We leverage innovative solutions to deliver value.”
After
“Hello from our Brighton team. We keep things simple and help you get what you need quickly.”

Humanising checklist
• Add one local detail.
• Swap long words for plain English.
• Cut to the point.
• Add a clear next step.

AI and GDPR – What You Need to Know
For many small business owners, the biggest worry about AI is “Am I allowed to use it safely without breaking the law?” The short answer is yes — if you are sensible and follow GDPR principles. GDPR is all about protecting personal data. AI tools like ChatGPT are not banned, but you must use them responsibly.
Think of AI as a writing assistant. It can help with ideas, drafts, and planning. But it should never be fed sensitive or private customer information. You are still the one in charge — and responsible for what you do with data.

What is personal data under GDPR?
Anything that can identify a living person, for example:
• Name
• Email address
• Phone number
• Address
• Payment details
• Health information

Safe ways to use AI (good practice)
• Drafting blogs, social posts, or marketing copy without using personal data.
• Creating invoice reminders with placeholders, e.g. “Dear [Customer Name]”.
• Summarising public articles or your own business notes.
• Drafting email templates for general customer communication.
Unsafe ways to use AI (avoid)
• Uploading customer databases or spreadsheets.
• Typing in customer payment information, medical details, or private addresses.
• Asking AI to analyse sensitive HR data or staff performance.
• Sharing confidential contracts, unless anonymised and checked.



Simple do’s and don’ts for SMEs

	Do
	Don’t

	Use placeholders like [Customer Name] or [Invoice Number]
	Upload lists of real customers or personal details

	Ask AI to draft templates you can edit and send
	Let AI send responses directly to customers without review

	Summarise public documents, blogs, or meeting notes
	Paste in private contracts or HR records

	Edit AI text so it matches your brand and tone
	Publish AI output word-for-word without checks

	Keep an eye on ICO guidance: https://ico.org.uk
	Assume AI is 100% accurate or legally reliable



Example prompts (safe use)
• “Write a polite reminder email for invoice £250 due on [date]. Keep it friendly and professional.”
• “Draft a 400-word blog on the benefits of local sourcing for small businesses. UK English.”
• “Turn these meeting notes into a short checklist with actions. No names needed.”

Key point
AI is a processor, not a controller. You are always the data controller — the one responsible for decisions and compliance.

If in doubt
• Check the ICO website for simple guidance: https://ico.org.uk
• Do not enter anything into AI you would not put on a public noticeboard.

Intellectual Property (IP) and AI – What SMEs Need to Know
AI is a powerful tool for creating content, but it raises questions about ownership and originality. As a small business, it is important to know where you stand on logos, images, copywriting, and trademarks. Using AI does not remove your responsibility — you still need to check what you create is legal, original, and right for your brand.

What counts as Intellectual Property (IP)?
IP is anything original you create that gives your business value, such as:

• Your business name and logo
• Marketing copy and website text
• Product designs and packaging
• Photographs, images, or videos
• Slogans and taglines
Safe ways to use AI (good practice)
• Generate first drafts of blogs, emails, or captions — then edit them into your own voice
• Create simple social media images with tools like Canva AI (which includes clear licensing)
• Use free stock image sites such as Unsplash or Pexels for photos with safe re-use rights
• Brainstorm slogans or product names, then check they are not already registered

Risky ways to use AI (avoid)
• Copying AI text word-for-word into marketing without edits (may not be original)
• Using AI-generated logos or brand designs without checking licence terms
• Publishing AI-generated images from unknown sources without clear rights
• Using a slogan or product name without checking the IPO UK trademark register



Simple do’s and don’ts for SMEs

Do:
• Edit AI text to match your brand and tone
• Use platforms with clear licences such as Canva, Unsplash, or Pexels
• Check trademarks on the UK IPO register at https://trademarks.ipo.gov.uk
• Treat AI outputs as drafts, not finished IP
• Keep records of where content came from

Don’t:
• Copy AI text word-for-word into published work
• Use random AI images without knowing their origin
• Assume an AI-generated name or slogan is safe to use
• Forget that you are still legally responsible for what you publish
• Claim AI-created work is fully original without checks
Example prompts (safe use)
• Suggest 10 slogan ideas for a UK-based eco cleaning business. Keep them short and memorable
• Write a 200-word service description for a Brighton-based café. UK English, warm and friendly tone
• Create a list of blog title ideas for a dog training business. Focus on behaviour tips and local relevance

Checklist for protecting your IP when using AI
• Always edit AI outputs so they are unique to your business
• Use safe sources for images such as Canva AI, Unsplash, or Pexels
• Search the IPO UK trademark register before using a new slogan or product name
• Keep copies of your final, edited work as your business record

Key point
AI can help you create faster, but you own the responsibility to ensure content is legal, original, and branded. When in doubt, check with the UK IPO (Intellectual Property Office) or a qualified adviser.

ICO Good Practice with AI
The ICO (Information Commissioner’s Office) is the UK regulator for data protection and privacy. For small businesses, their guidance on AI can feel complicated, but the main points are simple. If you use AI, you must stay fair, transparent, and responsible.

Core principles from the ICO
• Be open with customers if AI is used in a way that affects them
• Make sure AI does not mislead, confuse, or pressure customers
• Only use the minimum data you need for a task
• Keep control of decisions — AI can help, but you are accountable
What this looks like in practice
• If you use AI to draft replies, always check them before sending
• If you set up an AI chatbot, tell customers they are speaking with AI and how to reach a human if needed
• If you use AI to analyse sales or feedback, keep it anonymised so no individual is identified
• If you publish AI-generated text or images, make sure they are fact-checked and represent your business fairly

Simple do’s and don’ts for SMEs

Do:
• Be honest about when AI is used
• Edit and approve all AI outputs before sharing
• Use placeholders instead of personal data when drafting with AI
• Keep notes on how you use AI in your business

Don’t:
• Pretend AI content is 100% human if it isn’t
• Let AI make final decisions without your review
• Enter private customer information into AI tools
• Assume AI outputs are always correct

Example prompts (safe use)
• Draft a friendly template for a customer service reply — I will edit it before use
• Create three versions of a blog outline on [topic] that I can expand in my own words
• Suggest ways to summarise customer feedback without using names or personal data
Key point
The ICO’s guidance is clear: AI is allowed, but you must remain responsible for how it is used. Always check outputs, keep your customers’ trust, and when in doubt, look at the ICO website for up-to-date advice: https://ico.org.uk

AI Pillars for SMEs – A Decision Framework
AI can support almost every area of your business, but not every use is wise or safe. These AI Pillars are designed to guide how you use AI so it improves efficiency, saves money, and protects you, your business, and your customers.
Think of these pillars as your go-to checkpoints. Before you use AI for any task, ask yourself: which pillar does this fall under, and does it meet the standard for efficiency, data protection, and compliance?

Pillar 1 – Efficiency
AI should save you time and reduce effort. If it takes longer to edit than to write yourself, it’s not efficient.
Ask: Does this use of AI make my work faster, clearer, or easier?
Example: Drafting a first version of a blog post so you spend 10 minutes editing instead of 60 minutes writing from scratch.
Pillar 2 – Compliance & Data Protection
AI must never compromise GDPR, ICO rules, or client trust. Use placeholders and anonymise sensitive data.
Ask: Am I protecting personal and business data by using AI in this way?
Example: Using “[Customer Name]” in an invoice reminder draft instead of pasting real client details.
Pillar 3 – Accuracy & Accountability
AI outputs can be wrong. You remain responsible for every piece of content you publish or decision you make.
Ask: Have I checked this output for accuracy, tone, and legal fit before using it?
Example: AI can draft a privacy policy, but you must review it against ICO guidance before publishing.
Pillar 4 – Creativity & Growth
AI should support your ideas, not replace your voice. Use it to spark creativity and test new approaches.
Ask: Does this use of AI help me grow my business in a way that feels authentic?
Example: Brainstorming 10 slogan ideas for a new product, then checking originality with the UK IPO.
Pillar 5 – Audit & Oversight
AI use should be transparent and reviewable. Keep records of how you use it and review regularly.
Ask: Could I explain to a customer, regulator, or partner how I’ve used AI in this task?
Example: Keeping a simple monthly checklist: “AI used for drafting blogs, editing emails, cash flow planning. No personal data shared.”
Why These Pillars Matter
• They help you choose when AI is a good fit and when it isn’t
• They ensure AI saves time without risking GDPR breaches or reputational harm
• They balance opportunity with responsibility — protecting you and your stakeholders
• They give you a repeatable decision process to reduce risk and increase confidence

AI Pillar Checklist for SMEs
Use this quick checklist each time you use AI in your business. If you can’t tick every box, pause and adjust before moving forward.

Task I want AI to help with: ____________________________________

Efficiency
☐ Will this save me time and effort?
☐ Is the AI helping me get to a quicker first draft or clearer result?

Compliance & Data Protection
☐ Am I protecting personal and business data by using placeholders or anonymising details?
☐ Am I following GDPR and ICO guidance?
Accuracy & Accountability
☐ Have I checked the output for accuracy and tone?
☐ Am I confident taking full responsibility for this content?
Creativity & Growth
☐ Does this support my ideas and voice rather than replace them?
☐ Will this use of AI help me grow my business in a way that feels authentic?
Audit & Oversight
☐ Could I explain to a customer, regulator, or partner how I used AI in this task?
☐ Have I kept a simple note of how AI was used?

Golden Rule: AI is your assistant, not your replacement. You stay in control.

The AI for business ‘Toothbrush Challenge’

Is there something you can do each morning or evening, just after brushing your teeth, that helps you build confidence and consistency with AI? Success with AI doesn’t come from rare, complicated projects — it comes from small, regular actions that make your business run smoother.
This challenge is about creating easy daily habits that strengthen your efficiency, creativity, and compliance… just like brushing your teeth.

Examples?
· Ask AI to write a strong subject line for one of your emails — save it for later use.
· Draft a one-line social media post idea with AI — store it in your notes or content bank.
· Use AI to summarise one news article or industry update you’ve read that day.
· Ask AI to create a polite version of a business message you need to send.
· Generate three variations of a headline for a blog or flyer.
· Prompt AI to list five customer questions you might answer on your website.
· Draft a short FAQ answer with AI and adapt it into your own voice.
· Ask AI to explain a GDPR or ICO principle in plain English, then note one action you can take.
· Brainstorm one new product or service idea with AI — even if you don’t use it yet.
· At the end of the day, use AI to create a “3 wins and 1 lesson” summary of your workday.


Write it down or say it out loud:
Use this table to track your mindset, reflections, and actions each day. Keep it honest and simple.

	7 day ‘Toothbrush Challenge’ AI for business Edition

	
	Morning
	Evening
	Scale 1 - 10

	Day 1
	
	
	

	Day 2
	
	
	

	Day 3
	
	
	

	Day 4
	
	
	

	Day 5
	
	
	

	Day 6
	
	
	

	Day 7
	
	
	



💷 How A.I. could support you in all the Business modules…

AI isn’t about replacing you or your business. It’s about saving time, sparking ideas, and giving you practical support where you need it most. Used wisely, it can improve efficiency, reduce admin, and keep you focused on the parts of your business that matter most.

Here’s how AI for Business connects to each of the 18 modules:

🧩 1. Business Appraisal
AI can help you write simple SWOT or SOAR analyses, summarise your goals, or draft business plans. It gives you a clearer picture of where you are now and what to focus on next.
🤝 2. Relationship Building & Networking
Use AI to draft professional introductions, follow-up emails, or even role-play networking conversations to practise your confidence. It helps you nurture connections without spending hours crafting messages.
📊 3. Budgeting and Finance for Business
AI can’t replace an accountant, but it can draft budget templates, cash-flow tables, or invoice reminders. It helps you see the numbers more clearly and spot gaps before they become problems.
🔍 4. Market Research
AI can scan large amounts of information quickly and give you summaries of competitors, customer trends, or industry reports. It’s like having a research assistant at your fingertips.
💰 5. Sales
AI can draft sales scripts, objection-handling replies, and email sequences. It can help you practise “what to say” without being pushy — making sales feel more natural and less stressful.
📢 6. Marketing
AI can generate campaign ideas, headlines, flyers, or blog outlines. It makes marketing less about staring at a blank page and more about editing and adapting ideas that fit your brand.
📱 7. Social Media
AI can create caption drafts, post calendars, and image ideas (via Canva AI). It won’t replace your personality, but it can help you stay visible with less effort.
🌐 8. Digital Marketing
AI can suggest website copy, lead magnet titles, or ad copy for campaigns. It can also help you plan simple customer journeys or funnels without paying for a consultant.
🤖 9. AI Integration
This is the heart of it. Choosing low/zero-cost AI tools like ChatGPT, Canva AI, or Notion AI helps you save time across admin, marketing, and planning. The key is to start small and build confidence.
⚖️ 10. Risk Mitigation & Legals
AI can draft contracts, privacy policies, or disclaimers — but always as a starting point. You remain responsible for accuracy, compliance with GDPR, and legal review.
🧾 11. HMRC
AI can’t file taxes, but it can explain HMRC guidance in plain English, draft record-keeping checklists, or create reminders for key deadlines.
🌍 12. Websites
AI can draft homepage text, FAQs, or product descriptions that sound clear and professional. It can also check your copy for tone, grammar, and flow.
💻 13. Web Design
AI can suggest layouts, colour palettes, and user-friendly design ideas. It works best alongside your website platform or designer, giving you a creative starting point.
🛠️ 14. Business Skills
AI helps you practise soft skills by role-playing scenarios — pitching to a client, handling complaints, or delivering a talk. It can also coach you on clarity and tone in written communication.
🔧 15. Sector Specific Support
AI can tailor advice to your industry — from hairdressers to gardeners to consultants. It helps you brainstorm offers, write sector-specific content, and understand your customer’s needs.
📈 16. Growth & Diversification
AI lets you test new ideas quickly — drafting launch emails, creating surveys, or mocking up product descriptions. It gives you a safe space to explore before you invest money.
🧠 17. Health & Wellbeing
AI can help you plan your week, break down tasks, and even generate meal prep or wellbeing tips. Used well, it reduces stress and helps you set boundaries around your workload.
🎉 18. Celebration / Recap
AI can draft case studies, client testimonials, and end-of-month round-ups. It helps you capture wins and share them with your audience, building momentum and credibility.

30-Day AI for Business Challenge – Progressive Action Plan
AI doesn’t have to be overwhelming, technical, or expensive — but it does need to be intentional. This 30-day challenge breaks AI down into easy, low-pressure actions that help you build confidence, save time, and use tools responsibly. The goal isn’t to master AI overnight — it’s to take small steps that add up to real business impact.

Introduction: Small Steps, Big Wins with AI
You don’t need to use every tool or know every feature — you just need to start where you are. The power of AI lies in consistency, confidence, and creativity. This challenge is about progress, not perfection. By taking small, meaningful actions each day, you’ll learn how AI can save you time, protect your compliance, and support your growth.

Short-Term Goals (Next 4 Weeks)
Quick, Easy Wins with AI
• Draft one professional email with AI
Example: “Write a polite reminder email for an overdue invoice of £250, keep it friendly and professional.”
Why it helps: Saves you time and gives you a template to reuse.

• Summarise one article or blog you’ve read
Example: Paste in a link or text and ask: “Summarise this in 5 key points, UK English.”
Why it helps: Turns information into something quick and usable.

• Brainstorm 10 blog or social media ideas
Example: “Suggest 10 blog post ideas for a Brighton-based dog walking business.”
Why it helps: You’ll never stare at a blank page again.

• Rewrite your bio or business description
Example: “Rewrite this bio in a warm, professional tone for a sole trader in the UK: [paste text].”
Why it helps: Helps you sound clear, approachable, and aligned with your brand.

• Generate customer FAQs
Example: “List 5 questions customers might ask a freelance bookkeeper in the UK.”
Why it helps: Gives you ready-made content for your website or socials.

• Create a simple checklist
Example: “Turn these meeting notes into a checklist with deadlines and owners.”
Why it helps: Makes your admin clearer and keeps you organised.

• Draft a privacy statement in plain English
Example: “Draft a short GDPR-compliant privacy notice for a UK sole trader hairdresser.”
Why it helps: Protects your business while keeping you transparent.

• Repurpose one piece of content
Example: “Turn this blog into 5 social media captions.”
Why it helps: Saves you time and stretches your content further.

• Brainstorm a customer persona
Example: “Describe an ideal customer for a handmade candle business in Hove. Include age, interests, and challenges.”

Why it helps: Makes your marketing more focused.
• Reflect on a weekly win with AI
Example: “Summarise my week into 3 wins and 1 lesson learned: [paste notes].”

Why it helps: Builds confidence and shows progress.


Put an X for each day you complete any action. This is about building habits, not hitting targets.
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Making It Happen
Introduction: Turning Intentions into Action
Goals without a plan are just wishes. This section helps you create specific, measurable goals for how you will use AI in your business and build the support system to achieve them. S.M.A.R.T. goals ensure your AI activity is focused and trackable, while an accountability partner dramatically increases your chances of success. By planning your first three actions in detail, you remove the barriers that might otherwise stop you from actually doing them.
S = Specific
M = Measurable
A = Achievable
R = Relevant
T = Time bound

My SMART AI for Business Goals
Example SMART Goal
By the end of this month, I will use ChatGPT to draft three email templates for my business (a welcome email, an invoice reminder, and a thank-you note), so I can save time on admin and respond to customers more consistently.

Specific: Draft 3 email templates (welcome, invoice reminder, thank-you) using AI
Measurable: All 3 templates created, saved, and ready to use
Achievable: Each draft will take less than 10 minutes with AI support
Relevant: Saves time on repetitive admin and improves customer experience
Time-bound: Goal complete by the last day of this month

Now Create Your Own:

SMART Goal 1:
· Specific: _________________________________
· Measurable: _________________________________
· Achievable: _________________________________
· Relevant: _________________________________
· Time-bound: _________________________________
SMART Goal 2:
· Specific: _________________________________
· Measurable: _________________________________
· Achievable: _________________________________
· Relevant: _________________________________
· Time-bound: _________________________________
SMART Goal 3:
· Specific: _________________________________
· Measurable: _________________________________
· Achievable: _________________________________
· Relevant: _________________________________
· Time-bound: _________________________________

My A.I. for business Support System:
Having a pre-determined support system really helps

The world of AI is ever changing and can feel really daunting at times, especially when you’re doing it all yourself. Having someone to talk to, share updates with, or check in on your goals can make a big difference

My Accountability Partner(s): _________________ 
Check-in schedule: _________________ 
Method: □ Coffee □ Phone call □ WhatsApp Group

Tracking Success & Celebrating Wins
Introduction: What Gets Measured Gets Done

Tracking your efforts helps you understand what's working, where to improve, and what to repeat. It also helps you see your progress, which builds confidence and motivation. Too often, we focus only on “big wins” and miss the smaller steps we’re taking toward success. This section is about noticing all progress and celebrating it.

Celebrate every win - because recognising progress builds confidence and momentum. 

	Event/Task
	Date:
	My Goal:
	Goal vs outcome?
	What I learned?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



My A.I. for Business Wins – No Win Too Small!
Progress with AI isn’t about mastering every tool or replacing how you work. Every small action adds up — every prompt, draft, checklist, or idea helps you save time, build confidence, and see what’s possible. This is your space to track and celebrate the real wins that matter. Whether it’s your first AI-written email, a brainstorm that sparked a new idea, or a task that took half the time; it all counts.

Week 1 Wins:
✓ Asked AI to write my first professional email draft and edited it in my own style
✓ Used AI to summarise an article into 5 clear points
✓ ___________________________________________

Month 1 Wins:
✓ Created 10 social media post ideas with AI and saved them in my content bank
✓ Asked AI to draft a polite invoice reminder and sent it to a client
✓ ___________________________________________

Quarter 1 Wins:
✓ Built an AI habit — now I’m using prompts weekly to save time on admin and planning
✓ I’ve created my first AI-supported cash-flow template to track income and expenses
✓ ___________________________________________

Remember:
You don’t have to use every feature or tool — you just need to keep testing and learning. Track the wins, however small they may feel, because they are proof that your consistency, curiosity and effort are making a difference.

My Biggest Win So Far: _________________________________

My A.I. Commitment Statement

I, ____________________________, commit to using AI with purpose, responsibility, and curiosity in my business. I understand that AI isn’t about shortcuts, perfection, or replacing human effort — it’s about working smarter, saving time, and supporting better decisions in a way that is safe, ethical, and sustainable.
I commit to exploring what works for me, starting small, and using AI to strengthen my business without compromising compliance or trust. I will take imperfect action, learn as I go, and allow regular use to build confidence. I will use AI as a supportive tool — not a replacement — and always keep control, creativity, and accountability in my own hands.

My first A.I. for Business action will be ____________________________ by ____________________________

Signature: ____________________________

Date: ____________________________

(you can self-talk this one. The mental commitment is the main thing!)

Resources & Next Steps
Introduction: Your AI for Business Toolkit
Knowledge is only useful when you know where to find it. This final section provides you with a set of trusted resources, tools, and next steps to help you keep building confidence with AI. All of these suggestions are designed for UK-based small businesses, with a focus on low or zero cost support.

Brighton & Hove AI & Business Support Resources
Wired Sussex – Local hub for digital creatives and tech businesses, often runs AI-focused events and training
Silicon Brighton – Free meetups, talks, and workshops on digital, data and AI — great for SMEs to explore real-world uses
Plus X Innovation Hub – Brighton-based co-working and innovation space with AI and tech events for startups and entrepreneurs
BIPC @ Brighton Library – Free access to market research tools, data, and expert support — ideal for testing AI alongside business research
Brighton Chamber of Commerce – Events and networking where you can learn from peers already testing AI in their business
Eventbrite (Brighton AI events) – Source AI-related workshops and talks locally to upskill without high costs
Sussex Innovation Centre – Business support hub offering innovation coaching, often covers AI and digital adoption
Digital Catapult Brighton – Supports SMEs with digital innovation projects, including AI pilots
Brighton Digital Festival – Annual events celebrating technology and creativity, with sessions often covering AI
The FuseBox (Brighton) – Innovation space supporting creative tech businesses with workshops and mentorship
University of Brighton Digital Economy Centre – Offers partnerships and local training on emerging tech including AI

UK AI Guidance & Compliance Resources
ICO (Information Commissioner’s Office) – The official source for GDPR and AI use in the UK; check here for compliance updates
IPO (Intellectual Property Office) – Protect your brand by checking trademarks before using AI-generated names, slogans or logos
Gov.uk AI Guidance – Government-backed information on AI adoption for SMEs, including funding and policy updates
Tech Nation AI Reports – Clear, accessible insight into AI trends and UK innovation
Small Business Commissioner – Guidance on using digital tools fairly and responsibly with customers and suppliers
UK AI Standards Hub – Helps SMEs understand the standards and regulations around responsible AI use
Alan Turing Institute – UK’s national centre for AI research, with accessible reports and SME-friendly guidance
AI Council UK – Independent advisory body publishing strategy and insights relevant to SMEs
British Business Bank – Guidance on adopting digital tools, including AI, to improve productivity
NCSC (National Cyber Security Centre) – Advice on safe digital practices when adopting AI tools
BEIS (Department for Business, Energy & Industrial Strategy) – Publishes practical guidance on digital innovation and compliance

Recommended AI Tools for SMEs (Low or Zero Cost)
ChatGPT (Free and Plus) – Drafts, brainstorming, summaries, FAQs — saves time on admin and marketing
Canva AI – Design posts, graphics, and simple brand assets with AI-generated support
Notion AI – Turn notes into checklists, summaries, or reports instantly
Google Gemini (Free tier) – Competitor to ChatGPT, useful for research and brainstorming
Perplexity.ai – An AI search assistant that provides sources alongside answers — good for market research
CapCut – Free, easy video editor with AI features for captions, resizing, and social media content
Otter.ai – Transcribes meetings and notes automatically
Grammarly (Free plan) – Checks spelling, tone, and clarity of business communications
Zapier AI Tools – Automates repetitive workflows across apps
Microsoft Designer (Free beta) – AI-assisted graphic design for small businesses
Lumen5 – AI-powered video creation from blog posts or text content
Hemingway Editor – Free tool for simplifying and clarifying writing drafts

Top AI Podcasts & Learning Resources
The AI in Business Podcast – Practical examples of how businesses are using AI today
Tech for Good Live – UK-based podcast exploring responsible and ethical tech adoption
AI Today Podcast – Clear breakdowns of trends and how SMEs can make sense of them
The Small Business Sessions – UK small business advice, often covers digital tools including AI
Marketing Made Human – Strategy, storytelling and using AI tools to simplify marketing in an authentic way
Lex Fridman Podcast (AI Episodes) – Accessible interviews with AI leaders and innovators
How to AI – Explains AI tools and prompts in plain English, often geared toward beginners
UKTN (UK Tech News) – Regular podcast covering tech adoption for small UK businesses
AI for Humans – Practical, everyday explanations of how to use AI at work
Masters of Scale – Explores growth and innovation, with episodes on AI tools for SMEs
The Digital Marketing Podcast (Target Internet) – UK-based, covers AI tools in marketing strategy
Recommended AI & Business Books
AI Superpowers – Kai-Fu Lee – Explains global AI trends and what they mean for smaller businesses
Human + Machine – Paul Daugherty – Focuses on how humans and AI work best together
The Future is Faster Than You Think – Peter Diamandis – Explores how tools like AI will reshape small business opportunities
Ten Types of Innovation – Larry Keeley – Great for sparking new product and service ideas, including how AI can fuel creativity
AI for Small Business – Oliver Theobald – A plain English introduction for SMEs, with practical applications
Life 3.0 – Max Tegmark – Explores long-term implications of AI, useful for forward-looking SMEs
Prediction Machines – Ajay Agrawal – Explains how AI reduces uncertainty and improves decision-making for business
Competing in the Age of AI – Marco Iansiti & Karim Lakhani – Shows how small businesses can adapt in AI-driven markets
The Algorithmic Leader – Mike Walsh – Explores leadership in the AI era with accessible case studies
Artificial Intelligence Basics – Tom Taulli – A beginner-friendly guide to what AI means for smaller businesses
Deep Learning for Dummies – John Paul Mueller – Simplifies complex AI concepts into practical basics


Your ‘A.I. for Business’ Next Steps [Examples]

This Week:
✓ Identify one task you repeat often (e.g. replying to customer emails, writing posts) and test how AI could help you draft it faster
✓ Try out one free AI tool (e.g. ChatGPT, Canva AI, Perplexity.ai) and note what feels useful and what doesn’t
✓ Ask AI to summarise a long article, report, or document you’ve been meaning to read — save yourself time and get the key points quickly

This Month:
✓ Use AI to create one practical resource for your business (e.g. a FAQ sheet, a 4-week content calendar, or a customer welcome email template)
✓ Track how much time you save using AI versus doing the same task manually
✓ Explore AI for one creative task (e.g. logo ideas, social media captions, simple video edits) and adapt the output to your brand voice
✓ Review compliance basics — check the ICO website to remind yourself of GDPR principles when using AI with customer data

This Quarter:
✓ Build a simple, repeatable AI habit — for example, using AI weekly to plan content, or monthly to summarise sales or finance data
✓ Reflect on which AI tools and prompts genuinely saved you time or improved quality — and decide where to focus more effort
✓ Create a basic AI “do and don’t” list for your business (e.g. do use for drafting and research, don’t upload sensitive client data)
✓ Test AI on a new area of your business (e.g. market research, product descriptions, training materials) and record the results
✓ Share one AI-generated resource (like a report summary or content plan) with a peer or colleague to get feedback on clarity and usefulness

Remember:
“AI won’t replace small businesses — but small businesses that use AI will outpace those that don’t.”
Keep this workbook handy, revisit regularly, and use your insights to power your business forward. You’ve got this!

Keep this workbook handy, revisit regularly, and use your insights to power your business forward. You've got this!

Additional Notes:
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