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Introduction: The Next Shift Has Already Begun 

Before the internet, business was local, linear, and relationship-driven. You sold through 
reputation, responded by phone, and scaled slowly—if at all. Then came the web. 
Suddenly, every business needed a website, email became the new storefront, and 
speed—not just service—became the currency. It wasn’t just a tool. It was a paradigm 
shift that rewrote how businesses found customers, processed transactions, and stayed 
competitive. 

We’re now at the front edge of the next shift—and it’s just as foundational. 

Artificial Intelligence is not just the next trend. It’s the next internet. 
It doesn’t change what you do—it changes how fast, how smart, and how lean you can do 
it. 

Like the early web, AI doesn’t replace business fundamentals. It amplifies the businesses 
that use it well. The difference? AI adapts in real time. It learns from your processes, 
your customers, and your decisions—giving small teams the leverage that once belonged 
only to enterprises. 

This shift will also redefine human roles in business. The future won’t eliminate people—
it will elevate them. Repetitive tasks will go to machines. But insight, empathy, 
judgment, innovation and creativity will only become more valuable. Businesses that 
thrive will be the ones that use AI to augment their people, not replace them. 

If the internet gave every business a digital front door, AI gives every business leader a 
supercharged right hand. 

And it starts, just like it did in 1998, with one smart implementation. 

Why This Playbook Exists 

AI isn’t just for enterprise tech teams or Fortune 500s. Small businesses are often the best 
testing ground for practical, lightweight automation—because the stakes are immediate and 
the results are visible. 

This playbook helps small teams use AI where it counts most: 

• Reducing repetitive tasks 

• Enhancing customer communication 
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• Supporting decision-making 

• Increasing productivity without new hires 

• Reduce operational costs 

You don’t need a data scientist. You need a decision tree. 
You need clarity on what to try, what to measure, and how to tell if it’s working. The 
question with any kind of change or new implementation is, “How do we start?” 

Leading Change: How to Roll Out AI Without Resistance 

Yes—you should have a change management plan. Even in a small business. AI doesn’t 
just change tools—it changes habits. A lightweight rollout strategy will help your team 
adopt AI confidently and consistently. Use these 5 Steps to Drive Change Without Friction. 
 
1. Communicate the “Why” 
Explain the pain you're solving, the time you're saving, and how it helps—not replaces—
the team. 

“We’re trying this to reduce repetitive work, not cut headcount.” 

Business: A 12-person architecture firm juggling design, permits, and client meetings. 

Pain Point: 
The junior team was spending 4–6 hours a week rewriting the same types of emails: 

• Client onboarding 

• Design explanation 

• Permitting updates 

What They Said to the Team: 

“We’re piloting an AI writing tool to draft these routine emails. Not because we want to 
replace anyone—but because we’d rather you spend your time designing, not typing the 
same thing again and again.” 

Why It Worked: 

• It named the pain (repetitive work) 

• It clarified the benefit (more time for creative, meaningful tasks) 
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• It reassured the team (no job threat—just support) 

Within two weeks, the AI-generated email drafts cut admin time by 30%, and team 
satisfaction improved. 

2. Assign Ownership 
Appoint someone to lead the pilot, gather feedback, and adjust the approach. It doesn’t 
need to be technical—just organized. 

Business: A boutique eCommerce company with 8 employees, selling eco-friendly home 
goods. 

Pain Point: 
The founder wanted to use AI to streamline customer support—but wasn’t sure how the 
team would respond or where to start. 

What They Did: 
The founder asked their customer success manager (not technical, but highly organized), 
to lead the AI pilot. Her role: 

• Test a support chatbot on 10 common FAQs 

• Track how many questions it could answer correctly 

• Collect feedback from team and customers 

• Report wins, gaps, and adjustments at week 2 and 4 

What They Told the Team: 

“She’s leading this experiment—not as an AI expert, but as our customer champion. 
She’ll make sure the tool fits our voice and our values, and your feedback goes straight to 
her.” 

Why It Worked: 

• It gave the team a clear point of contact 

• It framed Maya as an advocate, not an enforcer 

• It made AI feel like a collaborative tool, not a top-down directive 

The chatbot handled 60% of repetitive questions within a month, freeing Maya to focus 
on high-touch customer issues. 
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3. Start with a Micro-Pilot 
Pick one use case. One tool. One team. Run it for 30 days. Track the results. Learn fast. 

Business: A 25-person marketing agency doing brand strategy, design, and paid media 
for startups. 

Pain Point: 
Creative directors were losing hours every week building slide decks for client 
presentations—same structure, different client. 

What They Did: 
They didn’t roll out AI across the company. Instead, they chose one team (Brand 
Strategy) and one tool (Beautiful.ai) to automate presentation design for client briefs. 

They ran a 30-day pilot with two goals: 

• Cut time-to-deck by 50% 

• Maintain or improve client satisfaction 

What They Told the Team: 

“We’re testing this tool for one part of the business—no company-wide change yet. If it 
works, great. If not, we’ll learn why.” 

Why It Worked: 

• The low-risk pilot made it safe to experiment 

• They set clear time and quality metrics 

• The team felt heard and in control, not steamrolled 

By week 3, time-to-deck dropped from 6 hours to 2.5. Clients noticed faster delivery and 
cleaner visuals. The team requested to keep the tool—and expand it. 

4. Update the Workflow 
Don’t let AI sit on the side. Document new processes—even if it’s just a checklist. 
Example: 

• When to use it 

• What to check before sending 

• How to share the result 
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Business: A 5-person financial advisory firm focused on small business clients. 

Pain Point: 
Team members were using ChatGPT ad hoc to draft client reports, but results were 
inconsistent—some great, some off-brand. No one was sure when or how to use it. 

What They Did: 
After a few messy attempts, the COO created a simple workflow doc: 

• Use AI for: Executive summaries, email follow-ups, initial outlines 

• Don’t use AI for: Final recommendations, regulatory language 

• Before sending: Review for tone, double-check numbers, flag unusual output 

• After approval: Save a copy to the CRM with version control 

What They Told the Team: 

“AI’s not here to replace your judgment—but to give you a stronger first draft. This 
workflow keeps our voice consistent and our work clean.” 

Why It Worked: 

• It clarified the boundaries of use 

• It gave team members a safety net and review process 

• It made using AI part of the official workflow—not a rogue shortcut 

With the new process, report turnaround time dropped 35%, and quality reviews became 
easier for senior advisors. 

5. Share Early Wins 
Broadcast quick wins (e.g. “Saved 4 hours last week,” “Email reply time down 60%”). 
Use them to build momentum. 

Business: A regional HR consulting firm with 10 employees and dozens of SMB clients. 

Pain Point: 
Client proposal writing was time-consuming and often delayed onboarding. The team 
began using AI to draft proposal templates and initial scopes. 

What They Did: 
By week 2, the ops lead shared a team-wide email: 
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“Just a heads-up—our last 3 proposals went out 2 days faster than usual, and the AI 
templates cut writing time by 60%. Tara said she spent 30 minutes instead of 2 hours.” 

They also created a shared Slack channel: #ai-wins. Team members began posting things 
like: 

• “Used the AI email assist to rewrite a sensitive client note—client responded in 8 
minutes.” 

• “Drafted a webinar outline in 12 minutes. I usually stare at a blank page for an 
hour.” 

Why It Worked: 

• It made progress visible 

• It reinforced practical, team-led success (not leadership spin) 

• It built a positive feedback loop—people wanted to try, contribute, and share 

Within 4 weeks, the tool spread across 4 departments without a formal directive. 
Adoption became organic—and sticky. 


��� AI adoption is not about compliance. It’s about confidence. A simple plan builds 
trust—and trust drives use. 

Questions Every Founder Should Ask Before Implementing AI 
 

1. What kind of data do we need to make AI effective? 

Most AI tools work best when you give them clean examples—like past emails, FAQs, or 
customer transcripts. 

Business: A B2B SaaS company with a 6-person customer success team. 

Goal: 
They wanted to implement an AI assistant to help draft replies to common customer 
support tickets. 

What They Did: 
Instead of starting from scratch, they exported: 

• 200 tagged support emails for common questions 

• Their internal FAQ document 
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• A tone guide used for all customer communications 

They uploaded this data into the AI platform’s knowledge base and configured the assistant 
to pull responses directly from those approved sources. 

What They Told the Team: 

“The AI doesn’t guess—it learns from what we feed it. The more examples we give it, the more 
helpful and on-brand it gets.” 

Why It Worked: 

• They started with data they already had—nothing new to create 

• They kept the inputs clean, relevant, and on-message 

• The team saw familiar responses, which built trust quickly 

By the end of month one, the AI handled 70% of initial replies with only minor edits, cutting 
average response time by half and reducing burnout. 

2. Is it safe to trust AI with sensitive information? 

Not always. Review privacy policies and don’t feed confidential client data into tools 
without safeguards. 

Real-Life Example: Guarding Sensitive Information 

Business: A small law firm specializing in real estate and estate planning. 

Goal: 
They wanted to explore using AI to draft legal summaries and client correspondence—but 
needed to ensure privacy and compliance. 

What They Did: 

• They chose an AI tool with enterprise-grade encryption and on-premise deployment 
options 

• Created two content workflows: 

1. Public: Drafting educational blog posts and general client updates using a 
cloud-based AI tool. 

2. Private: Using an AI instance hosted internally (no cloud connection) to 
summarize contracts and create draft emails—with no client names or 
identifying data input directly. 
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They also trained the team to use pseudonyms or placeholders (e.g., “Client A”) during 
drafting. 

What They Told the Team: 

“We treat AI like a contractor: we don’t share sensitive client info unless we know it’s safe—
and even then, we redact first.” 

Why It Worked: 

• It clearly separated safe vs sensitive use cases 

• The firm protected client trust and legal compliance 

• Employees felt empowered but not exposed 

• And they never assumed citations or sources were correct without validating.  

This approach allowed them to save hours on document prep while staying aligned with bar 
association ethics rules. 

3. How do I keep AI aligned with our brand voice and culture? 

Train it with tone-specific examples. Always review final output. Use AI as a first draft, not a 
final say. 

Business: A 10-person DTC skincare brand known for playful, body-positive messaging. 

Goal: They began using AI to help draft product descriptions, email campaigns, and social 
captions—but early drafts felt too generic and flat. 

What They Did: Their marketing lead created a Brand Voice Guide that included: 

• 10 “yes” and “no” examples of tone (e.g., “Yes: cheeky and inclusive / No: clinical or 
overly polished”) 

• Sample blog intros, customer replies, and taglines 

• A vocabulary list of branded phrases and words to avoid 

They then trained the AI using these examples and prompts like: 

“Write in the voice of our website. Friendly, quirky, and confident—like if Lizzo wrote 
skincare emails.” 

They also created a review checklist to spot off-brand content before it went live. 

What They Told the Team: 
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“The AI is like a new intern—it needs examples, tone guidance, and feedback. Once trained, 
it’ll speak ‘our language.’” 

Why It Worked: 

• The voice guide gave the AI a clear tone map 

• The team saw that AI was a helper, not a creative replacement 

• Consistency improved—without losing personality 

They now use AI to draft 80% of their marketing content, with final polish by humans who 
keep the brand voice fresh. 

4. What does success look like—and how do I measure ROI? 

Use clear metrics: time saved, output quality, or conversion uplift. 

Business: A small commercial cleaning company with 9 employees. 

Goal: 
They wanted to pilot an AI scheduling tool to help the operations manager handle job 
assignments, customer changes, and employee availability—all of which were managed 
manually via spreadsheets. 

What They Did: 
Before implementation, they defined three key metrics: 

1. Time spent per week on scheduling 

2. Number of double-bookings or late arrivals 

3. Number of missed client requests 

They also estimated the operations manager’s hourly rate and calculated: 

• Cost of her time spent scheduling (≈ $1,200/month) 

• Target time savings: at least 50% 

• Monthly cost of AI tool: $149 

What They Told the Team: 

“If we save even 10 hours a month, this pays for itself—and gives our manager more time to 
solve client issues, not chase calendars.” 
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Why It Worked: 

• ROI was framed around time saved, not just dollars 

• Success was measurable, specific, and immediate 

• The team saw AI as an efficiency multiplier, not a replacement 

After 60 days, scheduling time dropped from 12 hours to 4 hours/week, customer 
complaints fell, and the ops manager had capacity to onboard 3 new clients. 

5. Will it disrupt my team’s workflow during rollout? 

Expect minor friction in the first 7–10 days. Assign an owner and run a short review at week 
two. 

Business: A 6-person architecture and design firm using a mix of AutoCAD, email, and 
manual reporting to manage projects. 

Goal: 
The firm introduced an AI assistant to help draft progress reports for clients—usually 
compiled manually every Friday by each project lead. 

What They Did: 
They prepped the team in advance: 

• Chose one project team to pilot for 2 weeks 

• Assigned a project coordinator (non-technical) as the rollout lead 

• Allocated 30 minutes for AI onboarding and 15 minutes for a check-in at the end of 
week one 

What They Told the Team: 

“You may hit a few snags while we get the prompts and tone right. We’re not expecting magic 
on day one—just that we try it and improve as we go.” 

What Actually Happened: 

• Week 1: Some frustration (“It sounds too robotic,” “I could have typed this faster”) 

• Week 2: Custom prompts were refined, formatting was standardized, and review 
time dropped by half 

• Week 3: The rest of the project teams asked to start using it 
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Why It Worked: 

• Leadership acknowledged the initial disruption instead of downplaying it 

• Assigning an owner gave the team a go-to problem-solver 

• The short pilot let them improve quickly—without making a huge commitment 

They now save 4–6 hours per week across all teams, and AI reports have become part of the 
Friday routine. 

6. Do we need to maintain or retrain it? 

Yes, but lightly. As your business evolves, update the inputs. 

Business: A 9-person PR firm with clients in hospitality and eCommerce. 

Goal: 
They used AI to create draft social media posts based on monthly client content calendars. 

What They Did: 
Each client had a folder with: 

• Brand voice guide 

• Top-performing posts from the last 3 months 

• Product updates or seasonal promos 

At first, the AI-generated content was solid—but after a few months, posts started feeling 
repetitive and missed new tone updates. 

So the agency added a 15-minute monthly refresh ritual: 

• The content lead updated the best-performing post examples 

• Removed outdated campaigns 

• Added any new client feedback about tone or product launches 

What They Told the Team: 

“AI’s not a fire-and-forget tool. It’s like a smart intern—you’ve got to keep feeding it what’s 
working now, not what worked last quarter.” 
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Why It Worked: 

• The maintenance was simple and fast—not a full retrain 

• It kept the AI outputs fresh and in sync with real-world feedback 

• It built a habit of reflect-and-adjust without overwhelming the team 

This monthly input update improved engagement metrics on AI-generated content by 22%, 
and helped the team rely on AI more confidently over time. 

7. Who should own this inside the company? 

Designate a pilot lead to run, track, and report. Ownership ensures follow-through. 

Business: A mid-sized plumbing company with 18 field techs and a 4-person office staff. 

Goal: 
The company wanted to test AI to streamline estimate creation and customer 
communication—especially follow-up emails after service calls. 

What They Did: 

• The owner chose Jessica, the office manager, to lead the AI pilot. She wasn’t 
technical but understood workflows, team habits, and customer expectations. 

• Jessica was responsible for: 
o Setting up the AI assistant to generate draft emails 
o Testing it on 10 recent jobs 
o Gathering feedback from both field techs and customers 
o Adjusting tone, format, and timing based on real use 

What They Told the Team: 

“Jessica’s in charge of running this AI test. She knows our process, and she’ll make sure 
nothing goes out that doesn’t feel like us.” 

Why It Worked: 

• There was a single point of accountability—no one felt lost or unsure 
• Jessica became the translator between tech and team 
• Trust was built because the person leading the pilot was already trusted 

After a few weeks, the AI-generated follow-ups reduced call volume by 25% and 
improved quote approval rates—because customers had clearer, faster communication. 
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What It Really Costs to Implement AI 

Let’s talk dollars, time, and disruption. Before adopting any new system, smart founders ask 
three questions: 

1. What does it cost? 

2. What does it take to implement? 

3. Will it disrupt my team while we’re rolling it out? 

1. Tool Costs: What You'll Likely Spend 

Tier Typical Tools Monthly 
Cost Notes 

Starter 
ChatGPT, 
GrammarlyGO, Notion 
AI 

$0–$20/user Best for testing AI in single-
person workflows 

Pro Jasper, Otter.ai, 
Intercom Fin, Clay 

$30–
$99/user 

Most business-grade tools 
live here 

Team/Enterprise Apollo, HubSpot AI, 
custom bots 

$100–
$500+/mo 

Higher complexity tools with 
integrated data systems 

 

Pro Tip: Start with a free trial. Prove ROI in 30 days. Then scale. 

2. Implementation: What It Takes to Get Rolling 

Use Case Setup Time Role Best Suited to Own It 
Email Drafting 1–2 hours Founder or Admin 

Blog/Content 2–4 hours Marketing Lead 

Customer Support Bot 4–8 hours Ops or Customer Service 

Meeting Transcription 1 hour Team Lead or Ops 

Lead Scoring 6–10 hours Sales Lead 
 

Setup Tip: Assign clear ownership. Treat each tool as a micro-pilot with a visible outcome. 

3. Productivity Impact During Rollout 

Phase Timeframe Expected Impact 
Week 1 Setup, prompt training Slight time dip (1–2 hours diverted) 

Week 2–3 Light daily use Stabilizes (neutral or slight gain) 
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Week 4+ Integrated process Net 10–30% productivity gain 

 

Biggest Risk: Not the tech—it’s the trust. Once teams see it working, adoption takes off. 

AI Cost Calculator Worksheet 

Use this table to estimate your startup or team’s AI rollout costs and time ROI: 

Use Case Tool 
Name 

Monthly 
Tool Cost 

Time to 
Implement 

Estimated Time 
Saved per Week Owner 

Example: 
Drafting 
Emails 

ChatGPT $20 2 hours 3 hours Admin 

Example: 
Weekly Blog 
Posts 

Jasper $49 3 hours 4 hours Marketing 

Example: 
Meeting 
Recaps 

Otter.ai $16 1 hour 1 hour Ops 

            
 

Total Monthly Tool Spend: $________ 

Total Setup Time: __________ hours 

Estimated Weekly Time Saved: __________ hours 

ROI Rule of Thumb: If you gain back more hours than you spend within 30 days, the tool is 
worth keeping. 

5 Foundational Use Cases for AI in Small Business 

Each example includes: 

• Pain Point 

• Tool Chosen 

• Success Statement 

• 30-Day Result 
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• What the Tool Does 

• Why It Works in This Example 

1. Inbox Intelligence: Smart Email Drafting 

 Example: Bookkeeping Firm 

Pain Point: Too much time spent customizing client response emails 

Tool: ChatGPT 

Success Statement: Reduce time writing custom responses by 50% 

Result: Drafts generated for 80% of emails; time spent replying dropped by 60%; 

client tone matched 9/10 times 

• What the Tool Does: 
ChatGPT uses language modeling to draft natural-sounding emails based on prior 
examples and prompts (e.g., “Respond to a client asking about tax deductions with a 
friendly, professional tone”). 

• Why It Works in This Example: 
Bookkeeping firms often deal with recurring questions (e.g., tax deadlines, 
deductions, extensions). The language needs to be clear and confident, not robotic. 
ChatGPT handles nuance well when trained on a few real responses, saving time 
without sacrificing quality. 

2. Content Generation: Blogs, FAQs, and Social Posts 

 Example: Bike Shop 

Pain Point: Inconsistent blog output due to owner bandwidth 

Tool: Jasper.ai 

Success Statement: Publish 4 SEO-friendly posts/month with under 1 hour of 

editing 

Result: Blog traffic up 34%; ranked for “spring tune-up checklist” within 30 days 

• What the Tool Does: 
Jasper uses AI trained on marketing copy to write blog posts, captions, and web 
content in customizable tones. It can also optimize for SEO with keyword-focused 
writing. 

• Why It Works in This Example: 
The owner knows the subject matter but lacks time for structure and polish. Jasper 
handles the structure and draft writing, while the owner reviews for technical 
accuracy and voice—resulting in high-quality, frequent content without burning out. 
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3. Customer Service Assist 

 Example: Online Boutique 

Pain Point: Repetitive questions about sizing, shipping, returns 

Tool: Intercom Fin AI 

Success Statement: Auto-resolve 75% of repetitive customer inquiries 

Result: 82% of Tier 1 support handled by AI; support time reduced by 70% 

• What the Tool Does: 
Fin AI ingests your help center data and automates live chat conversations, 
providing real-time answers that can escalate to human agents only when needed. 

• Why It Works in This Example: 
The volume of support requests was high but low in complexity. AI reduced fatigue, 
improved response time, and let the team focus on high-touch requests like 
complaints or gift orders—without degrading customer experience. 
 

4. Meeting Summaries & Task Capture 

 Example: Marketing Agency 

Pain Point: Team projects stalled from unclear or undocumented action items 

Tool: Otter.ai 

Success Statement: Capture 100% of next steps and sync to Asana 

Result: 3x increase in task visibility; better cross-team follow-through 

• What the Tool Does: 
Otter records meetings, transcribes conversations in real-time, and highlights tasks, 
decisions, and action items—automatically sharable via email or project tools. 

• Why It Works in This Example: 
Fast-moving teams lose momentum when decisions aren't captured. Otter bridges 
this by turning messy meetings into structured output. It becomes the memory of 
the meeting, without someone having to take notes manually. 

5. Sales Intelligence & Lead Scoring 

 Example: B2B SaaS Startup 

Pain Point: Sales team wasting time on low-intent leads 

Tool: Clay 

Success Statement: Improve conversion by 25% with AI-prioritized leads 

Result: Win rate increased from 8% to 11%; SDRs focused only on top 50 accounts 
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• What the Tool Does: 
Clay uses enrichment and machine learning to evaluate leads based on engagement, 
firmographics, tech stack, and behavioral signals. It scores and filters leads for 
outbound efforts. 

• Why It Works in This Example: 
The startup had limited SDR capacity and a large pipeline. Clay helped them work 
smarter by surfacing leads most likely to convert—based on signals they weren’t 
otherwise tracking (e.g., LinkedIn activity, tech usage). 

Founder's Perspective: Two AIs, Two Futures 

Artificial Intelligence. Augmented Intelligence. Same acronym. Very different 
destinies. 

The AI that's making headlines today is often cast in the mold of sentient machines—fully 
autonomous, self-aware, possibly independent of us. That’s Artificial Intelligence in its 
purest, most speculative form: an intelligence that could replace an employee’s role. 

But the AI that’s changing how small businesses operate right now? That’s something else. 

It’s Augmented Intelligence—designed not to replace us, but to extend us. 

It helps you see patterns faster. Write clearer. Decide sooner. 
It’s not the mind—it’s the muscle. It doesn’t remove you—it reminds you how much more 
you can do. 

And that distinction matters. 

Because as we move into the next phase of work, innovation, creativity, and leadership, the 
real question is not whether AI will be part of your business—it already is. The question is 
whether you'll use it to diminish your employees… or to amplify them. 

Great businesses won't be defined by how much they automate. They'll be defined by how 
wisely they augment. 


���“Don’t chase the machine. Build the system where humans thrive because of it.” 
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AI Tool Summary: Integration & Platform 
Here’s a quick look at the tools referenced in this playbook, including whether they 
integrate with Microsoft 365 or Google Workspace, and whether they are web-based or 
standalone. 

Tool Name Integrates with 
Office/Google? Platform Type Primary Function 

ChatGPT (OpenAI) Yes (via 
extensions/API) Web-based Writing, Ideation, 

Customer Support 

Trello + AI Yes (via Power-Ups) Web-based Task Management, 
Status Updates 

Zapier AI Yes Web-based Workflow Automation 

Beautiful.ai No direct integration Web-based Presentation Design 

Notion AI Yes Web-based Notes, Knowledge 
Base, Writing 

GrammarlyGO Yes (browser 
extension) Web-based Email & Writing 

Enhancement 
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