
SMB.AI

SETUP  GU IDE  ·  BETA  1 . 0

The SMB.AI Bench
12 AI specialists for the six areas that eat your week.

You approve every send.

Set up your first specialist in about 30 minutes. Get your first real

win this week. Add one more each week after that.

Built on the HUMAN Framework · Singh Leadership · VISOR

Built for use with Claude. Not affiliated with or endorsed by Anthropic.
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START  HERE

What's in your Bench
You have twelve specialists. Each is a ready-made Claude assistant set up for one job in your

business, with clear rules about what it does and what stays with you.

FILE WHAT IT'S FOR

00-Setup-Guide.pdf This guide

01-Business-Profile-TEMPLATE.md Fill in once. Every specialist reads it.

02-Business-Profile-EXAMPLE.md A filled-in example (a fictional plumbing company) to copy the level of detail

Projects/ 12 instruction files, one per specialist (Option A, recommended)

Skills/ The same 12 as one-click Skill uploads (Option B)

The twelve

# SPECIALIST AREA YOUR FIRST WIN

01 Lead Qualifier Customers & Sales This week's enquiry backlog cleared in one sitting.

02 Proposal & Quote Drafter Customers & Sales One proposal out the same day as the call.

03 Cash-Flow Watch Money & Finance A one-page 30-day cash picture by Friday.

04 Invoice Chaser Money & Finance Every invoice over 30 days chased this week.

05 Inbox Triage Comms & Inbox Inbox read and sorted in 15 minutes.

06 Customer Reply Drafter Comms & Inbox Five replies drafted, edited lightly, sent.

07 Content Planner Marketing & Content A 4-week content calendar from one 30-minute session.

08 Review Responder Marketing & Content Every unanswered review answered.

09 Weekly Owner Review Data & Reporting Your first Monday brief, ready before 9am.

10 KPI Explainer Data & Reporting One mystery number explained.

11 SOP Builder Admin & Compliance Your most-repeated task written down once.

12 Contract & Policy Checker Admin & Compliance One vendor contract reviewed before renewal.

What you need

A Claude account at claude.ai (web or desktop app). Free accounts can hold up to five Projects, so to run

all twelve as Projects use a paid plan (Pro or higher).

About 15 minutes to fill in your Business Profile.

Exports or copies of the things you want help with: your unpaid invoices list, recent emails, reviews, a

contract.
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THE  ONE  I DEA  THAT  MATTERS

A person approves every consequential action
AI is fast, and that's the risk. Every specialist in your Bench runs on five habits called HUMAN, so the

speed works for you and never around you.

H

Halt

Pause before the tool

U

Understand

Ask the real question

M

Mark the Line

AI's job vs. yours

A

Apply Leverage

Let it do the heavy

lifting

N

Never Outsource

Keep what only you

can do

What that means in practice

Specialists draft. You send. Every draft is labelled DRAFT, NOT SENT. Nothing leaves your business

without you.

Your VIPs come to you first. Anyone on your VIP list gets flagged, not auto-handled.

Money, people and legal decisions stay yours. Specialists lay out options with the numbers. They never

decide.

No invented facts. If something is missing, you'll see a [PLACEHOLDER] and a "Need from you" list

instead of a guess.

Your Business Profile is where you set the line. Section 7 ("My approval rules") is your standing

instruction to every specialist. Set it once and they follow it every time.
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STEP  1  ·  1 5  MINUTES

Fill in your Business Profile
This is the most important 15 minutes of setup. A specialist with a good Profile sounds like you.

Without one, it sounds like a robot.

1. Open 01-Business-Profile-TEMPLATE.md  in any text editor (Notepad, TextEdit, Word or Google Docs).

2. Glance at 02-Business-Profile-EXAMPLE.md  to see how much detail helps.

3. Fill in every section you can. Plain sentences are fine. Skip what doesn't apply.

4. Give the most care to Section 3 (VIP list), Section 4 (paste two real emails you wrote) and Section 7

(approval rules). These shape everything.

5. Save it as Business Profile.md  (or as a PDF or Word file; any of these works).

Privacy: Don't put bank account numbers, card numbers, Social Security numbers or passwords in your

Profile or in chats. Specialists never need them. Review your Claude plan's privacy settings before sharing

client information.

Keep it current

When something changes (new prices, a new VIP, a new payment rule), update the Profile and re-upload it to

your Projects. Five minutes a quarter keeps every specialist accurate.
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STEP  2  ·  OPT ION  A  (RECOMMENDED )  ·  5  MINUTES  PER  SPEC IAL IST

Set up a specialist as a Claude Project
A Project is a workspace in Claude with its own instructions and files. One Project per specialist keeps

each one focused and keeps your history tidy.

1. Go to claude.ai/projects (or click Projects in the left sidebar).

2. Click + New Project. Name it after the specialist, e.g. Bench · Invoice Chaser.

3. Click Set project instructions. Open the matching file in Projects/  (e.g. 04-invoice-chaser.md ), copy

everything, paste it in, and click Save instructions.

4. In the project knowledge area on the right, click + and upload your Business Profile.

5. Upload anything else that specialist needs (listed under "Upload" in the directory). Recurring files like a price

sheet can live here permanently.

6. Start a chat in the Project and type start. The specialist will walk you through your first win.

Start with one. Pick the specialist for whatever is hurting most this week. Don't set up all twelve on day

one; the plan on page 8 adds one a week.

Claude's menus change from time to time. If a button name differs, look for "project instructions" and "project knowledge". The steps are

the same. Current help: support.claude.com, "How can I create and manage projects?"

The SMB.AI Bench · Setup Guide · 5



STEP  2  ·  OPT ION  B  ·  FOR  SK I LLS  USERS

Install specialists as Skills
Skills load automatically when your request matches. Ask about overdue invoices in any chat and the

Invoice Chaser steps in, with no need to open a Project.

1. In Claude, go to Settings → Capabilities and make sure Code execution and file creation is on.

Team or Enterprise plans: an admin enables Skills under Organization settings.

2. Go to Customize → Skills.

3. Click +, then + Create skill, then Upload a skill.

4. Upload one .zip  from the Skills/  folder (e.g. smbai-invoice-chaser.zip ). Don't unzip it first.

5. Repeat for each specialist you want, then make sure each one is toggled on.

6. Start a chat, attach your Business Profile, and ask for what you need.

Which option should I use?

OPTION A · PROJECTS OPTION B · SKILLS

Best for Getting started; regular weekly jobs People who already use Skills

Business Profile Uploaded once per Project Attach in chat (or keep a Profile in a Project)

History Each specialist's chats are kept together Mixed into your normal chats

You can use both, for example Projects for your weekly jobs and Skills for one-off moments.

Want it set up for you? The Done-For-You Skill Pack tailors and installs your specialists to your actual

workflows, with a walkthrough call. See the last page.
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STEP  3  ·  YOUR  F IRST  WIN

Run the First Breakthrough loop
One task, start to finish, with you approving the result. That's the whole method. One loop that works

beats twelve tools you never open.

1. Halt: before you open Claude, take 60 seconds. What am I actually trying to get done today?

2. Pick one specialist for that job and type start.

3. Give it real material: your actual aging report, inbox or reviews. Real inputs give real results.

4. Read the "Flagged for you" section first. These are the items that need you.

5. Edit lightly and approve. Change anything that doesn't sound like you, then you send it.

6. Tell it what you changed. "I softened the second email; I'm firmer with Bayview." It will adjust next time in

that chat.

Done when: one real job is finished this week, such as invoices chased, the inbox cleared or a proposal

sent, and you approved every piece.

Getting better results

Paste the real thing, not a description of it.

Say what "good" looks like: "shorter", "firmer", "for a property manager, not a homeowner".

Ask for options: "give me two versions, one warmer".

Correct it once. It remembers within the chat. Put permanent preferences in your Profile.
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WEEKS  1 – 6

Your six-week plan
Add one specialist a week. By week six you're running a bench, not a pile of tools.

WEEK SET UP YOUR WIN

1 Business Profile + the specialist for your biggest pain One First Breakthrough loop finished

2 Invoice Chaser + Cash-Flow Watch Overdue invoices chased; 30-day cash picture

3 Inbox Triage + Customer Reply Drafter Inbox sorted in 15 minutes; replies drafted in

your voice

4 Lead Qualifier + Proposal & Quote Drafter Enquiry backlog cleared; a proposal sent the

same day

5 Weekly Owner Review + KPI Explainer Your first Monday brief

6 Content Planner, Review Responder, SOP Builder, Contract &

Policy Checker

Month of content planned; one SOP written

Your weekly rhythm

WHEN SPECIALIST TIME

Monday, 8:30 Weekly Owner Review → Invoice Chaser 20 min

Daily, start of day Inbox Triage → Customer Reply Drafter 15 min

As enquiries arrive Lead Qualifier → Proposal & Quote Drafter 10 min each

Friday Cash-Flow Watch; Review Responder 20 min

Monthly Content Planner; SOP Builder; Contract & Policy Checker before renewals 1 hour
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D IRECTORY

Your twelve specialists
What each one does, what to give it, and what to say first.

SPECIALIST  01 ·  CUSTOMERS  & SALES

Lead Qualifier

Scores new enquiries Hot, Warm, Cold or Not a fit with clear reasons, and drafts first replies and polite

declines for you to approve.

UPLOAD

Business Profile; this week's enquiries (pasted emails,

web form submissions, a CRM export, or a list with name,

request and date).

FIRST WIN

This week's enquiry backlog cleared in one sitting.

MARK THE LINE

AI does: List, score with reasons, flag, draft replies and declines

You approve: Who gets a reply, every send, pricing, turning down work

TRY SAYING

“Here are this week's enquiries from my website form. Score them and draft replies.”

“Someone wants a quote but only has half my usual budget. Is this a fit, and how do I reply?”

“Draft a polite decline for a job outside our service area.”

SPECIALIST  02 ·  CUSTOMERS  & SALES

Proposal & Quote Drafter

Turns your call notes into a clear proposal or quote priced from your rate card, and flags scope creep and

risky promises before you send.

UPLOAD

Business Profile with your rate card; call notes, a

transcript or an email thread describing what the client

wants.

FIRST WIN

One proposal out the same day as the call.

MARK THE LINE

AI does: Structure, draft proposals and quotes, show arithmetic, flag risks

You approve: Every price, discount, date and promise, and every send

TRY SAYING

“Here are my notes from today's call with a new client. Turn them into a proposal.”

“Quote a kitchen repaint for a returning customer using my rate card.”

“Check this proposal I wrote for scope creep and anything I shouldn't promise.”
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SPECIALIST  03 ·  MONEY  & FINANCE

Cash-Flow Watch

Builds a simple week-by-week 30-day cash picture from your balance, invoices and bills, and shows your

tightest week before it arrives.

UPLOAD

Business Profile; today's bank balance, your accounts-

receivable aging report, and your bills or accounts-

payable list for the next 30 days.

FIRST WIN

A one-page 30-day cash picture by Friday.

MARK THE LINE

AI does: Organise, calculate weekly cash, show arithmetic, flag lowest week and risks

You approve: Any action on money: bills, payroll, borrowing, spending

TRY SAYING

“Here's my bank balance, aging report and bills list. Build my 30-day cash picture.”

“Payroll is $18,000 on the 15th and the 30th. Will I be tight this month?”

“My biggest client might pay 3 weeks late. Show me what that does to my lowest week.”

SPECIALIST  04 ·  MONEY  & FINANCE

Invoice Chaser

Sorts overdue invoices by age, flags the ones that need you, and drafts polite, firm reminders for you to

approve.

UPLOAD

Business Profile; your accounts-receivable aging report

or a list of unpaid invoices (client, invoice #, amount, due

date).

FIRST WIN

Every invoice over 30 days chased this week.

MARK THE LINE

AI does: List, sort, flag, draft reminders and call briefs

You approve: Every send, payment plans, write-offs, fees

TRY SAYING

“Here's my aging report. Build this week's chase list and draft the reminders.”

“Acme Co is 45 days late on $4,200 and they're a good client. Help me handle it.”

“Draft a friendly first nudge for an invoice that's 7 days overdue.”
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SPECIALIST  05 ·  COMMS  & INBOX

Inbox Triage

Reads your inbox and sorts it into Reply now, Delegate, Schedule, FYI and Ignore, with one-line summaries

and your VIPs always on top.

UPLOAD

Business Profile with your VIP list and team roles; your

unread emails pasted, exported or as screenshots, or a

connected Gmail or Outlook account.

FIRST WIN

Inbox read and sorted in 15 minutes.

MARK THE LINE

AI does: Read, sort, summarise, suggest owners, flag risks, short drafts

You approve: Every reply, forward and handover, and anything to a VIP

TRY SAYING

“Here are my unread emails from the last two days. Sort them and tell me what needs me today.”

“I've been away for a week. Triage my inbox and pull out anything from my VIPs.”

“Which of these emails can my office manager handle? Write the handover notes.”

SPECIALIST  06 ·  COMMS  & INBOX

Customer Reply Drafter

Drafts customer replies in your voice, including complaints and refund requests, so you can edit lightly and

send.

UPLOAD

Business Profile (with one or two sample emails in your

voice); the customer messages you need to answer, plus

any order or job details.

FIRST WIN

Five replies drafted, edited lightly, sent.

MARK THE LINE

AI does: Sort messages, flag sensitive ones, draft replies and owner briefs

You approve: Every send, refunds, credits, dates, admitting fault

TRY SAYING

“Here are five customer emails I've been avoiding. Draft replies in my voice.”

“A customer is furious their order is a week late and wants a refund. Help me reply.”

“Turn my reply to this complaint into a template I can reuse for late deliveries.”
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SPECIALIST  07 ·  MARKETING  & CONTENT

Content Planner

Builds a 4-week content calendar around what actually sells, with every post drafted for you to approve.

UPLOAD

Business Profile; your top sellers, current offers and

prices, upcoming seasonal dates, the channels you post

on, and any real reviews or photos you can use.

FIRST WIN

A 4-week content calendar from one 30-minute session.

MARK THE LINE

AI does: Set the content mix, build the calendar, draft posts, flag claims

You approve: The calendar, every post, offers, prices, customer stories

TRY SAYING

“Build my content calendar for next month. Here are my top sellers and the offer I'm running.”

“I post on Instagram and Facebook about twice a week. Plan 4 weeks that actually bring in bookings.”

“Turn these three customer reviews into proof posts for this month.”

SPECIALIST  08 ·  MARKETING  & CONTENT

Review Responder

Drafts calm, specific replies to every online review and flags the risky ones, for you to approve and post.

UPLOAD

Business Profile; your unanswered reviews (pasted text,

screenshots or an export) and the best phone or email for

unhappy customers.

FIRST WIN

Every unanswered review answered.

MARK THE LINE

AI does: Sort reviews, flag fake or risky ones, draft replies and owner notes

You approve: Every public reply, reporting reviews, compensation, legal or safety responses

TRY SAYING

“Here are my unanswered Google and Yelp reviews. Draft a reply for each one.”

“Someone left a 1-star review that I think is fake. Help me decide what to do.”

“Write a reply to this 2-star review that doesn't sound defensive.”
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SPECIALIST  09 ·  DATA  & REPORTING

Weekly Owner Review

Turns your weekly numbers and notes into a one-page Monday brief: what moved, what's stuck, 3

decisions and one priority.

UPLOAD

Business Profile; this week's numbers and notes (sales,

cash, overdue invoices, leads and quotes, ops and team),

plus last week's numbers or brief if you have them.

FIRST WIN

Your first Monday brief, ready before 9am.

MARK THE LINE

AI does: Organise numbers, compare weeks, flag what's stuck, surface decisions

You approve: Every decision raised, the weekly priority, spending, pricing, people

TRY SAYING

“Here are last week's sales, bank balance and a few notes. Build my Monday brief.”

“Compare this week to last week and tell me the 3 decisions I need to make.”

“I only have rough numbers this week. Make the brief anyway and show me what's missing.”

SPECIALIST  10 ·  DATA  & REPORTING

KPI Explainer

Explains why a number changed by breaking it into drivers, ranking the likely causes, and showing the

math, from your own exports.

UPLOAD

Business Profile; an export, spreadsheet or report

screenshot covering both periods you want to compare

(CSV from your accounting, sales or POS tool works

best).

FIRST WIN

One mystery number explained.

MARK THE LINE

AI does: Check the data, break down drivers, rank causes, show the math

You approve: What to act on, what to tell the team, any pricing or staffing change

TRY SAYING

“Revenue dropped about 14% last month and I don't know why. Here's my sales export for August and September.”

“Our average order value went up but total sales went down. Can you explain what happened? Spreadsheet attached.”

“Here's a screenshot of my P&L. Why did gross margin fall from 42% to 36% this quarter?”
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SPECIALIST  11  ·  ADMIN  & COMPLIANCE

SOP Builder

Interviews you one question at a time about a repeated task, then writes a clear step-by-step process a

new hire can follow.

UPLOAD

Business Profile; optional: any existing checklist, notes,

screenshots or email threads about the task.

FIRST WIN

Your most-repeated task written down once.

MARK THE LINE

AI does: Interview, organize steps, draft the SOP, mark AI vs. person per step

You approve: The final process, who owns it, any rule or policy in it

TRY SAYING

“I want to write down how we onboard a new client. Interview me.”

“Only I know how to do our month-end inventory count. Help me turn it into an SOP my team can follow.”

“Here's my messy checklist for opening the shop each morning. Turn it into a proper SOP.”

SPECIALIST  12 ·  ADMIN  & COMPLIANCE

Contract & Policy Checker

Turns a contract or policy into a plain-English summary with key terms, red/amber/green flags and

questions for a lawyer. Not legal advice.

UPLOAD

Business Profile; the full contract or policy (PDF, Word or

clear photos of every page, including schedules and

attachments).

FIRST WIN

One vendor contract reviewed before renewal.

MARK THE LINE

AI does: Summarize, pull key terms, flag clauses, draft questions and renewal reminders

You approve: Anything signed, negotiated or cancelled, ideally after a lawyer reviews it

TRY SAYING

“Our software vendor contract renews next month. Here it is. What should I know before then?”

“I've been sent a new office lease. Summarize it and flag anything I should ask a lawyer about.”

“A big client wants me to sign their supplier agreement. What am I agreeing to on liability and payment terms?”
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HELP

Troubleshooting

IF THIS HAPPENS… DO THIS

"It doesn't sound like me." Paste two or three more real emails into Profile Section 4 and re-upload it. Tell the

specialist what to change.

It asked for my Business Profile. Upload it to the Project's knowledge (Option A) or attach it to the chat (Option B).

It left [PLACEHOLDERS]. That's on purpose. It won't guess prices, dates or amounts. Fill them in, or answer

its "Need from you" list.

It won't tell me whether to sign,

refund or borrow.

Also on purpose. Those are your decisions. It lays out the options and numbers. For

legal, tax or financial questions, ask your lawyer or accountant.

A Skill didn't load. Check it's toggled on under Customize → Skills, and that Code execution is

enabled. You can also name it: "use the Invoice Chaser".

Free plan, can't make more

Projects.

Free accounts hold five Projects. Upgrade, or use Option B Skills for the rest.

Answers got worse in a long chat. Start a fresh chat in the same Project. The instructions and Profile carry over.

Important

Specialists are drafting and organizing tools. They do not provide legal, tax, accounting, financial or debt-collection advice. The Contract &

Policy Checker summarizes documents to help you prepare; it is not legal advice, so have a qualified lawyer review anything before you

sign. Always review AI output before you use it. You are responsible for anything you send or decide. SMB.AI Bench is built for use with

Claude and is not affiliated with or endorsed by Anthropic. Claude is a trademark of Anthropic.
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WHAT 'S  NEXT

Keep it running
The Bench gets you your first wins. These are for when you want it to stick, or want it done for you.

Done-For-You Skill Pack. Send us your five most-repeated tasks. We tailor your specialists to them, install

them for your team, and walk you through it on a 20-minute call.

SMB.AI Membership. Your specialists kept current as Claude changes, plus answers within a day and a

person in your corner. Cancel anytime.

Done With You. For owners who want it built into the business, with a weekly call for three months and

results tracked. Limited seats.

Tell us about your first win

You're one of our beta owners. Email info@singhpowerupcoach.com with one line on what your first loop got

done, and anything that tripped you up. We read every message, and your feedback shapes the paid launch.

The SMB.AI Bench · Setup Guide Beta 1.0 · Singh Leadership · VISOR · Built on the HUMAN Framework.
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