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Get your business out of your head. Start here.



If every follow up, every reminder, and every answer lives in your head, your business can only grow as far as you can stretch.
This guide is a starting point. Inside are a few tools pulled straight from The Operations Kit, the AI tools we recommend most, and a clear picture of what comes next when you are ready to build more.
Pick one thing. Use it this week. That is how foundations get built.
What Is Inside
1. The follow up rhythm that keeps quotes from dying in silence
1. An end of day checklist that closes every day clean
1. Three AI prompts you can use in the next five minutes
1. Suggested AI tools worth your time, and where each one fits
1. Your next step when you are ready for the full toolbox
1. Stop Losing Quotes to Silence
Most quotes are not lost to a competitor. They are lost because nobody followed up. This is the rhythm we build into every client’s business.
	When
	Channel
	Goal

	Day 0
	Email
	Send the quote with a clear next step

	Day 1
	Text
	Confirm it arrived and open the door for questions

	Day 3
	Email
	Answer the questions they have not asked yet

	Day 7
	Phone call
	Find out what is holding them back

	Day 14
	Text or email
	Close the quote politely and leave the door open




	START HERE: THE DAY 1 TEXT
Hi [Customer Name], this is [Your Name] with [Business Name]. I just sent over your quote for [service or project]. Take a look when you have a minute and text me here with any questions. Happy to walk you through it.



	IN THE FULL KIT
The full script for every step in the rhythm, plus word for word responses for price objections, stalled decisions, and lost jobs.



2. Close Every Day Clean
Fifteen minutes at the end of the day saves hours of chaos the next morning. Hand this to whoever closes out your day, even if that is you.
	
	Task
	Initials / Notes

	☐
	Update the status of every job worked today
	

	☐
	Return every open customer call and message
	

	☐
	Flag finished work as ready to invoice
	

	☐
	Confirm tomorrow’s appointments
	

	☐
	Write down anything the team needs to know in the morning
	



	IN THE FULL KIT
Six ready made SOPs, a field work checklist, and a new employee checklist, all editable and ready to hand to your team.



3. Put AI to Work Today
These work in ChatGPT, Claude, Gemini, or Copilot. Copy, paste, and fill in the [BRACKETS]. Treat what comes back as a strong first draft, then make it sound like you.

	PROMPT 1: TEACH THE AI ABOUT YOUR BUSINESS
I own [Business Name], a [type of business] in [city, state]. We have [number] employees and have been in business [number] years. Our customers are [who they are]. Our main services are [list]. My biggest operational headaches right now are [list 2 or 3]. Use this context for everything I ask you in this conversation. Ask me any questions you need before we start.




	PROMPT 2: FIND WHERE I AM THE BOTTLENECK
Here is everything I did this week: [paste list or calendar]. Sort each task into three groups: only I can do this, someone else could do this with training, or this could be automated or eliminated. Then tell me the three tasks I should hand off first.




	PROMPT 3: TURN MY NOTES INTO A CUSTOMER UPDATE
Here are my rough notes from today’s job: [paste notes]. Turn them into a short, clear update I can text to the customer. Include what we finished, what is next, and when. No technical jargon.



One rule: never paste customer payment details, passwords, or private personal information into any AI tool.
	IN THE FULL KIT
Sixteen prompts for customer messages, sales, overdue invoices, pricing, hiring, and planning your week.





Suggested AI Tools
You do not need all of these. Pick the one that solves a problem you have this week, learn it well, then add the next. Most offer a free plan or free trial, so check current pricing before you commit.
Think and Write
	Tool
	Use It To
	Best For

	ChatGPT
	Draft messages, brainstorm, summarize, and answer questions
	Your everyday AI assistant

	Claude
	Write in your voice, work through documents, and build plans and SOPs
	Longer writing and thinking work

	Copilot or Gemini
	Use AI inside the email, documents, and spreadsheets you already have
	Businesses on Microsoft 365 or Google Workspace



Capture and Document
	Tool
	Use It To
	Best For

	Fathom
	Record, transcribe, and summarize calls and meetings
	Never taking meeting notes again

	Scribe
	Turn a task you do on screen into a step by step guide
	Building SOPs fast

	Loom
	Record quick screen videos that explain or train
	Training without repeating yourself



Connect and Communicate
	Tool
	Use It To
	Best For

	Zapier
	Connect your apps so information moves without retyping
	Automating repeat busywork

	HubSpot Free CRM
	Track leads, customers, and follow ups in one place
	Getting customers out of your head

	Canva
	Create posts, flyers, and branded graphics with AI help
	Marketing without a designer

	Grammarly
	Clean up tone and clarity in emails and messages
	Sounding polished every time




	Our rule: a tool is only as good as the process behind it. Get the process clear first. Then let AI make it faster.




Ready for the Next Step?
This guide gave you a few tools. When you are ready to build the whole foundation, there are two ways we can help.
	THE OPERATIONS KIT
Good tools. Right now.

	What it is
	A ready made toolbox of the systems every small business needs and never has time to build.

	What you get
	Follow up scripts, customer message examples, a field work checklist, invoice reminders, a new employee checklist, ready made SOPs, a weekly report template, and sixteen AI prompts. Every file is editable.

	How fast
	Instant. It lands in your inbox right after you buy.

	Who it is for
	Owners who want good tools now and do not need anything custom built.

	Think of it like
	Buying a toolbox at the hardware store. It is not made just for your house, but every tool inside works great.

	Get the Kit at shieldstoneadvisory.com



	BUILD WEEK
Five focused days. Onsite in DFW or online anywhere.

	What it is
	Five days working side by side with you and your team, in person or online, to build the operational foundation you have been missing.

	What we build
	Your systems, your SOPs, and AI tools set up around your real workflows. We get it out of your head and into a structure your team can run.

	Who it is for
	Owners and small teams who are ready to stop surviving and start scaling.

	How it starts
	A discovery call confirms fit and format. Online clients must reserve working time, provide secure screen share access, and make the decision maker and participating team members available.

	Think of it like
	Having a builder work alongside you to build the shelves around exactly what you own.

	Book a Free Discovery Call
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