
                        AI for Small Business Success
Your Practical Guide to Understanding and Using AI Today

Small businesses face three core challenges that AI can help solve:

Empowering Your Team
Equip employees with smart tools that streamline work, foster growth, and eliminate process paralysis.

Exceeding Client Expectations
Meet rising demands for speed and personalization—without sacrificing quality.

Making Smarter Decisions, Faster 
Turn scattered data into actionable insights that support both team productivity and client delivery.

AI isn’t just about automation—it’s about transformation. Businesses that embrace AI:

•	 Supercharge collaboration and workflows 
•	 Respond to clients faster and more effectively 
•	 Gain real-time insights that drive smarter decisions

Those who hesitate risk falling behind.

Writing effective prompts is key to unlocking the full potential of AI tools. Whether you’re using ChatGPT, 
Copilot, Claude, or Gemini, the quality of your prompt directly impacts the usefulness of the output.

Use the RACE Formula for Better Prompts
Christopher Penn’s RACE Framework is a proven method for designing high-quality prompts:

Most tools in your tech stack already include AI features. Encourage your team to explore and 
experiment—this builds comfort and confidence across the adoption curve.

✓ Be specific and detailed—longer prompts often yield better results.
✓ Include examples or tone guidance if needed (e.g., “Make it sound friendly and professional”).
✓ Iterate! Refine your prompt based on the AI’s response to improve accuracy and relevance.

Why AI Matters for Small Businesses

The AI Advantage: More Than Just Time Savings

                    Prompting Like a Pro

Getting Started: Try What You Already Have
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Act as a cybersecurity consultant. Create a checklist for small businesses to secure their 
devices. Focus on affordable tools and practices. Return the checklist in a table format.

Example:

Role
Define who the 

AI should be 
(e.g., “Act as a marketing 

strategist…”).

Action
Specify what you 

want it to do 
(e.g., “Create a 

campaign outline…”).

Context
Provide background 

or constraints 
(e.g., “For a small business 
targeting local clients…”).

Execute
 Ask for the desired

format or output 
(e.g., “Return a bulleted list 

with timelines.”)

Additional Prompting Tips



Popular Tools
•	 Microsoft Copilot (embedded in M365) 
•	 GitHub Copilot (coding assistant) 
•	 Power Automate (workflow automation) 
•	 LangChain, Semantic Kernel, AutoGen (AI workflow frameworks)

•	 Artificial Intelligence (AI): Machines performing tasks that typically require human intelligence. 
•	 Machine Learning (ML): Algorithms that learn from data to improve performance. 
•	 Deep Learning (DL): ML using neural networks for complex tasks like image or speech recognition. 
•	 Natural Language Processing (NLP): AI that understands and generates human language. 
•	 Large Language Models (LLMs): Advanced models trained on massive text datasets 

•	 Generative AI: Create new content—text, images, video, code. 
•	 Agentic AI: Autonomous systems that plan and act on your behalf. 
•	 Retrieval-Augmented Generation (RAG): AI that pulls from private data sources for more accurate        
      answers. 
•	 Automation: Bots and scripts that handle repetitive tasks.

Major Model Providers
•	 Microsoft (Azure OpenAI, Copilot) 
•	 OpenAI (ChatGPT, GPT-4) 
•	 Anthropic (Claude) 
•	 Google (Gemini) 
•	 Meta (LLaMA)

Training Resources
•	 Microsoft Learn 
•	 OpenAI Cookbook 
•	 Fast.ai & Coursera 
•	 YouTube: Two Minute Papers, Yannic Kilcher 
•	 Udacity, KnowledgeWave

Governance & Risk Management 
•	 Bias: Watch for skewed outputs from flawed data 
•	 Hallucinations: AI may confidently give wrong answers 
•	 Access Control: Define who can use and configure models 
•	 Ethical AI: Ensure safety, transparency, and accountability

Model Hosting Options
•	 Public Models: Fast access, low control 
•	 Private Models: Secure, compliant, customizable 
•	 Open Source Models: Flexible but resource-intensive

Integration Essentials
•	 Embeddings: Convert text into vectors for AI understanding 
•	 Prompt Engineering: Craft inputs to guide AI behavior 
•	 MCP (Model Context Protocol): Connect AI to external tools 
•	 APIs & Agents: Automate and extend AI capabilities
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