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AI Audit: Where to Start in Your Business
A structured worksheet for finding your highest-value AI opportunities — without the hype.

Most small businesses approach AI backwards — they see a tool and try to find a use for it. This worksheet flips that. You'll start with your actual workflows, identify where time and effort are getting lost, and match those gaps to the AI tools most likely to help. The goal isn't to use AI everywhere. It's to use it where it actually moves the needle.
Set aside 45–60 minutes. Do this alone first, then review it with a trusted team member or advisor. Honest answers will get you further than optimistic ones.
Part 1 — Your Business Snapshot

Business name and primary service or product:
	



How many people are in the business (including you)?
	



What does a typical week look like for you personally? Where does most of your time go?
	


	



What are the top 2–3 things your team complains take too long or happen inconsistently?
	


	



Part 2 — Current State by Function
Rate how systematized each function is in your business today. Unsystematized work is where AI has the most potential.
Marketing & Lead Generation
	Creating content (posts, emails, ads)
	□ 1 — We don't do this at all        □ 2 — Ad hoc / inconsistent        □ 3 — Mostly systematized        □ 4 — Fully systematized


	Following up with leads
	□ 1 — We don't do this at all        □ 2 — Ad hoc / inconsistent        □ 3 — Mostly systematized        □ 4 — Fully systematized


	Tracking where leads come from
	□ 1 — We don't do this at all        □ 2 — Ad hoc / inconsistent        □ 3 — Mostly systematized        □ 4 — Fully systematized



Sales & Client Communication
	Responding to inquiries promptly
	□ 1 — We don't do this at all        □ 2 — Ad hoc / inconsistent        □ 3 — Mostly systematized        □ 4 — Fully systematized


	Sending proposals or quotes
	□ 1 — We don't do this at all        □ 2 — Ad hoc / inconsistent        □ 3 — Mostly systematized        □ 4 — Fully systematized


	Following up after proposals
	□ 1 — We don't do this at all        □ 2 — Ad hoc / inconsistent        □ 3 — Mostly systematized        □ 4 — Fully systematized



Operations & Delivery
	Onboarding new clients or customers
	□ 1 — We don't do this at all        □ 2 — Ad hoc / inconsistent        □ 3 — Mostly systematized        □ 4 — Fully systematized


	Delivering your core service/product
	□ 1 — We don't do this at all        □ 2 — Ad hoc / inconsistent        □ 3 — Mostly systematized        □ 4 — Fully systematized


	Tracking project or job status
	□ 1 — We don't do this at all        □ 2 — Ad hoc / inconsistent        □ 3 — Mostly systematized        □ 4 — Fully systematized



Administration & Finance
	Invoicing and collections
	□ 1 — We don't do this at all        □ 2 — Ad hoc / inconsistent        □ 3 — Mostly systematized        □ 4 — Fully systematized


	Scheduling and coordination
	□ 1 — We don't do this at all        □ 2 — Ad hoc / inconsistent        □ 3 — Mostly systematized        □ 4 — Fully systematized


	Reporting / tracking KPIs
	□ 1 — We don't do this at all        □ 2 — Ad hoc / inconsistent        □ 3 — Mostly systematized        □ 4 — Fully systematized



Part 3 — Workflow Audit
List the repetitive or time-consuming tasks in your business. Focus on things that happen weekly or more often. The example row is filled in to show the format.
	Workflow / Task
	Time Spent / Week
	Repetitive?
	Current Tool
	AI Opportunity?

	Example: Following up with leads after initial contact
	~3 hrs
	Yes
	Email
	High — AI drafts + sends

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Part 4 — Opportunity Prioritization
Based on your workflow audit, list your top AI opportunities. Rate each on impact (how much value it would create) and effort (how hard it would be to implement). High impact, low effort items go first.
	Opportunity
	Impact (H/M/L)
	Effort (H/M/L)
	Priority Order

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Part 5 — Your 90-Day AI Action Plan
Based on your top priorities above, commit to 1–3 specific AI implementations in the next 90 days. Be specific about what you'll implement, who's responsible, and what success looks like.
Priority #1 — What will you implement?
	


Who owns it? What does success look like in 90 days?
	



Priority #2 — What will you implement?
	


Who owns it? What does success look like in 90 days?
	



Priority #3 — What will you implement?
	


Who owns it? What does success look like in 90 days?
	



	Want help turning this into an actual plan?
This worksheet is a starting point. If you want someone to help you evaluate your opportunities, select the right tools, and actually implement them without wasting time or money — reach out at tim@beshearsadvisory.com or visit beshearsadvisory.com.
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