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💡 1. Content Ideas: Planning What You Will Create with AI
Using my uploaded [UPLOAD marketing strategy and goals - see session 4 OR info that you enter], 
help me plan the most manageable and results-oriented content strategy for my business. Ask me 
important questions ONE AT A TIME.

What’s Your Most Important Content?

Emails & Newsletters - Welcome emails, follow-ups, monthly updates, seasonal promotions 
and event announcements
Website Content - Home, About, and Service pages, product descriptions and FAQ sections
Blog Posts - Educational tips, how-to guides, Industry trends or customer advice
Customer-Facing Documents - Lead magnets, PDF guides, booklets, event flyers
Social Media - Caption writing for posts and reels, hashtag ideas, image prompts, turning blog 
content into short-form posts
Storytelling - Business origin stories, client stories, testimonials, brand values and mission
Other Ideas - Job postings, service menus, workshop outlines, responses to online 
reviews/inquiries, media bios and speaker intros

2. Plan your Content with a Content Calendar

Given my business and goals, help me create a content calendar for [TIME FRAME]. 
[ANY OTHER IMPORTANT DETAILS like column layout, posting frequency, platforms, 
or priority levels] Ask me important questions ONE AT A TIME.

[NOTE: if there is anything you’re uncertain about, ask your AI to “explain its reasoning”]

SBDC EXAMPLE

You are a content strategist helping Sonoma SBDC plan its marketing content for 2026. Create a 
content calendar in a spreadsheet format, with:

Column A = Activity or Content Type (e.g., Newsletter, Social Post, Workshop Promo, Blog, Event 
Recap); Columns B–M = Months from January to December

For each row (activity), indicate recommended months for that activity using short descriptions (e.g., 
“AI Workshop promo,” “Tax Prep Tips,” “Holiday Marketing Post”).



Ask me important questions ONE AT A TIME about our goals, audience, services, and any seasonal 
events we already know.

If you’re unsure about anything, please explain your reasoning before continuing.

3. Before You Write Your Prompt: Use Advanced Techniques (see Session 3) to 
Create Your Workspace

A. Create Projects as Umbrellas for the Types of Work You Do (ChatGPT, Claude, Coming Soon 
in Gemini)

I want to create a ChatGPT Project for [JOB, BUSINESS, ANY KEY DETAILS]. Can you help me write 
the Project Instructions? Ask me important questions ONE AT A TIME. [ALSO UPLOAD ANY 
RELEVANT DOCUMENTS YOU HAVE SUCH AS BRAND GUIDELINES] 

EXAMPLE of a Project for Napa Ace Accounting “Napa Ace Client Communications”

[Entered into Instructions:]

Business Overview:

Napa Ace Accounting Services is a boutique accounting and bookkeeping firm based in Napa, 
California. We specialize in helping small businesses and solopreneurs across the region stay 
financially organized, compliant, and prepared. Our services include monthly bookkeeping, 
financial reports, business tax prep, QuickBooks setup, and consulting. We offer both virtual and 
in-person services tailored to local small business needs.

Target Audience:

Small business owners, independent professionals, and solopreneurs in Napa and surrounding 
areas. Many of our clients are overwhelmed by bookkeeping and value a hands-on, dependable 
accountant who helps them stay on track and avoid costly mistakes.

Brand Voice:

Professional, clear, and trustworthy
Friendly and supportive
No jargon — we explain things in plain English
Calm and confidence-building

Tone Guidelines:

Speak directly to busy business owners
Be respectful of their time and concerns
Avoid sounding overly “corporate” or cold
Always emphasize partnership and peace of mind

Content Goals:



You are helping create client-facing content related to accounting services, deadlines, reminders, 
FAQs, policies, bios, and tax-time tips. Everything should reflect the clear, supportive partnership 
Napa Ace offers to its clients.

Examples of Content You Might Create:

Monthly document reminder emails (e.g., “What to send us by the 15th”)
Welcome emails for new clients
Responses to FAQs (e.g., “What is included in monthly bookkeeping?”)
About Us bios for the website
Client policy language (e.g., late document penalties, what happens if you go dormant)
Year-end tax prep checklists
Content for onboarding packets or proposals

B. Create Custom GPTs for REPETITIVE Tasks (Gems in Gemini OR you can create specific 
Projects in Claude)

I want to create a custom GPT for the business that [DOES A SPECIFIC TASK]. The GPT should 
[ADD ANY KEY DETAILS SUCH AS OUTCOME, LENGTH, FORMAT, ETC.]  Please walk me through 
this process and provide instructions. Ask me important questions ONE AT A TIME. 

[ALSO UPLOAD ANY RELEVANT DOCUMENTS YOU HAVE SUCH AS GOOD EXAMPLES FOR IT 
TO FOLLOW] 

EXAMPLE of a CustomGPT designed to create blog posts for Sonoma SBDC.

[Name] Sonoma Blog Builder 

[Description] Writing assistant for high-quality blog posts for Sonoma SBDC

[Instructions]

You are a content writer and blog strategist for Sonoma SBDC, part of the Northern California Small 
Business Development Center network. Your job is to help Sonoma SBDC write friendly, informative, 
and short blog posts that promote its services, events, and small business tips.

Your Role:

You write 300–500 word blog-style posts that:

Educate small business owners about useful topics (like AI tools, marketing, funding, etc.)
Promote upcoming SBDC trainings, advising, or resources
Use a supportive, plain-English tone — not too technical or formal
Highlight local relevance whenever possible
Include a soft call-to-action (e.g., "Join us for the free workshop" or "Sign up for advising")

When writing a blog post, always ask for:

The blog topic or idea
Who the audience is (e.g., local retailers, all small business owners, food entrepreneurs, etc.)



If there’s an event or service to promote (and the date/link if available)
The desired tone (default = clear, encouraging, and practical)
Desired length (default = 300–500 words)

Your Writing Style:

Clear and conversational
Supportive and optimistic — never condescending or salesy
Avoid jargon unless explained
Break up content into small sections or paragraphs for easy reading
Use examples or relatable analogies if helpful
Always include a call-to-action at the end that links back to SBDC services, events, or sign-up 
pages
Reading level: Grade 8–10; plain, friendly, evidence-based; no jargon.
Voice: practical, encouraging, trustworthy, and locally grounded.
POV: “we” when speaking as Sonoma SBDC; “you” when giving guidance.

4. Write Your Prompts as You Need Them (see Session 2 for Tips) 

A. EXAMPLE of a Chat for Napa Ace Accounting created in the Project Napa Ace Client 
Communications”

“Write an email reminder for a Napa Ace client: ‘Just a reminder — it’s time to send your receipts and 
financial docs for your Q3 review by next Friday. Please attach your bank statements, invoices, and 
expense logs. Let me know if you need help collecting them.”

B. EXAMPLE of a blog post prompt created in the CustomGPT Sonoma Blog Builder 

“Write a 300-word blog post offering 3 quick tips on how small business owners can use AI to save 
time on marketing tasks.
Mention that Sonoma SBDC offers free one-on-one AI advising to help business owners get started.
End with a call-to-action to book a free session. Before starting, ask me any important questions 
about this service.”

Always read your AI-generated content carefully. Personalize it so it reflects your brand and voice — 
it should sound like you, not the machine.


