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AI & Automation for 
Business Offices: Less 
Admin, More Impact
Paul Herbka, AI & Cybersecurity Strategist, MBA
VP, AI Transformation & Cyber Strategy



Claude Safety

Claude Safety: Prevent your 
data from feeding into their 
main model’s data
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Note: You will get a PDF with all 
of these instructions and 
prompts, via a QR code at the end



AI & Automation

Claude Safety

• Turn off: “Location metadata”
  [Your Name > Settings > Privacy > * ]
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Claude Safety

• Turn off: “Help Improve our AI models”
[Your Name > Settings > Privacy > * ]
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Claude Safety
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GREEN

• Public information

• Synthetic examples

• Blank templates

• Approved training 
material

Generally suitable for 
practice

YELLOW

• Internal, non-sensitive 
work

• Policies and procedures

• Aggregated data

• Vendor material

Use only in an approved tool 
and process

RED

• Student (PII)
• Employee Info (Salaries)
• Any Health data (PHI)
• Banking, tax, credentials
• Protected legal or 

security data

Do not enter into an 
unapproved AI tool, 

even then, Avoid!



Board Narrative

• Your Data changes (weekly, daily, hourly)

• Board needs: accurate & 
current data, and a narrative 
they can trust

Note: You will get a PDF with all 
of these instructions and prompts© 2026 Paul Herbka LLC
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Board Narrative (Setup)

Need to have all of your financial data 
(usually in one large or many spreadsheets)
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Make sure there are no:
• Names with salaries
• Student names and Info
• PII, PHI.







Enter Prompt (from files you’ll get)











This is the 
Board Narrative 
it Creates!
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Board Narrative (Complete)

Now you have:
•  Executive Board Narrative
•  Key Figures
•  Top Drivers of Current Financial Position
•  Risks, Decisions Required, Discussion Items for Board
•  Missing info, Questions for Management
•  Verification Checklist for YOU before sending report
 © 2026 Paul Herbka LLC



Audit Support

• You get a large Audit doc
• How do you turn that into 

actionable steps and an 
update for the board

Note: You will get a PDF with all 
of these instructions and prompts© 2026 Paul Herbka LLC
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Audit Support (Setup)

All you need is your audit report from the 
auditors.
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Enter Prompt (from files you’ll get)















This means – next time you see it – it is 
time for coffee break!





Now Download the Spreadsheet 
it created for You!
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Audit Support (Complete)

Now you have:
• Action Items (Full Action Register)
• 30-60-90 Day Plan (with Owner)
• Recurring Workflow
• Missing Documents Check
• Management View (& recommended actions)
• Board View
• Facts, Recommended Actions, Questions to finalize 
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Your Turn

• What is one process that 
takes a lot of your time?

• Let’s set a plan for using AI to 
do it on Monday
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Your Turn (One Process)
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Map one process in six minutes.

1 CHOOSE One repeated business-office task.

2 WRITE
Trigger, steps, data, decisions, handoffs, and 
evidence.

3 MARK
Circle repeated work. Star human judgment. 
Box the first safe pilot.

DO NOT REDESIGN THE WHOLE 
OFFICE

Find one useful 

handoff, one review 

point, and one 
measure.
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Your Turn (Double-Check)
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Before the output leaves your desk.

✓ CORRECT? Figures, facts, sources, and calculations verified

✓ PERMITTED? Tool, data, access, and purpose are authorized

✓ READY? Tone, audience, approvals, and consequences considered

AI can accelerate preparation. Accountability stays with people.
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Your Turn (Write-up)
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Write one sentence before you leave.

I will test

on

and measure

Owner + allowed data + review step + baseline + target

(AI Tool) for (Project: “Drafting meeting summaries”)

(Specific Data: “my weekly team meeting notes”)

(Time Saved + Accuracy of Output from AI)
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Your Turn (Reminder)
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GREEN

• Public information

• Synthetic examples

• Blank templates

• Approved material

Generally suitable for 
practice

YELLOW

• Internal, non-sensitive 
work

• Policies and procedures

• Aggregated data

• Vendor material

Use only in an approved tool 
and process

RED

• Student (PII)
• Employee Info (Salaries)
• Any Health data (PHI)
• Banking, tax, credentials
• Protected legal or 

security data

Do not enter into an 
unapproved AI tool, 

even then, Avoid!
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Your Turn (What remains with Humans)
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Always human decision, not AI or Automation: 
 New vendor approval, 
 Bank changes, 
 Hiring decisions, 
 Exceptions, 
 Payment approval, 
 and Release.



AI & Automation
Your Turn (To do NOW)
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Resources You’ll get
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Detailed Steps, Prompts & 
Feedback for Paul

Please take two minutes to enter 
your email and name– so you can 
get the detailed steps and prompts.

I appreciate any feedback you 
provide me and the event planner.
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Or go to:
    https://talk.ac/paulherbka
Enter code:      FIN

https://talk.ac/paulherbka


AI & Automation

Let’s Connect!

Enjoy your new project within your 
Claude Projects. 
I would love it if you emailed me or 
connect with me on LinkedIn to tell 
me how YOUR project went.
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Email: Paul.Herbka@6etech.com



How I Help Charter Schools Use AI & Automation

Work Smarter
 Use AI to reduce workload and get more done.
Choose Smarter
 Select the right AI tools for the right jobs with the right configuration.
Plan Smarter
 Create a practical AI roadmap for people, processes, and tools.
Train Smarter
 Tailored AI training for each role/position
Measure What Matters
 Track time saved, outcomes improved, and measurable ROI.

For inquiries: Paul.Herbka@6etech.com
© 2026 Paul Herbka LLC
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