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3 Al Systems That
Buy Back Your Time

The exact systems | use in my own business — so the work gets done
without you standing over it, and your business stops needing you for
everything.

Rich Thames
Digital Creator - Marketing Strategist - Al Consultant & Community Builder
San Antonio, Texas
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START HERE

You didn't start your business to become its assistant.

| spent years trading time for money — 14 years in the Air Force, then 50-hour weeks driving Uber after losing a
major income source. What changed my life wasn't working harder. It was building systems that run without
me standing over them. This guide shows you the three systems I'd build first in almost any business — the
same ones | use myself.

The problem is rarely effort. Most owners | meet are already working more than enough hours. The problem is
that too much of those hours goes to work a system should be doing: answering the same questions, chasing
the same follow-ups, re-doing the same busywork.

Here's the honest math. You can always make more money. You can't make more time. So every hour a system
takes off your plate is an hour you get back — for family, for growth, or for the work only you can do.

Each system in this guide follows the same pattern: a real problem, solved repeatably, with Al doing the
repetitive part and a human checking the result. No hype, no magic. Just structure.
How to use this guide

Read all three. Then pick the one whose problem hurts most this week. Don't build three at once. One working
system beats three half-built ones — and each one you ship makes the next easier.

What's inside
System 1 — The Al Receptionist. Every call answered, System 2 — The Lead Follow-Up Machine. Every lead
24/7, with the repetitive questions handled and the answered in minutes and followed up until it books,
important ones routed to you. replies, or asks for you.
System 3 — The Admin Assistant. Email drafts, Plus: a one-table decision guide for choosing your first
calendar protection, documents, and invoice reminders —  system, and the real-world proof behind these systems.

you approve, it does the typing.

"Systems beat hustle. Every time."
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o The Al Receptionist — Never Miss Another Call

The problem: When you're heads-down, calls go to voicemail. Customers don't leave messages — they
call the next business. Studies have long shown a large share of callers hang up on voicemail. That's not
a missed call; that's a missed customer.

What the system does: An Al receptionist answers every call, 24/7. It speaks with a consistent voice,
answers common questions — hours, services, pricing, directions — from the information you approve,
captures the caller's name and what they need, and routes anything it can't handle to you with a clear
summary. After-hours callers get answers instead of dead air.

Why it works: The repetitive 80% of call handling is pattern work — perfect for Al. The judgment 20% —
negotiations, sensitive conversations — still routes to a human. You stop being the bottleneck without
losing control.

What it t:lkCS ()H‘y()ur plute

v/ Answering the phone during work hours, every day

v/ Returning voicemails one by one

v/ Repeating the same ten answers to the same questions
+/ Losing after-hours and weekend inquiries entirely
Build it right

Feed it only approved information — never let it guess at prices or policies. Give it a clear handoff rule:
any question about money or contracts goes to you. Test it for a week before it goes fully live. You can see
exactly what this looks like — an Al receptionist built from your own website, answering your customers'
questions — with a live demo at richthames.com.

+/ Best first system if: your phone rings more than you can answer.
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e The Lead Follow—Up Machine — Every Lead Gets Answered

The problem: Leads come in while you're working — a form submission, a DM, a text, a referral. You
mean to respond tonight. Tonight becomes Thursday. By then they've hired someone else. Most
businesses don't lose leads to competitors with better service; they lose them to slower response.

What the system does: Every lead — from your website form, social DMs, ads, or missed-call texts —
lands in one place automatically. Within minutes, the lead gets an immediate, personal-feeling response
acknowledging their inquiry and asking the one qualifying question that matters. The conversation
continues until the lead books a time, answers their question, or asks for you directly. You step in for the
conversations that deserve your attention, with full context already in front of you.

Why it works: Speed wins deals. An instant, helpful reply beats a perfect reply that arrives tomorrow. And
consistent follow-up isn't pushy — it's respectful. People are busy; a professional reminder is a service,
not a nuisance.

Wh"lt it t:lkCS ()ﬁ‘your p]:ltC

v/ Checking five different inboxes for new leads

v/ Writing the same "thanks for reaching out" messages
4/ Chasing people who went quiet

+/ Losing warm leads in a pile of sticky notes

Build it right

Start with one lead source — usually your website form — and get it fully working before adding more.
Make the first response instant and genuinely useful (answer their likely question, ask one question
back). Always let a human take over cleanly: any lead who asks for "a real person" gets you, immediately.
Keep a simple record of every lead and where it stands.

+/ Best first system if: leads slip through the cracks or you respond too late.
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e The Admin Assistant — Give Your Evenings Back

The problem: The work that piles up at night isn't the important work. It's the inbox triage, the scheduling
back-and-forth, the document shuffling, the invoice reminders. It's necessary — and it's eating the hours
you wanted back in the first place.

What the system does: An Al assistant handles the routine layer of your admin: it drafts replies to
routine emails for your quick approval, keeps your calendar from double-booking, prepares documents
and invoices from templates, files what comes in, and sends polite payment reminders on your schedule.
Everything sensitive pauses for your sign-off — the Al proposes, you approve. Sensitive actions like
sending emails or contracts always wait for a human yes.

Why it works: Most admin work is predictable enough to draft and structured enough to check. You
review in five minutes what used to take an hour — and you're the editor, not the typist.

What it t:lkCS ()H‘y()ur p]lltﬁ

v Aninbox that never reaches zero

v/ Scheduling ping-pong ("does Tuesday work? no, how about...")

+/ Building the same invoice and proposal documents again and again
+/ Politely chasing unpaid invoices yourself

Build it right

Begin with email drafting only — Al drafts, you approve and send. Add calendar next, then documents.
Keep human approval on anything that leaves your business. Review the drafts weekly and sharpen the
instructions so quality climbs over time.

+/ Best first system if: admin is eating your evenings and weekends.

CHOOSE YOUR FIRST SYSTEM

Which pain is loudest?
Build the system that answers your loudest pain — then let it fund the next one.
IF THIS SOUNDS LIKE YOU... BUILD THIS FIRST

My phone rings more than | can answer, and voicemail is System 1 — The Al Receptionist
where leads go to die.

Leads contact me and | get back to them too late (or System 2 — The Lead Follow-Up Machine
never).

| finish my "real work" at 9pm because admin ate the day. System 3 — The Admin Assistant

And a word of honest advice: Al is a teammate, not a miracle. It drafts, answers, and organizes — you approve,
decide, and build relationships. Every system here has a human in the loop by design, because that's what
makes them safe enough to trust with your customers.
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"You can a]w;zys make more money. You can't make more time."

— Rich Thames

Proof this works: from expensive website to business asset

Dr. Keely Petty was paying for a Wix site that cost her about $600 a year in hosting — a cost with no end
in sight. We rebuilt her web presence as an asset she owns, eliminated the recurring hosting cost, and
added an e-book ("Mastering Menopause and Mental Health") that now sells directly from her site. One
project; one recurring cost gone; one new income stream added. Her words: watch her tell it herself in the
video on richthames.com.

SEE IT BEFORE YOU BELIEVE IT

Watch an Al employee built from
your own website

In about 30 seconds, you can watch an Al receptionist answer real
questions about your hours, your services, and your pricing — built from
your site, live. No pressure. Just see what's possible.

Try A Live Al Demo — richthames.com

Ready to talk it through? Book a call: stan.store/RichThames - Call or text: 210-880-5324

Rich Thames - Digital Creator, Marketing Strategist, Al Consultant & Community Builder
San Antonio, Texas - richthames.com
"Building a business around my life, not a life around my business."
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