THE AJJ TOOLBOX
Pre-Send AI Quality Checklist
Seven checks to run before you publish or send anything AI-generated
Run through this checklist before sending any AI-generated email, social post, proposal, review response, or customer communication. It takes about 90 seconds. It will save you from every common AI mistake.

Mistake 1:  Accuracy
AI can produce confidently wrong information. Never publish a fact you haven't verified.
  ☐  I have read every word of this output before sending it.
  ☐  Any specific statistics, facts, or citations have been verified from the original source.
  ☐  If AI could not name a verifiable source for a claim, the claim has been removed or confirmed independently.
TIP: When AI gives you a stat: ask 'What is the original source for that, and how would I verify it?' If it can't name one, the stat doesn't go in.
Mistake 2:  Voice
AI-generated content tends toward the generic. Your customers chose you, not a machine.
  ☐  I have read this aloud. It sounds like something I would actually say.
  ☐  I have added at least one specific detail or edit that makes this sound like me, not a generic business.
  ☐  If it still doesn't sound right, I have used a refinement prompt ('Make it warmer,' 'Cut it in half,' 'Here's what sounds like me: [example]').
Mistake 3:  Privacy
Before this goes out: does it contain anything that shouldn't have been in the prompt?
  ☐  No customer names, account numbers, or personal details appear in the output that should not be there.
  ☐  If I included any sensitive context in the prompt, I have reviewed the output for any information I don't want shared.
TIP: See Chapter 18 and the AI Usage Policy Template for a full list of what never to put in an AI prompt.
Mistake 4:  Human Touch
Is the relationship being served here, or just the task?
  ☐  For customer-facing messages: is the tone appropriate for this specific person and relationship stage?
  ☐  For automated sequences: is there a clear, easy path to a real person if the customer needs one?
  ☐  Would I be comfortable if this customer knew AI helped write this message?
Mistake 5:  Completeness
Did AI give you what you actually needed, or something adjacent to it?
  ☐  The output answers the actual question or accomplishes the actual goal I had in mind.
  ☐  Nothing important is missing that I would notice only after it's sent.
  ☐  If something is missing, I have followed up with a refinement prompt before sending.
Mistake 6:  Accuracy of Business Details
AI doesn't know your hours, your prices, your current offers, or what changed last week.
  ☐  All business-specific details (hours, prices, offers, contact info, dates) are accurate and current.
  ☐  Any links, phone numbers, or booking URLs have been verified as working.
Mistake 7:  The Send Test
One final gut check before it goes.
  ☐  If this landed in my own inbox, would I be glad I received it?
  ☐  If a respected customer or colleague saw this, would it reflect well on my business?
  ☐  I'm ready to send this.

When the Output Isn't Right: Refinement Prompts
If something in your checklist doesn't pass, use one of these before sending.

That's too formal. Make it warmer.
That's too long. Cut it in half and keep the most important point.
The tone is off. Here's what sounds more like me: [paste an example of your own writing].
Add a specific detail about [your product, service, or customer situation].
Remove anything that sounds like it was written by AI, not a real person.

NOTE: These tools companion Chapter 19 of AI Jiu-Jitsu: Run Circles Around the Big Guys. For more prompts and tools organized by chapter, visit AJJtoolbox.com.
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