




THE ASSOCIATION AI TOOLKIT — PREMIUM COMPANION
The Association Agent Protocol
Fill one of these out for each agent before you rely on it. It takes about fifteen minutes and turns a clever assistant into a dependable, well-governed teammate your whole team can trust. Skip the 'Advanced' permission fields unless you've actually connected the agent to tools that take action on their own.
Fill-in sheet — one per agent. Type directly into the lines below.
  1. Agent basics  
Agent name  — e.g., Membership Agent
__________________________________________________________
Staff owner (champion)  — who maintains it
__________________________________________________________
Built on  — ChatGPT / Claude / Copilot
__________________________________________________________
Date / version
__________________________________________________________
Review cadence  — when you'll revisit it
__________________________________________________________
  2. Why this agent exists  
The work it takes off our plate  — the recurring task
__________________________________________________________
Time this takes us today  — hours/week or per cycle
__________________________________________________________
Where it breaks down now  — delays, errors, inconsistency
__________________________________________________________
What it frees us to do  — the opportunity cost
__________________________________________________________
  3. What it owns (scope)  
Tasks it handles  — the function it covers
__________________________________________________________
Out of scope  — what it should NOT do
__________________________________________________________
When we use it  — the trigger / cadence
__________________________________________________________
  4. Knowledge it needs  
Documents to upload  — see the agent's 'Set it up' list
__________________________________________________________
Refresh  — what to update and how often
__________________________________________________________
  5. Voice & boundaries  
Brand voice  — tone, words to use/avoid
__________________________________________________________
Always  — non-negotiables
__________________________________________________________
Never  — prohibited actions/topics
__________________________________________________________
Sensitive data rule  — privacy handling
__________________________________________________________
  6. Decision & escalation rules  
Handle on its own  — low-stakes, reversible
__________________________________________________________
Ask me first  — needs a human choice
__________________________________________________________
Always escalate to a human  — high-stakes / unclear
__________________________________________________________
Advanced — only if connected to tools  — permissions, contacts, spend limits (most chat agents: leave blank)
__________________________________________________________
  7. Quality check before we use its output  
Verify every time  — facts, figures, names, tone
__________________________________________________________
Human review required when  — the threshold
__________________________________________________________


  8. How we'll know it's working  
Primary measure  — the one number
__________________________________________________________
Baseline today  — current performance
__________________________________________________________
Target  — what good looks like
__________________________________________________________
Warning signs  — what triggers a rethink
__________________________________________________________
  9. Turn it off / hand back  
How to pause it  — stop using / unpublish
__________________________________________________________
Do it by hand instead  — manual fallback
__________________________________________________________
Owner if retired  — who closes it out
__________________________________________________________
  10. Keep improving it  
What worked / what to tighten  — running notes
__________________________________________________________
Last updated
__________________________________________________________




THE ASSOCIATION AI TOOLKIT — PREMIUM COMPANION
The Association Agent Protocol
Worked example — Membership Agent
The same protocol filled in for one of the 16 agents, so you can see what a strong answer looks like.
  1. Agent basics  
Agent name  — e.g., Membership Agent
Membership Agent
Staff owner (champion)  — who maintains it
Dana R., Membership Coordinator
Built on  — ChatGPT / Claude / Copilot
ChatGPT (Custom GPT, Team plan)
Date / version
Jan 2026 · v1.0
Review cadence  — when you'll revisit it
Quarterly
  2. Why this agent exists  
The work it takes off our plate  — the recurring task
Spotting at-risk members and drafting renewal outreach
Time this takes us today  — hours/week or per cycle
~4 hrs/week, spread across renewals season
Where it breaks down now  — delays, errors, inconsistency
We notice lapses too late; outreach is ad hoc and inconsistent
What it frees us to do  — the opportunity cost
More time for high-value member relationships and events
  3. What it owns (scope)  
Tasks it handles  — the function it covers
Retention-risk reads, segment plans, renewal and win-back drafts, value-prop wording
Out of scope  — what it should NOT do
Final send decisions; pricing changes; anything member-specific without review
When we use it  — the trigger / cadence
Weekly retention check; ahead of each renewal wave
  4. Knowledge it needs  
Documents to upload  — see the agent's 'Set it up' list
Anonymized engagement data, dues/benefit structure, retention reports, personas, renewal page
Refresh  — what to update and how often
Re-upload engagement export monthly; refresh personas yearly
  5. Voice & boundaries  
Brand voice  — tone, words to use/avoid
Warm, plain-spoken, member-first; avoid jargon and hype
Always  — non-negotiables
Ground advice in member goals; name the single best next move
Never  — prohibited actions/topics
Never paste member PII; never invent numbers; never disparage other orgs
Sensitive data rule  — privacy handling
Anonymize before pasting; aggregates only; business-tier tool for anything sensitive
  6. Decision & escalation rules  
Handle on its own  — low-stakes, reversible
Draft segments, messages, and analyses for my review
Ask me first  — needs a human choice
Which segments to target; final messaging and timing
Always escalate to a human  — high-stakes / unclear
Anything legal, financial, or member-specific; signs of a data or privacy issue
Advanced — only if connected to tools  — permissions, contacts, spend limits (most chat agents: leave blank)
N/A — advisory only; not connected to send email or systems
  7. Quality check before we use its output  
Verify every time  — facts, figures, names, tone
Check any stat or member detail against our system; confirm tone matches brand
Human review required when  — the threshold
Anything member-facing, anything citing numbers, anything sent externally
  8. How we'll know it's working  
Primary measure  — the one number
First-year renewal rate
Baseline today  — current performance
62% first-year renewal
Target  — what good looks like
70% within two renewal cycles
Warning signs  — what triggers a rethink
Output feels generic; drafts need heavy rewriting; no measurable lift
  9. Turn it off / hand back  
How to pause it  — stop using / unpublish
Unpublish the GPT or stop routing work to it
Do it by hand instead  — manual fallback
Revert to our prior renewal checklist and templates
Owner if retired  — who closes it out
Membership Coordinator archives the prompt and notes why
  10. Keep improving it  
What worked / what to tighten  — running notes
Great at segmenting; tighten the win-back tone to be less salesy
Last updated
—




Security and Responsible Use Notice
Only upload organizational documents, strategic plans, policies, member data, financial information, or other internal materials into an AI tool when you are using an approved paid business account, such as ChatGPT Business, Enterprise, Edu, or another organization-approved AI environment. Do not upload confidential, sensitive, proprietary, personally identifiable, or regulated information into a free or personal account.

Before uploading any organizational content, confirm that the account’s data controls are configured so that prompts, uploaded files, conversations, and outputs are not used to train or improve the underlying AI model. OpenAI states that business plans such as ChatGPT Business, Enterprise, and Edu do not use customer inputs or outputs for model training by default, unless the organization explicitly opts in. For individual consumer accounts, users should verify that the “Improve the model for everyone” setting is turned off before using organizational content.
When in doubt, do not upload the document. Use a sanitized excerpt, remove sensitive details, or consult your organization’s AI, data privacy, legal, or information security policy before proceeding.
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