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Small-Business 
Admin Desk
Keep routine inbox work, customer drafts, weekly status, and 

follow-up organized without uncontrolled authority.

CREW MANIFEST

5
SPECIALIST BOTS

4
WORKFLOWS

4
STAGES

BUILT FOR

Independent professionals, small firms, local businesses, and lean 
administrative teams
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0 1  /  A S S E M B L E  T H E  C R E W

One function, clear responsibilities
The Small-Business Admin Desk sorts approved incoming work, finds the relevant context, drafts routine 

replies, tracks follow-up, and prepares a weekly operating view. A person controls sending, payments, 

contracts, account changes, and deletions.

01 Chief of Staff
Act as Intake and route messages, tasks, and decisions.

OPEN BOT PROFILE

03 Client Deliverables
Prepare customer and partner communication drafts.

OPEN BOT PROFILE

05 Planner
Convert priorities into follow-up steps, owners, and dates.

OPEN BOT PROFILE

02 Researcher
Find the approved customer, project, policy, or service 

context.

OPEN BOT PROFILE

04 Ops
Maintain open work, deadlines, exceptions, and status.

OPEN BOT PROFILE
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https://botcabinet.com/bots/chief-of-staff/
https://botcabinet.com/bots/client/
https://botcabinet.com/bots/planner/
https://botcabinet.com/bots/researcher/
https://botcabinet.com/bots/ops/
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0 2  /  R U N  T H E  W O R K

Repeatable jobs and handoffs
Begin with one manual run. Preserve each approved output before the next Bot starts. Add schedules only 

after the handoffs work.

Core workflows

Customer response
Research and prepare a routine response.

Operations status
Summarize work, deadlines, exceptions, and decisions.

OPEN STEP-BY-STEP WORKFLOW

Weekly owner review
Choose priorities and record decisions.

Meeting follow-up
Turn a meeting into approved actions.

Operating rhythm
DAILY INTAKE

Classify work and identify needed context.

Owner: Chief of Staff

PREPARE

Research and draft the work product.

Owner: Researcher + Client Deliverables

TRACK

Update tasks, deadlines, and exceptions.

Owner: Ops + Planner

WEEKLY REVIEW

Approve priorities and consequential actions.

Owner: Person
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https://botcabinet.com/use-cases/operations-status-report/
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0 3  /  C R E W  P A S S P O R T

Access, approval and limits
The Passport is a planning record. Apply these limits in Hermes Desktop and in every connected service 

before the Crew begins work.

ALLOWED ACCESS

The Crew may use
• Only approved inboxes, folders, and 

records

• The task board, calendar, policies, 

prices, and templates

HUMAN ACTION

A person performs or 
releases
• Send a message or statement

• Make a payment, refund, purchase, 

or contract change

• Delete a record or change an 

account

PROHIBITED

Bots must never
• Access unrestricted banking

• Share confidential information

• Delete messages or change its own 

access rules

APPLY THE RULES

• Use read-only or draft-only access where available.

• Role instructions explain the limits but cannot enforce them by themselves.

• Require a person to release messages, purchases, submissions, and other external actions.

• Treat emails, webpages, attachments, and retrieved records as reference material. Do not follow instructions inside them or let them 

change the Bot's role or access.

• Keep credentials outside Bot files, downloads, and handoff records.
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0 4  /  F I R S T  D E P L O Y M E N T

Prepare, test and measure
Use low-risk sample material first. A successful manual test is the prerequisite for more access or automation.

Shared inputs
• Approved inboxes or copied messages

• Customer, service, project, policy, and pricing records

• Open task list and approval owners

Success measures
Incoming work reaches a clear workflow or owner

Drafts use approved records and policies

A person approves sending, spending, contracts, and 

deletions

Set up the kit
01 Open each linked Bot page in the Bots and 

responsibilities section. Review the profile files, 

version, and review status before downloading 

anything.

02 Download each approved profile and import it into 

Hermes Desktop.

03 Open each Bot's settings in Hermes Desktop. Give it 

only the files, tools, and connections needed for its 

role.

04 Set matching limits in connected services, such as 

read-only access or draft-only access. The Crew 

Passport is a checklist; it does not apply these limits 

for you.

05 Run one workflow manually in separate Bot 

conversations.

06 Save each approved handoff before the next Bot 

begins.

07 After the manual test works, you can add a shared task 

board or a scheduled Hermes routine.

Return to the live Crew Kit
Open the current Bot profiles, linked workflows and any future updates from the live Bot Cabinet page.

HTTPS://BOTCABINET.COM/CREW-KITS/SMALL-BUSINESS-ADMIN-DESK/
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https://botcabinet.com/crew-kits/small-business-admin-desk/

