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Odokai at work
Ten real jobs, each built from the building blocks, with what the agent does and what stays with your people
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T EN REA L  J O B S , B U ILT  FRO M  T H E B U IL DING  B L O C KS

Agents do the legwork. Your
people make the calls.

Each page shows one job the way a team would set it up in Odokai, and what happens

every time it runs: the gathering, drafting and checking go to an agent; the judgement and

the yes stay with your people.

H O W  T O  REA D A  PA G E

In the middle The agent, and what it is told

On the left What it reaches: services, data, know-how

On the right What starts it, and where its work lands

Underneath Each step of a run, marked by who takes it

Agent Your team

2 INSURANCE BROKING

Renewals, ready every Monday

3 ACCOUNTANCY

Management accounts,

commentary drafted

4 PROFESSIONAL SERVICES

From scoping call to first draft

5 CLIENT SERVICE

The Friday client update, drafted

6 CUSTOMER SUPPORT

Every ticket triaged, a reply

drafted

7 FINANCE OPERATIONS

Invoices checked before anyone

pays

8 LEGAL

A first read of every contract

9 OPERATIONS

The numbers watched, the team

told

10 SALES

Every new lead scored, the best

briefed

11 STRATEGY

Competitors tracked, briefed in

one page
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Renewals, ready every Monday
Each week's renewal packs assembled before the brokers arrive, with the ones that need a call flagged
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queries

searches

follows

starts it

writes

reads the same database

A G ENT

Renewals

Instructions: build a pack for each renewal due, flag

those needing a call, and never contact a client.

IT  H A S

Data Sources Connectors Skills

Starts from the Renewals pack

DATA SOURCES

Policy database
Policies, cover, limits and claims, read only

CONNECTORS

Outlook
Each client's recent emails, searched by the agent

SKILLS

renewal-pack
Cover, changes, claims, and the questions to ask

SCHEDULES

Every Monday at 07:00
The pack's own schedule, Weekly renewals run

SESSIONS

This week's packs
Each run's packs, in a new session

APPS

Renewals board
What falls due, and who is calling whom

W H AT  H A P P ENS  EV ERY M O NDAY

1

07:00: the schedule starts the

Renewals agent

Agent 2

It finds every renewal falling due

Agent 3

It assembles a pack for each one

Agent 4

It flags the ones that need a

conversation

Agent 5

A broker reads them and makes

the calls

Your team
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Management accounts, commentary drafted
Every client's monthly commentary written from the figures, waiting for an accountant to sign it off
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reads

follows

starts it

hands it steps

writes

A G ENT

Management commentary

Instructions: explain what moved and why, and never

state a figure the source does not contain.

IT  H A S

Connectors Skills

Starts from the Management commentary pack

CONNECTORS

Xero
Each client's management figures

SKILLS

commentary-style
Summary, revenue, costs and margin, cash and

debtors, watch list

SCHEDULES

The 5th, at 07:00
The pack's Monthly commentary draft

PLANS

Every client this month
One step per client, each result checked

SESSIONS

Drafts for sign-off
Every draft, ready for the accountant to review

W H AT  H A P P ENS  O N T H E 5 T H  O F EV ERY M O NT H

1

07:00: the schedule starts the

plan

Agent 2

It reads each client's figures and

last month's words

Agent 3

It drafts the commentary, section

by section

Agent 4

It marks any movement the

figures cannot explain

Agent 5

An accountant reviews and signs

it off

Your team
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From scoping call to first draft
A first draft in the firm's own format from the call's notes, with the open questions left open
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reads

searches

follows

asks

A G ENT

Proposal builder

Instructions: draft the proposal from the call's notes in

the firm's format, leave what is unresolved as an

assumption, and never send anything.

IT  H A S

Connectors Skills

Starts from the Proposal builder pack

CONNECTORS

Fireflies
The scoping call's notes and transcript

CONNECTORS

Google Drive
The firm's past proposals, to match their tone

SKILLS

proposal-format
Six sections, from the requirement to exclusions

SESSIONS

Proposal: new client
Where the consultant asks, and refines the draft

W H AT  H A P P ENS  A FT ER A  S C O P ING  C A L L

1

A consultant asks for a draft in a

session

Your team 2

It reads the call's notes

Agent 3

It borrows from past proposals

Agent 4

It drafts all six sections

Agent 5

The consultant finishes it and

sends it

Your team
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The Friday client update, drafted
What was delivered, what is next and what we need, for every client, before the end of the week
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reads

searches

follows

starts it

writes

A G ENT

Weekly client report

Instructions: for each client: delivered, in progress, next

week, and what we need from them; a quiet week reads

as a quiet week.

IT  H A S

Connectors Skills

Starts from the Weekly client report pack

CONNECTORS

Asana
What moved on each client's work this week

CONNECTORS

Slack
The week's client channels

SKILLS

client-update
Short paragraphs, for someone not in the detail

SCHEDULES

Every Friday at 15:00
The pack's own schedule, Friday client updates

SESSIONS

This week's updates
One draft per client, left for a person to send

W H AT  H A P P ENS  EV ERY FRIDAY

1

15:00: the schedule starts the

agent

Agent 2

It reads what moved in Asana and

Slack

Agent 3

It drafts one update per client

Agent 4

An account manager reads and

edits

Your team 5

They send it before the weekend

Your team
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Every ticket triaged, a reply drafted
Support tickets sorted by kind and urgency, each with a reply ready for someone on the team to send
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reads

queries

follows

starts it

logs

writes

A G ENT

Support triage

Instructions: classify each ticket, set its priority, draft a

reply that is clear and kind, and log it in Notion.

IT  H A S

Connectors Data Sources Skills

Starts from the Support Ticket Triage template

CONNECTORS

Intercom
New conversations from customers

DATA SOURCES

Customer database
Each customer's plan and history, read only

SKILLS

support-tone
How we answer, and when to escalate

SCHEDULES

Every hour, 08:00 to 18:00
Weekdays, through the working day

CONNECTORS

Notion
A tracking page for every ticket

SESSIONS

Each hour's tickets
Every ticket's kind, priority and draft reply

W H AT  H A P P ENS  EV ERY H O U R

1

On the hour: the schedule starts it

Agent 2

It reads the new tickets

Agent 3

It sets a kind and a priority for

each

Agent 4

It drafts a reply and logs it in

Notion

Agent 5

Someone on the team checks it

and sends it

Your team
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Invoices checked before anyone pays
Every invoice read, its sums checked and matched to its order, with anything odd held back
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searches

queries

follows

starts it

hands it steps

reads the same database

A G ENT

Invoice checker

Instructions: pull out every line, tax and total, check the

sums, match the order, and flag anything missing or

wrong.

IT  H A S

Connectors Data Sources Skills

Starts from the Invoice Data Extractor template

CONNECTORS

Outlook
The accounts inbox, where invoices arrive

DATA SOURCES

Purchase orders
Orders and suppliers, connected read only

SKILLS

invoice-rules
What counts as a mismatch, and who to tell

SCHEDULES

Every weekday at 09:00
Starts the morning's checks

PLANS

Today's invoices
One step per invoice, each result checked

APPS

Payables board
What is ready to pay, and what is on hold

W H AT  H A P P ENS  EV ERY W EEKDAY

1

09:00: it collects the new

invoices

Agent 2

It pulls out the lines, tax and

totals

Agent 3

It checks the sums and matches

the order

Agent 4

It holds back anything that does

not match

Agent 5

Finance approves the payment

run

Your team
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A first read of every contract
Each contract read against your playbook, the risky clauses listed, and the decision left with a lawyer
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reads

follows

asks

hands it steps

A G ENT

Contract reviewer

Instructions: read each contract against our playbook,

score every risky clause, and remember this is a first

read, not legal advice.

IT  H A S

Connectors Skills

Starts from the Contract Risk Scanner template

CONNECTORS

OneDrive
The contracts folder, as they arrive

SKILLS

contract-playbook
Our positions, and what we never accept

SESSIONS

Review: new supplier
One contract, its risks, and the lawyer's questions

PLANS

Renewals this quarter
A step for every contract up for renewal

W H AT  H A P P ENS  W IT H  EA C H  C O NT RA C T

1

A lawyer drops the contract into a

session

Your team 2

It reads it against the playbook

Agent 3

It lists the risky clauses and

scores each one

Agent 4

It writes a summary of the top

concerns

Agent 5

The lawyer decides what to

negotiate

Your team
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The numbers watched, the team told
The figures that matter checked through the day, and the ops channel told what moved and why
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queries

follows

posts to

starts it

writes

reads the same database

A G ENT

Ops watch

Instructions: check the numbers that matter against their

usual range, and tell the channel what moved and why it

matters.

IT  H A S

Data Sources Skills Connectors

Starts from the Postgres → Slack Alerts template

DATA SOURCES

Operations database
Orders, stock and deliveries, read only

SKILLS

what-matters
Which numbers matter, and their usual range

CONNECTORS

Slack
The ops channel, told what moved

SCHEDULES

Every hour, 07:00 to 19:00
Through the working day

SESSIONS

Each check
Every run's findings, kept in its own session

APPS

Ops dashboard
The same numbers, for everyone

W H AT  H A P P ENS  EV ERY H O U R

1

On the hour: the schedule starts it

Agent 2

It queries the numbers that matter

Agent 3

It compares them with the usual

range

Agent 4

It tells the ops channel what

moved

Agent 5

The team on shift acts on it

Your team
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Every new lead scored, the best briefed
Yesterday's leads researched and ranked each morning, with talking points ready for the first calls
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reads

follows

starts it

writes

A G ENT

Lead scorer

Instructions: research each new lead, score it from 1 to

100 against our ideal customer, and write talking points

for the best.

IT  H A S

Connectors Skills

Starts from the Lead Scoring Agent template

CONNECTORS

HubSpot
Yesterday's new leads

SKILLS

ideal-customer
Who we sell to, and the signals that matter

SCHEDULES

Every weekday at 08:00
Before the team starts calling

SESSIONS

Today's ranked leads
Hottest first, each with its talking points

W H AT  H A P P ENS  EV ERY W EEKDAY M O RNING

1

08:00: it collects yesterday's

leads

Agent 2

It researches each company on

the web

Agent 3

It scores each lead against your

ideal customer

Agent 4

It writes talking points for the

best

Agent 5

Sales calls the top of the list first

Your team
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Competitors tracked, briefed in one page
What every competitor changed this week, how much it matters, and where the openings are
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follows

posts to

starts it

writes

A G ENT

Market watch

Instructions: find what each competitor changed this

week, rate the threat, name the openings, and cite every

source.

IT  H A S

Skills Connectors

Starts from the Weekly Competitor Tracker template

SKILLS

competitor-brief
Who to watch, and a one-page layout

CONNECTORS

Slack
The strategy channel, sent the brief

SCHEDULES

Every Monday at 08:00
Before the leadership meeting

SESSIONS

This week's brief
One page, every claim with its source

W H AT  H A P P ENS  EV ERY M O NDAY

1

08:00: the schedule starts it

Agent 2

It searches each competitor's

news and pricing

Agent 3

It rates each change: low,

medium or high threat

Agent 4

It writes one page, with its

sources

Agent 5

The team decides what to do

about it

Your team
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