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Agency Al Setup

A practical sample of the work
Orpheion | September 19, 2026
An agency-specific policy. Two useful workflows. Staff who know how to check the work.

This sample uses fictional information only. It illustrates the kind of material adapted during an engagement. It
is not a complete policy, a live Al test, a client result or authorization to process confidential records.

The standard setup

$1,500 total for one agency team of up to 25 people. We review up to ten tools and ten tasks, then develop two
agreed workflows. Target setup is ten business days after the agreed start and complete permitted inputs, with
follow-up around day 30. Actual dates are agreed before payment; changes require written agreement.

Included

* An agency-specific Al-use policy and one-page staff guide for management approval.

« Two tested workflow guides with prompts, fictional examples, checking steps and stop conditions.

» Approved-tool register, staff acknowledgment, new-tool request process and issue log.

A 45-minute kickoff, 45-minute staff walkthrough and 30-minute day-30 follow-up with a written action note.

» One consolidated revision round per setup deliverable and one consolidated adjustment to the two workflows
at follow-up. Written meeting alternatives may be agreed.

No automatic renewal. Continuing help is separately scoped and priced. Custom software, integrations,
third-party subscriptions, client risk reports and continuous monitoring are not included. Existing accepted
engagements retain their agreed terms.

Talk with Sam
hello@orpheion.com | www.orpheion.com

General questions only. Confidential intake requires separate written release. No confidential Al processing is
authorized by default.
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Example policy excerpt

Fictional agency: routine email drafting

This excerpt becomes usable only after an actual agency confirms its tools, roles and rules. It is not a
substitute for a complete approved policy or specialist advice.

Permitted activity

Staff may draft general reminders using the agency-approved account and fictional placeholders. This example
does not authorize policy uploads, customer-data processing or automatic sending.

Information rule

Use [CLIENT], [DATE] and [AGENT] rather than real details. Do not enter client identities, policy documents,
claims details, credentials or other restricted information in this workflow.

Review rule

The sender checks facts, dates, recipients and tone before use. Any insurance statement requires the
designated licensed reviewer's check. Add verified client details outside the Al tool in the approved agency
system, then inspect the final message.

Stop condition

If the draft makes a coverage promise, needs restricted information or falls outside the approved task, stop and
ask the designated reviewer. Record the issue under agency policy without unnecessarily duplicating sensitive
information.

Accountability

Management approves the policy and permitted uses. The operations owner records the approved account
and review date. Staff acknowledge the guide and demonstrate the checking process. New tools or materially
changed uses require a new decision.

What the paid engagement adds

Specific account and role decisions, two agreed tasks, documented tests, revisions, staff walkthrough and
follow-up. A template is the beginning of that work.
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Example workflow

A renewal-discussion reminder

Prepared demonstration: no live generation or measured savings are claimed.

1. Set the task

Ask a fictional client to arrange a renewal conversation. Do not predict coverage, pricing, terms or renewal
status.

2. Use a specific prompt

Draft a brief renewal-discussion reminder using only [CLIENT], [DATE] and [AGENT]. Ask the recipient to
arrange a conversation. Do not state or imply coverage will renew, stay unchanged or be adequate. Do not
invent deadlines, premiums or policy facts. Leave placeholders for missing information. Return a subject and
email body. This is a fictional training example.

3. Catch an unsupported claim

Flawed illustrative output: "Your coverage will continue unchanged at renewal. Let's talk on [DATE]."

Reject it: no supplied information establishes unchanged coverage. It also presumes a conversation date.
Instructions do not guarantee the model follows them.

4. Review a suitable illustrative draft
Subject: Time for a renewal conversation?

Hi [CLIENT], could we arrange a time to discuss your upcoming renewal? Please let me know whether [DATE]
would work for you. Thanks, [AGENT].

5. Complete the human check

Confirm purpose, proposed date and recipient. Remove unsupported claims. Replace every placeholder in the
approved agency system. Check the final message before sending. Nothing sends automatically through this
workflow.

6. Check whether it helps

Compare drafting plus review and correction time with the usual process. Record problems and whether staff
actually use the guide. A fluent draft alone is not evidence of business value.
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Policy information and follow-through

A second workflow: preserve the missing information

Fictional training text, not real policy wording:

Document A, section 2: "Example limit: $100,000. Subject to Endorsement B."
Endorsement B is not supplied.

Ask the tool to extract the stated amount, cite the supplied document and section, and identify missing
material. Do not ask it to decide coverage.

Expected handling: record the $100,000 stated in Document A, section 2; flag that Endorsement B is missing;
do not conclude the applicable limit. Obtain the missing material and route it to the licensed reviewer.

Reject "The policy provides $100,000 of coverage." That converts incomplete information into a conclusion. A
real workflow requires permitted documents, a suitable handling method and qualified review of the full
applicable policy.

What completion looks like

» Management reviews and approves the agency policy.

 Both guides include agreed inputs, instructions, sources, checking steps and stop conditions.

« Tests record ordinary and failure cases, errors found and corrections. Unresolved material failures block the
affected workflow's release.

« Staff practice the process at the walkthrough or agreed written exercise.

» The day-30 review records use, task time including review, problems and the agreed adjustment.

Responsibilities

Sam prepares and reviews Orpheion's work. The agency approves its rules and retains responsibility for
insurance advice. The setup is not a security audit, legal opinion, coverage determination, certification or
guarantee against errors or losses.

Next step

Discuss your agency's two tasks with Sam. Scope, dates and readiness are confirmed before payment.
Service terms and information-handling notice: www.orpheion.com/terms and www.orpheion.com/privacy.

Orpheion | hello@orpheion.com
11205 Lebanon Road, Suite 509, Mount Juliet, TN 37122-5545

Mail correspondence only; no walk-in office.
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