
Build Your Own 
Bookkeeper Buddy 
Teach your junior staff to think, not just to answer. 

Bookkeeper Buddy is not a tool that gives your junior staff the answer. It's a tool 

that asks the next question, the way a good senior would if they had unlimited 

patience and unlimited time. The staff member still does the thinking. The GPT just 

makes sure they think about the right things, in the right order, every single time.  

Built correctly, this does two jobs at once: it trains junior staff on the fundamentals, 

and it removes the friction that makes teams resist AI adoption in the first place, 

because nobody feels replaced. It coaches. It doesn't decide. 

Overview
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Junior staff either guess or interrupt a senior for every small question, and both cost 

the firm. Guessing creates rework and review-cycle friction. Interrupting costs the 

senior person's time, every single day, on the same handful of questions. A 

coaching GPT absorbs that repetition without sacrificing the judgment-building 

that actually makes someone a better bookkeeper over time. 

Why This Matters

The coaching pattern has four parts: 

How It Works

 Never answer first: 
Ask a guiding question that pushes the staff member to reason it out. 

 Correct through questions, not statements: 
If they're wrong, ask a follow-up that points at what they missed. 

 Confirm and generalize: 
Once they land on the right answer, state the underlying principle so the 

lesson transfers to the next transaction. 

 Escalate the gray areas: 
Anything unusual gets flagged to a senior. It never finalizes client work. 

Circular 230 stays intact. 

This GPT is built to never finalize client work or give a definitive answer 

without a human reviewing it. That is intentional, not a limitation. Keep it 

that way when you build your own Version.

 Circular 230 stays intact
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Paste this into a Custom GPT (ChatGPT) or a Claude Project. Replace the bracketed 

sections with your firm's specifics before publishing it to your team. 

Your Bookkeeper Buddy Prompt 

System Instructions 
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ROLE 
You are Bookkeeper Buddy, a patient, encouraging mentor for junior bookkeeping and 
accounting staff at [FIRM NAME]. You have 20+ years of hands-on bookkeeping 
experience, and you genuinely enjoy teaching.  

CONTEXT 
The people using you are junior staff members who are still building their 
fundamentals in debits, credits, account classification, and basic reconciliation logic. 
They will ask you real questions about real transactions they are working on. 

HOW YOU RESPOND 
1. Never give the direct answer first. Ask a guiding question that helps them think 
through the logic themselves. 
2. If they get it wrong, don't correct them outright. Ask a follow-up question that 
points them toward what they missed. 
3. Once they arrive at the right answer (or after 2-3 rounds of guiding questions), 
confirm it clearly and explain the underlying principle in one or two sentences, so the 
lesson generalizes beyond this one transaction. 
4. If something looks unusual or outside normal policy, flag it and tell them to bring it 
to a senior team member. Never finalize or approve client work yourself. 
5. Keep a warm, encouraging tone. The goal is confidence, not just correctness. 

BOUNDARIES 
- Never state a final answer as fact without first walking through the reasoning with 
the user. 
- Never approve, post, or finalize any journal entry or client-facing document. 
- If asked something outside bookkeeping fundamentals (tax advice, legal questions, 
HR issues), redirect them to ask a senior team member or the appropriate 
department. 

 

EXAMPLE INTERACTION 
Staff: "I have a $450 charge from Amazon, what account does it go to?" 

You: "Good question. Before we pick the account, what was the $450 actually for? 
Was it something for the office, for a specific job, or something else?" 
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A GPT built only on the system prompt above will coach on generic bookkeeping 

logic. To make it actually useful for your firm, upload the documents below as 

knowledge files. This is what turns a generic coach into one that knows how your 

firm specifically operates. 

Resources to Upload 

What to Gather From Your Own Firm 
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Document Why It Matters

Your firm's Chart of Accounts Lets the GPT reference your actual account names and 
numbers instead of generic examples.

Your bookkeeping SOPs (SA-
OPS style)

Anchors coaching in your firm's actual procedures, not generic 
textbook logic.

Common client transaction 
examples (anonymized)

Gives the GPT realistic scenarios to draw from that match what 
your staff actually sees.

Your firm's escalation policy Defines exactly when the GPT should say "ask a senior" instead 
of continuing to coach.

New hire onboarding materials Aligns the GPT's teaching style and vocabulary with how you 
already train new staff.

 Before you upload anything
Sanitize any client data first. Remove client names, account numbers, and identifying details

from every example. Refer back to the Red/Yellow/Green framework, treat all firm documents

as Yellow tier unless you've confirmed otherwise.
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If you don't have these documents ready yet, use the starter templates below as a 

first draft. Fill in your firm's specifics and upload the completed version.

Starter Templates (Adapt These)

Template 1: Simplified Chart of Accounts
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ASSETS
1000 - Checking Account
1010 - Savings Account
1200 - Accounts Receivable
1500 - Fixed Assets

LIABILITIES
2000 - Accounts Payable
2100 - Credit Card Payable
2200 - Payroll Liabilities

EQUITY
3000 - Owner's Equity
3900 - Retained Earnings

INCOME
4000 - Service Revenue
4100 - Product Sales

EXPENSES
5000 - Cost of Goods Sold
6000 - Payroll Expense
6100 - Rent
6200 - Software & Subscriptions
6300 - Meals & Entertainment
6400 - Office Supplies
[ADD YOUR FIRM'S FULL COA HERE]

Template 2: Escalation Policy

Bring this to a senior team member instead of guessing when:

- A transaction is over $[DOLLAR THRESHOLD]
- You're not sure if something is a business or personal expense
- A transaction could be a related-party transaction
- Anything involves payroll tax liabilities
- A client asks a question that sounds like a tax or legal
 question, not a bookkeeping question
- You've asked yourself the same question twice and still
 aren't sure
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Template 3: Sample Sanitized Transaction Set
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1. $450 charge, vendor: 'Amazon', memo: none
2. $1,200 deposit, source: 'Client Payment', memo: 'Invoice 1042'
3. $89 charge, vendor: 'Adobe', memo: 'monthly subscription'
4. $3,500 transfer, from checking to savings
5. $220 charge, vendor: 'Local Restaurant', memo: 'team lunch’

[Replace with 10-15 real, sanitized examples from your own
client work for the strongest results]

1. Create a new Custom GPT (ChatGPT) or Claude Project. 

2. Paste the system instructions above into the configuration/instructions field.

3. Replace every bracketed placeholder with your firm's specifics. 

4. Upload your sanitized Chart of Accounts, SOPs, escalation policy, and sample 

transactions as knowledge files. 

5. Test it yourself first. Ask it 3−4 real questions and confirm it asks guiding 

questions before giving answers. 

6. Roll it out to one junior staff member before the whole team. Get their 

feedback on tone and difficulty before a full rollout. 

Setup Steps
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Bookkeeper Buddy is one instance of a pattern: ask before answering, build 
judgment, escalate what's genuinely uncertain. Here's where else that pattern pays 
off. 

5 More Coaching GPTs Worth Building 

1. W-9/1099 Assistant 
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Asks what the contractor was paid for, how much, and their entity type before answering 
whether a 1099 is needed, so staff learn the test instead of memorizing a yes/no. Flags 
aggregated-payment edge cases and never finalizes a filing decision without a senior 
sign-off. 

2. Company Handbook & Policy Coach 
Walks through the reasoning behind a policy instead of just quoting the line, so staff builds 
judgment for the next gray-area case. Escalates anything HR or legal-adjacent instead of 
answering directly. 

3. Advisory Conversation Coach 
Before a staff member walks into (or preps for) an advisory conversation, it asks what the 
client's actual situation is and what outcome they're hoping to help the client reach, then 
coaches them through what questions to ask and what to listen for, rather than scripting 
talking points to recite. Builds the instinct to diagnose a client's real problem instead of 
just delivering information at them. This is the one that helps staff grow from someone 
who reports numbers into someone who advises, the actual skill gap most firms hit when 
they try to move into advisory services. 

4. Client Question Triage Coach 
Asks the staff member what they think the answer is first, then confirms or corrects, and 
flags anything that's really a tax or legal question in disguise. Builds the skill of catching a 
question that looks simple but isn't, before a wrong answer reaches a client. 

5. New Software/Workflow Adoption Coach 
Asks what the staff member is trying to accomplish before walking them through a new tool, 
rather than dumping a how-to doc on them. The direct adoption-friction sibling to 
Bookkeeper Buddy, same story, applied to internal tool rollouts instead of accounting 
fundamentals. 

 Tip: Pick one of the five ideas above and build it the same way Bookkeeper 

Buddy was built: ask first, escalate what's uncertain. Don't skip straight to a lookup 

tool that just answers; that's a search bar wearing a costume, not a coach.
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About SmartAccountant.AI 
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SmartAccountant.AI helps accounting 

and CPA firms build, manage, and scale 

custom AI operating systems. Its SMART 

framework (Skills Making Accountants 

Revolutionized with Technology) 

combines accounting expertise with AI, 

data insights, and automation to 

streamline firm-wide workflows. 

Instead of selling standard software, 

SmartAccountant.AI equips firms with 

practical AI training and custom 

engineering services. It helps firms 

securely integrate AI into their existing 

tech stacks, automate repetitive tasks, 

eliminate manual data entry, and 

enhance their current accounting 

software and ERPs with AI-powered 

workflows. 

Jan Haugo is an AI Architect for the 

accounting profession and the founder 

of SmartAccountant.ai, a training and 

build platform focused on helping 

accounting professionals solve real, 

day-to-day pain points with practical AI 

systems. 

With more than 20 years of experience 

running a tech-forward accounting firm, 

Jan understands firsthand where 

traditional workflows break down at 

month-end bottlenecks, manual 

cleanup, client communication 

overload, and teams stretched thin by 

repetitive work. Her work today focuses 

on designing AI-powered workflows, 

custom GPTs, and implementation 

frameworks that help accountants 

move faster, reduce friction, and 

elevate their role from task executor to 

strategic advisor. 

Join AI Accounting Bootcamp
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About Ace Cloud Hosting 
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Ace Cloud Hosting is a managed cloud 

service provider for accounting firms, 

CPAs, tax professionals, and CAS 

practices. With 15+ years of experience, 

it delivers fully managed Application 

Hosting, VDI, Managed Security, and 

Managed IT Services that enable secure 

remote access, business continuity, and 

high-performance accounting 

workflows. 

Built for the demands of modern 

accounting firms, Ace Cloud Hosting 

offers 99.99% uptime, automated 45−
day backups, and 24/7 expert support 
to keep critical operations running year-

round. 

Ace Cloud Hosting has been 

recognized as the Best Outsourced 

Technology Provider in the CPA 

Practice Advisor Reader's Choice 

Awards 2023 and the Most Innovative 

Cloud Solutions Provider at the Global 

Business Awards. It also holds ISO/IEC 

27001, ISO 20000, ISO 27017, and ISO 

27018 certifications, reflecting its 

commitment to security, reliability, and 

compliance. 

BOOK A FREE TRIAL 
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