
My AI-Powered Productivity Blueprint: Design Your Ideal Day/Week 

 
 

This worksheet will help you clarify your biggest time drains and intentionally design how AI can transform your daily and 

weekly routines. Fill in the blanks to create a personalized blueprint for working smarter. 

 

Part 1: Identify Your Current Time Drains 

Instruction 

Think about a typical workday or workweek. What activities consistently consume too much time, feel overwhelming, or 

lead to frustration? 

Example Drains 

Inbox management, endless meetings, tedious data entry, struggling with planning, constantly switching tasks, feeling 

distracted by notifications. 

1. My #1 Time Drain  

• How much time does it typically consume per day/week?__________________________________________ 

• How does it make me feel? _____________________________________________________________ 

2. My #2 Time Drain 

• How much time does it typically consume per day/week? _________________________________________ 

• How does it make me feel? _______________________________________________________________ 

3. My #3 Time Drain  

• How much time does it typically consume per day/week? ______________________________________ 

• How does it make me feel? _____________________________________________________________ 

 

Part 2: Envision Your Ideal AI-Powered Outcomes 

Instruction 

For each time drain identified above, imagine what the ideal outcome would be if AI completely transformed it. Be specific 

about the benefit you'd gain. 

1. For Drain #1 (e.g., Inbox Management) 

• Ideal Outcome: I would spend only [desired time, e.g., 15 minutes] on emails per day, with the most important 

messages [action, e.g., summarized and flagged automatically]. 

2. For Drain #2 (e.g., Endless Meetings) 

• Ideal Outcome: My meetings would be [quality, e.g., shorter and more focused], with [benefit, e.g., all action 

items captured and shared without manual notes]. 

3. For Drain #3 (e.g., Struggling with Planning) 

• Ideal Outcome: I would have a clear [output, e.g., daily plan] that [benefit, e.g., matches my energy levels and 

prioritizes key tasks automatically]. 

 

Part 3: Map AI Tools to Your Needs 

Instruction 

Now, based on your ideal outcomes and the AI tool categories/examples from this book (refer to Appendix 3: Master AI 

Tool Reference Guide), identify specific AI tools that can help. 

1. For Drain #1 (e.g., Inbox Management) 

• Suggested AI Tool Category: [e.g., Email AI] 

• Specific Tool(s) I'll try: [e.g., Gmail AI, Superhuman] 

• How I'll use it (mini-prompt idea): "Summarize my inbox and draft quick replies for non-urgent emails." 



 

 

2. For Drain #2 (e.g., Endless Meetings): 

• Suggested AI Tool Category: [e.g., Meeting Summarizer] 

• Specific Tool(s) I'll try: [e.g., Otter.ai, Zoom AI Companion] 

• How I'll use it (mini-prompt idea): "Record and summarize team calls, extracting all decisions and action 

items." 

3. For Drain #3 (e.g., Struggling with Planning) 

• Suggested AI Tool Category: [e.g., Calendar AI, Workspace AI] 

• Specific Tool(s) I'll try: [e.g., Notion AI, Motion] 

• How I'll use it (mini-prompt idea): "Generate a daily task list prioritized by urgency and my peak focus hours." 

 

Part 4: Design Your AI-Powered Day/Week (Mini-Routine) 

Instruction: Sketch out how AI could be integrated into a typical day or week. Focus on the transformation, not every 

single minute. 

My AI-Powered Morning (e.g., 7:00 AM - 9:00 AM) 

• Current: [e.g., Check emails, feel overwhelmed, manually plan] 

• With AI: [e.g., AI summarizes overnight emails, AI generates daily priorities, I focus on strategic tasks during peak 

energy.] 

My AI-Powered Midday (e.g., 12:00 PM - 2:00 PM) 

• Current: [e.g., Unstructured lunch, get distracted, lose momentum] 

• With AI: [e.g., AI blocks lunch/recovery time, AI filters notifications, I tackle admin tasks suggested by AI.] 

My AI-Powered Afternoon (e.g., 3:00 PM - 5:00 PM) 

• Current: [e.g., Energy dips, procrastinate, get bogged down in detail] 

• With AI: [e.g., AI drafts routine reports, AI summarizes project updates, I engage in creative or collaborative 

work.] 

My AI-Powered Evening/Wrap-up (e.g., 5:00 PM onwards) 

• Current: [e.g., Still working, can't switch off, worry about tomorrow] 

• With AI: [e.g., AI summarizes my day's accomplishments, AI preps tomorrow's priorities, I transition calmly to 

personal time.] 

 

Part 5: Your First AI "Micro-Habit" (Do It Now!) 

Instruction 

Choose one very small AI-powered action you will commit to trying today or tomorrow. This builds momentum. 

My First AI Micro-Habit 

I will use [Specific AI Tool, e.g., ChatGPT] to [Specific Action, e.g., draft a short email reply for a non-urgent message]. 

Date I'll try it: ___________________ 

 

 

Remember 

This is a living document. Your ideal workflow will evolve.  

Revisit this blueprint regularly as you gain more experience with AI and your needs change. 


