
FOCUS + EXECUTION / PREMIUM GUIDE

AI PRODUCTIVITY

COACH
PLAN. FOCUS. EXECUTE. REVIEW.

A practical system for turning priorities, time, energy,
focus, habits, communication, automation, and AI
assistance into a sustainable productivity workflow.

PRIORITY SYSTEM

Choose what matters and reduce decision noise.

FOCUS DESIGN

Protect deep work, energy and attention.

SMARTER WORKFLOWS

Batch, automate and delegate repetitive work.

COACHING LOOP

Review performance and improve the system.
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Define the Productivity Outcome

DIRECTION
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A productivity system should optimize for meaningful output, not constant activity. Define what better productivity would
change in your work: more completed priorities, fewer rushed deadlines, more deep work, better recovery, or more time for
high-value decisions.

OUTCOME

Choose the result that matters most.

CONSTRAINT

Identify the time, energy, or attention limit you must
respect.

SIGNAL

Pick the evidence that shows improvement.

BOUNDARY

Decide what you will stop doing to protect the outcome.

PRACTICAL CHECKLIST

Write one measurable productivity outcome.

Separate 'busy' from 'useful'.

Name the constraint that causes the most friction.

Choose one behavior you will reduce or remove.

COACHING ACTION

Finish this sentence: 'My productivity system should help me produce [result] while protecting [constraint] and reducing [low-value
behavior].'
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Audit Your Workload
AUDIT
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Before optimizing your schedule, understand what is already consuming it. A workload audit reveals hidden admin,
recurring interruptions, duplicated effort, low-value meetings, context switching, and tasks that should be automated,
delegated, delayed, or deleted.

CORE WORK

Tasks directly connected to your most important outcomes.

MAINTENANCE

Necessary work that keeps projects and systems running.

NOISE

Low-value activity that feels urgent but changes little.

LEVERAGE

Tasks that can be automated, templated, or delegated.

PRACTICAL CHECKLIST

Track one normal workday before redesigning it.

Group similar tasks instead of judging them individually.

Look for repeated low-value work.

Estimate energy cost as well as time cost.

COACHING ACTION

List everything you did yesterday and label each item Core, Maintenance, Noise, or Leverage.
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Build a Priority System
PRIORITIES
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A useful priority system reduces decision-making. Instead of asking 'what should I do now?' dozens of times per day, rank
work by impact, urgency, dependency, and strategic relevance.

IMPACT

How much does completing this move the goal?

URGENCY

Does delay create a real cost or only anxiety?

DEPENDENCY

Is someone or something blocked by this task?

EFFORT

Can the result be achieved with a smaller action?

PRACTICAL CHECKLIST

Keep the top priority list short.

Separate deadlines from self-created urgency.

Move low-impact tasks out of prime focus hours.

Review priorities when inputs change, not every 15 minutes.

COACHING ACTION

Choose your top 3 outcomes for the week, then allow daily tasks to compete only if they clearly support one of them.
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Turn Goals Into Next Actions
EXECUTION
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Large goals create friction when the next physical or digital action is unclear. Break outcomes into visible steps that can be
started without another planning session.

OUTCOME

Describe the finished result.

MILESTONE

Define the next meaningful checkpoint.

NEXT ACTION

Write the smallest clear action that moves work forward.

BLOCKER

Identify information, approval, or dependency that prevents
action.

PRACTICAL CHECKLIST

Use verbs: draft, call, compare, review, send, build.

Avoid vague tasks such as 'work on website'.

Keep next actions small enough to begin immediately.

Separate planning tasks from execution tasks.

COACHING ACTION

Rewrite one vague project as Outcome -> Milestone -> Next Action -> Blocker.
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Design Time Blocks
TIME BLOCKING
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Time blocking protects attention by giving important work an appointment with your calendar. The goal is not to schedule
every minute, but to reserve realistic windows for work that otherwise gets pushed aside.

DEEP WORK

Reserve uninterrupted blocks for cognitively demanding
work.

ADMIN

Batch messages, approvals, and small tasks.

BUFFER

Leave space for overruns and unexpected work.

RECOVERY

Schedule breaks before fatigue decides for you.

PRACTICAL CHECKLIST

Match block length to task difficulty.

Do not fill 100% of available time.

Protect the first 10 minutes from setup friction.

Use recurring blocks for recurring high-value work.

COACHING ACTION

Create tomorrow's calendar with one deep-work block, one admin batch, one buffer block, and one recovery period.
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Match Work to Your Energy
ENERGY
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Productivity depends on cognitive energy as much as available time. Place difficult tasks in periods when concentration,
patience, and working memory are strongest.

PEAK

Use your best energy for thinking, writing, design, or
decisions.

STEADY

Use moderate energy for collaboration and execution.

LOW

Use low-energy periods for routine admin and maintenance.

RECOVERY

Protect sleep, movement, meals, and breaks as performance
inputs.

PRACTICAL CHECKLIST

Track energy for several days instead of guessing.

Do not waste peak hours on inbox cleanup.

Move repetitive work to lower-energy windows.

Plan demanding work before you are already tired.

COACHING ACTION

Mark tomorrow's hours as Peak, Steady, or Low, then move your hardest task into Peak time.



AI PRODUCTIVITY COACH / PREMIUM GUIDE

Build a Deep Work Routine
DEEP WORK
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Deep work becomes easier when the start sequence is predictable. Reduce setup decisions so your brain recognizes the
transition from normal activity to focused production.

TRIGGER

Use the same cue: time, location, playlist, or checklist.

TARGET

Define what 'done' means for the block.

BARRIER

Remove notifications, tabs, and unrelated tools.

CLOSE

End by recording progress and the next action.

PRACTICAL CHECKLIST

Start with a realistic focus duration.

Write the target before the timer begins.

Keep capture paper nearby for unrelated thoughts.

Stop the block with a clear restart point.

COACHING ACTION

Create a 4-step deep-work ritual you can repeat without thinking.
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Design the Focus Environment
ENVIRONMENT
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The environment should make the intended behavior easier than distraction. Small changes to notifications, browser layout,
phone placement, and visible cues can reduce repeated attention leaks.

DIGITAL

Close irrelevant tabs and disable nonessential alerts.

PHYSICAL

Remove visual clutter and keep required tools ready.

ACCESS

Make distractions slightly harder to reach.

CUE

Keep the current priority visible.

PRACTICAL CHECKLIST

Use full-screen or single-task layouts.

Keep the phone out of arm's reach during focus blocks.

Create separate browser profiles for work and personal use.

Use one visible task, not a wall of reminders.

COACHING ACTION

Remove three distractions from the workspace before the next focus session begins.
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Create a Task Triage System
TRIAGE
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Not every incoming task deserves immediate action. Triage helps you decide quickly whether to do, schedule, delegate,
clarify, automate, or delete.

DO

Complete small, high-value work when switching cost is low.

SCHEDULE

Give important work a real time block.

DELEGATE

Move tasks that do not require your judgment.

DELETE

Remove work with no meaningful consequence.

PRACTICAL CHECKLIST

Use one inbox for uncategorized tasks.

Clarify ambiguous requests before accepting them.

Avoid turning every message into a task.

Review unscheduled items before they become stale.

COACHING ACTION

Process your current task list using Do, Schedule, Delegate, Clarify, Automate, or Delete.
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Plan the Day Around Outcomes
DAILY PLAN
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A daily plan should make success visible before the day begins. Use a small number of outcomes, realistic time blocks, and
one recovery plan for interruptions.

TOP 1

The single outcome that would make the day worthwhile.

TOP 3

A maximum of three meaningful results.

BLOCKS

Reserve time for the hardest work first.

FALLBACK

Decide what to cut if the day is disrupted.

PRACTICAL CHECKLIST

Plan tomorrow before ending today.

Keep the list smaller than your available capacity.

Name outcomes, not just activities.

Protect one buffer period for unexpected work.

COACHING ACTION

Write tomorrow's Top 1, Top 3, calendar blocks, and fallback plan in under five minutes.
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Run a Weekly Planning Session

WEEKLY PLAN
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Weekly planning connects projects, deadlines, calendar capacity, and strategic priorities. It prevents each morning from
becoming a new negotiation about what matters.

REVIEW

Close loops from the previous week.

SELECT

Choose the week's most important outcomes.

CAPACITY

Check meetings, deadlines, and available focus time.

PROTECT

Reserve time for priority work before the calendar fills.

PRACTICAL CHECKLIST

Review open projects and waiting items.

Check next week's calendar before committing to goals.

Limit major outcomes to realistic capacity.

Move unfinished work deliberately rather than automatically.

COACHING ACTION

Run a 20-minute weekly review: wins, open loops, priorities, capacity, calendar blocks, and risks.
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Design a Better Calendar
CALENDAR
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Your calendar is a capacity map, not only a meeting list. Use it to protect focus, transitions, preparation, and recovery.

ANCHORS

Place fixed commitments first.

FOCUS

Reserve blocks for high-value individual work.

TRANSITION

Leave time before and after demanding meetings.

WHITE SPACE

Keep unscheduled capacity for reality.

PRACTICAL CHECKLIST

Avoid back-to-back meetings all day.

Use recurring focus blocks when possible.

Include preparation time for complex meetings.

Do not schedule over every open minute.

COACHING ACTION

Look at next week and protect at least three focus blocks before adding optional meetings.
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Make Meetings Earn Their Time

MEETINGS
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Meetings are expensive because they consume multiple people's attention at once. Use them when synchronous
discussion, decisions, or alignment are truly required.

PURPOSE

State the decision or outcome required.

INPUT

Share information before the meeting when possible.

ATTENDEES

Invite only people required for the outcome.

OUTPUT

End with decisions, owners, and next actions.

PRACTICAL CHECKLIST

Cancel meetings with no clear outcome.

Use written updates for status reporting.

Start with the decision, not background history.

Record ownership before everyone leaves.

COACHING ACTION

Take one recurring meeting and redesign it around Purpose, Input, Attendees, Decision, and Actions.
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Control Email and Messages
INBOX
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Constant inbox checking fragments attention. Batch communication when response speed does not materially affect the
outcome.

BATCH

Choose specific windows for email and chat.

FILTER

Automate newsletters, alerts, and low-priority messages.

TEMPLATE

Reuse answers for recurring questions.

ESCALATE

Create a separate route for truly urgent issues.

PRACTICAL CHECKLIST

Turn off visual and audio alerts for noncritical channels.

Use subject lines and short replies to reduce back-and-forth.

Create canned responses for frequent requests.

Do not use the inbox as a task manager.

COACHING ACTION

Choose two or three communication windows and keep the inbox closed outside them for one day.
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Automate Repetitive Work
AUTOMATION
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Automation is most useful when the process is frequent, predictable, and low-risk. Start with repetitive coordination,
formatting, routing, reminders, and information transfer.

REPEAT

Find tasks performed the same way many times.

STANDARDIZE

Document the steps before automating them.

AUTOMATE

Use rules, templates, scripts, or workflow tools.

CHECK

Keep human review where errors would be costly.

PRACTICAL CHECKLIST

Automate stable processes before messy ones.

Track exceptions and failures.

Do not automate unnecessary work.

Document how to disable or override automations.

COACHING ACTION

Choose one task you repeat at least weekly and write its Trigger -> Steps -> Output -> Exception path.
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Use AI as a Task Assistant
AI ASSISTANT
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An AI productivity coach is strongest when it reduces planning friction, summarizes information, prepares drafts, compares
options, and helps you think through priorities - not when it invents facts or makes unreviewed decisions.

PLAN

Turn goals and constraints into a realistic action plan.

DRAFT

Create first versions of emails, outlines, checklists, or briefs.

ANALYZE

Compare options, identify gaps, and surface tradeoffs.

REVIEW

Use human judgment for priorities, commitments, and
high-impact decisions.

PRACTICAL CHECKLIST

Give AI real constraints and deadlines.

Ask it to separate facts from assumptions.

Use it to reduce blank-page work.

Review outputs before acting on them.

COACHING ACTION

Give AI your Top 3 priorities, available hours, meetings, and constraints; ask for a realistic schedule with tradeoffs.
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Build Habits Around Systems
HABITS
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Productivity habits work better when they are attached to reliable cues and environments. Build small repeatable behaviors
that protect the system rather than relying on motivation.

CUE

Attach the behavior to a consistent event.

SMALL START

Make the first version easy to complete.

VISIBLE

Track the behavior without turning tracking into work.

RECOVER

Define how to restart after a missed day.

PRACTICAL CHECKLIST

Focus on consistency before intensity.

Use environment design to reduce resistance.

Track only habits connected to meaningful outcomes.

Never require perfection to continue.

COACHING ACTION

Choose one productivity habit and define its Cue, Minimum Version, Tracking Method, and Restart Rule.
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Break Procrastination Loops
PROCRASTINATION
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Procrastination often hides uncertainty, task size, fear of evaluation, low energy, or unclear next actions. Diagnose the
friction instead of calling it laziness.

UNCLEAR

Rewrite the task as a concrete next action.

TOO LARGE

Shrink the first step until it feels startable.

EMOTIONAL

Separate producing a draft from judging the draft.

LOW ENERGY

Move the task or reduce the required intensity.

PRACTICAL CHECKLIST

Ask what makes starting difficult.

Use a 5-minute entry step.

Remove performance expectations from the first draft.

Stop planning when action would create more information.

COACHING ACTION

Pick one delayed task and identify whether the main friction is unclear, too large, emotional, or low-energy.
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Reduce Decision Fatigue
DECISIONS
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Repeated small decisions consume cognitive energy. Standardize recurring choices so attention stays available for work
that requires judgment.

DEFAULTS

Create standard options for common situations.

RULES

Use simple if/then rules for recurring decisions.

TEMPLATES

Reuse structures instead of recreating them.

LIMITS

Reduce unnecessary options.

PRACTICAL CHECKLIST

Create defaults for recurring routines.

Use checklists for high-frequency processes.

Batch similar decisions together.

Do not optimize trivial choices repeatedly.

COACHING ACTION

Write three decisions you make every week and create a default rule for each.
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Recover From Overwhelm
OVERWHELM
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When everything feels urgent, the first job is to reduce the number of active commitments. Externalize work, identify real
deadlines, and choose the smallest set of outcomes that must survive.

CAPTURE

Move tasks out of your head.

VERIFY

Check which deadlines are actually fixed.

REDUCE

Pause, delay, or delete low-value commitments.

SEQUENCE

Choose one next action at a time.

PRACTICAL CHECKLIST

Do not solve overwhelm by making a longer list.

Separate commitments from ideas.

Communicate delays early when needed.

Protect sleep and recovery during high-load periods.

COACHING ACTION

Create a complete capture, then circle only the commitments with a real consequence this week.
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Delegate With Clear Outcomes
DELEGATION
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Delegation saves time only when ownership, outcome, context, authority, and check-in points are clear. Vague delegation
creates rework.

OUTCOME

Describe what successful completion looks like.

CONTEXT

Share relevant constraints and examples.

AUTHORITY

Clarify what the person can decide without asking.

CHECKPOINT

Set review points appropriate to the risk.

PRACTICAL CHECKLIST

Delegate outcomes, not every micro-step.

Give examples of quality where useful.

Keep one clear owner.

Review the process if the same questions recur.

COACHING ACTION

Rewrite one task as a delegation brief: Outcome, Context, Deadline, Authority, Quality Bar, Checkpoint.
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Protect Recovery and Breaks
RECOVERY
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Sustained productivity requires recovery. Breaks are not the opposite of performance; they help preserve attention, mood,
learning, and decision quality.

MICRO

Short breaks between demanding blocks.

DAILY

A clear end-of-work routine.

SLEEP

Protect the recovery window that affects everything else.

LOAD

Reduce intensity when the system is already overloaded.

PRACTICAL CHECKLIST

Schedule breaks before exhaustion.

Use movement or a change of environment when possible.

Create a shutdown ritual to reduce unfinished-work rumination.

Do not treat chronic sleep loss as a productivity strategy.

COACHING ACTION

Add one short break after each major focus block and define a consistent shutdown time for today.
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Measure What Actually Matters

METRICS
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Productivity metrics should help you make decisions. Track a small set of indicators connected to output, focus, workload,
and recovery rather than obsessing over every minute.

OUTPUT

Meaningful outcomes completed.

FOCUS

Protected deep-work time or distraction-free sessions.

LOAD

Open commitments, work in progress, or overdue tasks.

RECOVERY

Energy, sleep consistency, or sustainable workload.

PRACTICAL CHECKLIST

Use metrics to learn, not punish yourself.

Compare trends, not isolated days.

Track only numbers that could change your behavior.

Avoid measuring activity that has no connection to outcomes.

COACHING ACTION

Choose four weekly metrics: Output, Focus, Load, and Recovery. Define what action each metric could trigger.
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Run the Productivity Review Loop

REVIEW LOOP
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A productivity coach should help you learn from reality. Review what worked, what created friction, what changed, and
which part of the system needs adjustment.

NOTICE

What happened this week?

DIAGNOSE

What caused progress or friction?

ADJUST

Change one meaningful part of the system.

TEST

Run the new version long enough to learn from it.

PRACTICAL CHECKLIST

Keep review questions consistent.

Change one or two variables at a time.

Do not redesign the system after one bad day.

Capture lessons for future planning.

COACHING ACTION

Every week answer: What worked? What failed? Why? What will I keep? What will I change? What will I stop?
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Master AI Productivity Coach Prompt

MASTER PROMPT
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Use this reusable prompt to turn your priorities, schedule, workload, energy, and constraints into a practical coaching
session. Replace placeholders with your real information.

ROLE

Act as a practical productivity coach, prioritization strategist,
workflow designer, and accountability partner.

INPUTS

Goals, projects, deadlines, calendar, energy, blockers,
habits, available hours.

OUTPUT

Priorities, time blocks, next actions, tradeoffs, risk flags,
review questions.

RULES

Do not invent deadlines, commitments, availability, or facts.
Ask when critical information is missing.

PRACTICAL CHECKLIST

Separate must-do work from nice-to-have work.

Explain tradeoffs when capacity is insufficient.

Protect focus and recovery, not only task volume.

End with one clear next action and one review checkpoint.

COACHING ACTION

Save this prompt and reuse it for daily planning, weekly planning, workload triage, and review sessions.
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Productivity Coach Blueprint
WORKSHEET
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Complete this blueprint before changing tools or building complicated routines. A simple system with clear priorities is more
useful than a perfect app stack with no decision rules.

OUTCOME

What should better productivity change?

PRIORITIES

Which outcomes matter this week?

CAPACITY

How much focus time and energy are realistically available?

SYSTEM

What planning, focus, communication, and review rules will
you use?

PRACTICAL CHECKLIST

Top 3 weekly outcomes

Peak-energy windows

Deep-work blocks

Admin and communication batches

Automations or delegation opportunities

Recovery rules

Metrics and weekly review questions

COACHING ACTION

Complete the blueprint on one page, then test it for a week before adding more complexity.
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PRODUCTIVITY IS

A SYSTEM YOU CAN IMPROVE
NOT A RACE TO STAY BUSY.
You now have a complete framework for choosing priorities, protecting focus, matching work to energy, planning realistic
days and weeks, reducing distraction, improving communication, automating repetitive work, using AI as a practical
assistant, and reviewing the system with evidence instead of guesswork.

CHOOSE

Protect the few outcomes that
matter most.

FOCUS

Design time, energy and
environment around deep work.

ADAPT

Review results and improve one part
of the system at a time.

HELP US CREATE MORE FREE RESOURCES

Digital World Pulse creates practical guides, useful tools, and downloadable resources that are freely available to everyone.
Optional support helps fund research, hosting, design, testing, and future resources.

DIGITALWORLDPULSE.COM

Click the button above to visit the website.
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