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This worksheet will help you plan your day using AI to improve focus, reduce 

stress, and make steady progress on what matters.  

 

Sample - Daily AI Productivity Workflow 

 

 

       Morning Routine (7:30 AM – 9:00 AM) 

   Outcome: Clear daily priorities and a calm, focused start. 

Task AI Tool 

Review overnight emails, summarise key threads Gmail + Gemini, Outlook + Copilot 

Confirm today’s calendar focus blocks Google Calendar + Gemini, Outlook 
Calendar + Copilot 

Prioritise today's top 5 tasks based on urgency 
and impact 

ChatGPT, Claude, Notion AI 

 

    Deep Work Focus Block (9:00 AM – 11:00 AM) 

   Outcome: High-impact work completed early while energy is strongest. 

Task AI Tool 

Block deep work time for top-priority projects Google Calendar Focus Mode, Outlook 
Focus Plans 

Break big tasks into steps Notion AI, ChatGPT 

 

  

Daily AI Productivity Workflow 
Maximize Focus, Save Time, Work Smarter - Powered by AI 
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     Midday Admin & Email (11:00 AM – 12:00 PM) 

   Outcome: Admin and communication handled efficiently. 

Task AI Tool 

Summarize and triage emails into actions Gemini, Copilot 

Use AI drafting for quick responses Gmail Smart Reply, Outlook Copilot 

Turn tasks from emails into To-Do Lists Gemini, Copilot, Notion AI 
 

 

 

   Lunch and Recharge (12:00 PM – 1:00 PM) 

   Outcome: Mental and physical reset for a strong afternoon. (No AI needed - real rest is critical!) 

 

 

   Meetings and Collaboration (1:00 PM – 3:00 PM) 

   Outcome: Meetings become productive, actionable events — not energy drains. 

 

Task AI Tool 

Summarize meetings and capture decisions live Zoom AI Companion, Teams Copilot 

Automatically generate action items Notion AI 

 

    Afternoon Review and Planning (3:00 PM – 4:30 PM) 

   Outcome: End the day with a clean wrap-up and clear tomorrow plan. 

Task AI Tool 

Summarize accomplishments and incomplete tasks Notion AI, ChatGPT 

Prioritise tomorrow’s top focus tasks Claude, Gemini 
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    Friday Weekly Reflection 

   Outcome: Continuous improvement through clear, structured weekly planning. 

Task AI Tool 

Summarize weekly achievements and key learnings  Notion AI, ChatGPT 

Set goals for next week Claude, Gemini 

 

 

    Why Use a Daily AI Workflow? 

   Reduces cognitive overload 

   Increases strategic focus 

   Automates low-value work 

   Builds energy-protective work rhythms 

   Consistently improves week over week 

 

   Result:  

You spend more time on high-impact work - and less time stuck in busy work. 


