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Al Productivity Guide

An NLP-Based Al Workflow & Productivity Worksheet

Purpose
Use Al as a productivity partner—not as a replacement for thinking. This guide helps you clarify outcomes, design better
prompts, build repeatable workflows, and use NLP principles to improve focus, communication and execution.

Core idea: Better output starts with a well-defined outcome. NLP tools in this worksheet are used for goal clarity,
language precision, state management, chunking, reframing and feedback—not as a guarantee of Al accuracy.

Name: Date:

Main work area: Current Al skill (1-10):

Important: Always review Al-generated information, especially for legal, financial, medical, security,
client-confidential, or other high-stakes work. Never paste sensitive information into an Al tool unless you are
authorized to do so.
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1. NLP Outcome: What Do You Want Al to Help You Achieve?

Before opening an Al tool, define the outcome. Vague requests create vague outputs.

What specific result do | want from Al?

What will | SEE when the task is successfully completed?

What will | HEAR/read in the final output?

What will | FEEL or experience when this work is done?

Who is the final output for, and what do they need from it?

What is NOT part of this task?
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2. Al Opportunity Audit

Identify repetitive or time-consuming work that Al can support. Start with low-risk tasks and keep human judgment
where it matters.

m Research / information gathering m Brainstorming
m Content outlines m Drafting emails
m Social media ideas m Website copy

m Summarizing documents m Meeting / call notes

m Data organization m Spreadsheet assistance

m Customer-response drafts m Learning / explanation

m Code assistance m Quality-checking

m Repurposing existing content m Creating checklists / SOPs

My 3 highest-value Al opportunities are:

Which task currently consumes the most time?

Which task is repetitive enough to turn into a reusable workflow?
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3. NLP Chunking: Break Work Into Al-Friendly Steps

Large tasks become easier when chunked into smaller outcomes. Instead of asking Al to “do everything,” create a
sequence.

Stage What | need Al to do

1. Understand

2. Research / gather

3. Structure

4. Draft / create

[¢)]

. Critique / check

6. Improve

7. Finalize

What is the smallest useful Al step | can start with?

Which step must remain under my direct human review?
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4. NLP Language Precision — Better Prompts

Use precise language. Think of a prompt as an outcome specification, not a magic sentence.

Prompt element

Role / perspective

Task / outcome

Context

Audience

Inputs / source material

Constraints

Tone / style

Format

Quality criteria

What to avoid

Write your specification
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Reusable prompt skeleton: “Act as [role]. Help me achieve [specific outcome]. Context: [context]. Audience:

[audience]. Use [inputs]. Follow these constraints: [constraints]. Return the result as [format]. Judge quality by

[criteria]. Before finalizing, check for [errors/omissions].”
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5. Meta Model: Improve Weak Al Requests
When your prompt is vague, challenge the missing information before asking Al to produce a final answer.
Vague request Precision question
“Make it better.” Better in what way—clarity, conversion, tone, accuracy, length, or structure?
“Write for everyone.” Who exactly is the audience? What do they already know?
“Give me a good plan.” What outcome, deadline, resources and constraints define a good plan?
“Make it professional.” What does professional mean here—formal, concise, executive, persuasive, or

technical?
“Use the best strategy.” Best according to which criteria, audience, budget, risk and timeframe?
“Al keeps giving bad answers.” What specifically is inaccurate, missing, inconsistent or unusable?

Rewrite one of my current Al prompts using at least 3 precision questions.
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6. Model a Productive Al Workflow

NLP modeling asks: what sequence does a skilled person actually follow? Capture your best workflow and turn it into a
repeatable Al-assisted process.

Think of atime you completed this type of task exceptionally well. What did you do FIRST?

What did you notice or check before the next step?

What decision caused you to move forward, revise, or stop?

What standards did you use to judge quality?

Which part can Al support without reducing quality?

Which part requires my expertise, judgment or relationship skills?
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7. State Management Before Al Work
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Your internal state affects the quality of your instructions, decisions and review. Choose a useful state before starting.

Choose the state you want to access:
m Focus

m Creativity

m Critical thinking

m Flexibility

m Calm
m Confidence
m Courage

m Discipline

m Curiosity
m Patience
m Clarity

m Resourcefulness

Recall areal experience when you naturally had this state. What were you SEEING, HEARING and FEELING?

What small cue can remind you to access this state before an important Al task?

What would | do differently if | approached the task from this state?
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8. Reframing Al Resistance & Productivity Beliefs

Use reframing to examine unhelpful interpretations. Do not force positive thinking; look for a more useful and realistic
perspective.

What do | currently believe about using Al that may reduce my productivity?

What evidence supports this belief? What evidence challenges it?

What useful intention might this belief be protecting? (quality, control, privacy, identity, etc.)

What is a more balanced belief that protects the same value while allowing useful Al support?

What behavior would follow from the new belief?
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9. Human + Al Ecology Check

Productivity is not simply doing more. Check the wider impact of an Al workflow on quality, people, privacy, learning
and sustainability.

What will this Al workflow improve?

What could it accidentally make worse?

Could it reduce my own learning, critical thinking, creativity or relationship quality?

What information must remain private or require extra care?

Where must a human review, approve or make the final decision?

What safeguard will | build into the workflow?
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10. Build One Repeatable Al Workflow

Choose one recurring task and design a simple repeatable system. The goal is to save time without sacrificing
judgment.

Workflow element My answer

Recurring task

Trigger: when does it start?

Input: what information do | provide?

Al step 1

Al step 2

Human review

Final output

Storage / next step

Success measure

How much time does this task take now?

How much time do | expect the Al-assisted version to take?

What quality check will prevent bad output from reaching the client/audience?
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11. 7-Day Al Productivity Experiment

Do not overhaul your entire workflow at once. Test one improvement, measure it, learn, and iterate.

Day Experiment / action Time saved Quality / learning

At the end of 7 days, what evidence will tell me this workflow is worth keeping?

What will | change if the result is not good enough?

NLP-Based Al Productivity Guide Page 12



EmpowerMindNow
03468188864

12. Al Productivity Audit

Review your system using evidence rather than excitement. Al is useful when it creates meaningful improvement.
1 = not yet, 5 = consistently

Statement 1 2 & 4 5

Al helps me achieve clearer outcomes.

My prompts contain enough context and constraints.

| break complex tasks into manageable steps.

| use Al for tasks where it genuinely adds value.

| critically review Al output before using it.

My workflow protects confidential or sensitive information.

Al saves me meaningful time.

Al improves quality, not just speed.

| retain human judgment where it matters.

| have at least one repeatable Al workflow.

My highest-value Al improvement from this worksheet is:

The one workflow | will implement first is:

My next action and date:

Final reminder: The goal is not to use Al everywhere. The goal is to deliberately combine human intention, clear
language, useful states, sound judgment and Al capability to create better results with less wasted effort.
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