
Smart Planning with AI



Icebreaker: 
If AI Could 
Do One 
Chore 
Forever...



If I get this accomplished – this was time well spent



Here’s some of the stuff we can do

• Fix emails

• Manage my email

• Manage my calendar

• Project status report out practice

• Write a song in maybe 10 minutes

• Build a presentation deck in 10 minutes

• Create a podcast

• Create a virtual advisory board

• Translate a video to a foreign language



Where are you now?



Quick demos of the basics (prompt and picture)

• ChatGPT

• CoPilot

• Claude

• Gemini

• Perplexity



Level 1: Getting Started with Routine Automation

Automating Repetitive Tasks: Generating reports, 
summarizing documents, drafting standard emails, or 
creating daily schedules based on input.
Data Organization and Entry: Filling in or sorting data 
fields, tagging content, or preparing summaries.
Basic Text Generation: Drafting email templates, social 
media posts, or simple customer responses.



Level 2: Improving Efficiency with Intermediate Task 

Management

Enhanced Data Analysis: Generating insights from data, 
identifying trends, or creating visual summaries.
Writing Assistance: Creating drafts, providing grammar checks, 
suggesting improvements, or restructuring content for clarity.
Research Assistance: Finding relevant information, summarizing 
key points, or gathering resources for specific topics.
Task Prioritization and Management: Assisting with project 
planning, providing reminders, or setting up timelines for complex 
workflows.



Level 3: Enhancing Creativity and Strategic Insights

Content Creation: Writing articles, generating graphics (e.g., 
DALL-E for images), or drafting video scripts based on prompts.
Personalized Recommendations: Tailoring content or messages 
based on user input and past behavior, like product 
recommendations or feedback summaries.
Problem-Solving Assistance: Analyzing complex problems and 
generating potential solutions or suggestions, although still 
requiring human refinement.
Training and Tutorials: Developing and personalizing learning 
paths or training materials for skills development.



Level 4: Solving Complex Problems with Human Collaboration

Strategic Decision Support: Generating data-backed insights, 
running simulations, or providing pros and cons for decision-
making.
Scenario Planning and Forecasting: Using historical and real-time 
data to predict trends, identify risks, or simulate scenarios.
Product Development and Innovation Support: Assisting in 
brainstorming sessions, generating prototype designs, or offering 
iterations based on feedback.
Advanced Problem Solving with Custom Models: Using AI to 
address highly specialized problems, such as custom solutions for 
industry-specific needs, with extensive human guidance.



Overview of tools



Generative

Pre-Trained

Transformer



Get Productivity Turbocharged

Maximize output through AI assistance

Get Personal Time

Reclaim hours through automation

Two New Meanings for GPT

A poor life this if, full of care, we have no time to stand and stare – Leisure (William Henry Davies)



Wouldn’t it be great 

if…



 Organize my emails – Step One (the Setup)

In Co-Pilot:

• Click your profile icon in the top right corner.

• Go to Settings.

• Select Connectors.

• From there, you can link services like Outlook, Gmail, Google 
Drive, and more.

• Once your Outlook account is connected, I’ll be able to search 
your emails and help identify ones that might need a reply.



 Organize my emails – Step One (the Setup)

In Co-Pilot:

• Click your profile icon in the top right corner.

• Go to Settings.

• Select Connectors.

• From there, you can link services like Outlook, Gmail, Google 
Drive, and more.

• Once your Outlook account is connected, I’ll be able to search 
your emails and help identify ones that might need a reply.



 While we’re there

If you are using Google Drive or One Drive – go ahead and 

connect them to allow for better searching later.

(Will not work with icloud)



 Step Two

Please go through my emails and tell me the ones that might 

need attention.

(As far as I know this is a Co-Pilot window only operation)



 Activity: Calendar Planning Assistance

Works the same – see Phil co-pilot for details on the first week 

of his calendar and what he did.



Activity: Fix my email

 1. The “Over It” Vendor Follow-up

Subject: RE: Your Timeline

• Look, I’ve emailed three times. This is ridiculous. You said 30 days, it’s been 53. Are you ghosting me or what? If you can’t  get it done, say so. I’ll find someone who 

actually wants the business.

 2. The Angry Refund Request

Subject: Refund

• I am so done. I’ve asked three times and no one has gotten back to me. I want a refund, and I want it now. This product didn’ t do HALF of what it claimed. I’m disputing 

the charge if I don’t hear back within 24 hours.

 3. The “Subtle” Swipe at a Coworker

Subject: Update

• Just checking—any progress? I finished my part of this last week. I assume the delay is on your end?

 5. The Cold Shoulder

Subject: FYI

• Just so you know, we’ve decided to go with someone else. Thanks.

 6. The Passive-Aggressive Time Bomb

Subject: Re: Project Timeline

• I thought we agreed this would be done last week. Maybe I misunderstood when you said “ASAP.” Can you clarify what that means  on your planet?



Sample Prompts (Source PMI)



More sample queries



Humor Break: My favorite hallucination

The setup quote:

”Generative AI is like the world’s smartest intern – it just 

occasionally shows up to work drunk.”

- Jennifer Bedell



The links

• https://www.youtube.com/shorts/3v1I8OYQV0g

https://chatgpt.com/c/68782156-eb60-8001-987e-117324a34dfb
https://chatgpt.com/c/68782156-eb60-8001-987e-117324a34dfb












DEMO: Chat GPT Walk through (interactive)

• Basics

• Memory settings

• File folders



Role
Task

Format



ACTIVITY: Let’s build a presentation!

1. Get a description of the presentation you want to create.
2. Ask your AI tool of choice for an outline – number of slides you 

want. 
3. Feed the outline into Gamma.app



ACTIVITY: Am I Saying What I Think I’m Saying?

Take any of the following (yours or someone else):

An Email
A Linked In article
A Facebook post

Decide on your target audience and write a prompt to ask ”what is 
your takeaway from this?”



ACTIVITY: Create your own advisory board

1.Who are your ideal board members (pick 4-6)?
 (e.g. “A witty executive coach who never sugarcoats anything.”)
 (e.g. ”Warren Buffett.”)

2.How should they respond?
 (e.g. “Keep it short. Bullet points only. One dad joke per email.”)
 (e.g. “Use plain language. Assume I’m overwhelmed.”)
3. What kind of tasks do you want help with?
 (e.g. “Writing emails, organizing my schedule, 
 coaching me through presentations.”)

(Name your board)



Will it take my job?

I’ll be back… for your job…



Will it take my job?



Will it take my job?

I’ll be back… if you bawk…



GROUP DISCUSSION: Security and AI



 AI Security & Privacy: Do’s and Don’ts

 DO:
• Use anonymized data.

Replace names, phone numbers, and company details with placeholders.

• Double-check output.
Always review AI-generated content for accuracy and tone before sending or sharing.

• Stick to approved platforms.
Use work-approved AI tools or browser modes (like incognito/private) for sensitive queries.

• Use AI for structure, not substance.
It's safe to ask AI to organize your notes or clean up grammar — just don’t share 
confidential content.

• Ask for citations.
When using AI for facts, ask it to cite sources so you can verify them.

• Use private settings.
In ChatGPT: Turn off “Chat History & Training” when working with sensitive material.



 AI Security & Privacy: Do’s and Don’ts

 DON’T:
• Don’t share confidential or personal data.

No client names, employee info, login credentials, or financial account details.

• Don’t upload proprietary documents.
Avoid uploading contracts, business plans, or anything marked “internal use only.”

• Don’t assume it’s secure just because it’s free.
Free tools often train on what you give them — read the terms.

• Don’t blindly copy/paste outputs.
AI sometimes makes things up (a.k.a. “hallucinates”). Always verify before using.

• Don’t use AI to make legal, financial, or HR decisions.
Use it to draft or research, but let a human review anything with consequences.



 Write a Professional but Firm Follow-Up

You are a professional assistant. Draft a follow-up email to someone 

who missed a promised deadline by two weeks. Be firm but 

respectful. Emphasize the importance of  the timeline without 

sounding angry.



 Reword This Email (Make It Kinder / Clearer / Shorter)

Here’s my draft email. 

Please reword it to sound more [kind / clear / concise], while keeping 

the original intent. Don’t lose the urgency.

(Paste email here)



 Summarize This Article or Document

Summarize this article in bullet points. 

Include the key takeaways, one surprising insight, and one quote I 

could share in a meeting.

(Paste text or link if  public)



 Help Me Prioritize This To-Do List

Here’s my list of  tasks. 

Help me sort them into categories: must-do today, nice to do, and 
delegate or delay. Add a one-line reason why for each.

(Paste task list)

You can also have it go through them one by one and discuss it with you 
for more clarity.



 Brainstorm Ideas for a [Meeting / Event / Post]

I’m planning a [team meeting / staff  recognition event / LinkedIn 

post]. 

Give me 5 creative ideas that are engaging, practical, and fun — 

and feel fresh, not generic.



ACTIVITY: Let’s create a song

Suno.com



Use Case: 

Photo identification



Query: Are those yellow jackets? I’m in 
Ohio, it’s September. My son got stung 
at this spot so I set a trap, but I’m not 
sure they are yellowjackets.

Answer: Yes they are yellowjackets.

(Side note: Knowing this – I was able to 
mark the spot and re-bait the trap at the 
start of spring and catch four queens on 
their way to building new nests - again 
guided by ChatGPT)



Query: We are at an antique mall. The 
tag on this says Waterford. I don’t see a 
watermark. It is Waterford? If not, is it 
still high quality?

Answer: Probably not. Here’s where to 
look for the watermark and what it 
might look like. In any case, it’s still high 
quality, and here’s why (reasons listed)



How to do it.

• Attach the photo.
• Ask ChatGPT “What is this?” giving 

relevant background 
• (e.g. where you took the photo, 

time of year, etc.)
• Premium ChatGPT required?



DEMO: Custom GPT



Activity: Translate a video 

• Heygen



ACTIVITY: Let’s make a podcast

Notebook LM



What is your clear win you will try Monday

What role will you try first with AI?
What’s one thing you’ll try to delegate to it?
How will you measure success?
What tool will you use?



My Monday Morning AI Plan

Step One: Pick a role

What do you want AI to be for you this week? 
Writing Assistant 

 Executive Summary Generator 
 Email Rewriter (a.k.a. Tone Police) 
 Idea Bouncer / Brainstorm Buddy 
 Social Media Wingman 
 Time Saver



My Monday Morning AI Plan

Step Two: Pick a task

 What will you hand off to AI?
 Rewrite an email
 Summarize a meeting
 Draft a Linked In post or newsletter
 Organize a To-Do list
 Plan a team event
 Analyze feedback or survey responses
 Create a slide outline (?)



My Monday Morning AI Plan

Step Three: Block Time to Try It

 When will you give it 15 minutes? 

Bonus: Add a recurring calendar block: AI-Power 
Up, 15 minutes per week.



My Monday Morning AI Plan

Step Four: Reflect and Rate it

 Was it…
Faster
Better
Worth doing again

Write a quick note:
“Here’s what surprised me about using AI…”



Before we 

terminate:

Let’s talk about 

Arnold





Let’s meet the 

Tanners



Sightengine.com



<- What about this guy?



PimEyes





For more information

YouTube: Don’t buy stuff from old AI people – 
Pleasant Green



Get ChatGPT to add to this







Use Case: What am I 

doing with AI? 

(And what should I be 

doing?)



What am I doing with AI?



ChatGPT Data Export



Save file as PDF



500,000 word limit: ~6 months



Import PDF to Notebook LM 

(free version)



Notebook LM gives you the following.

Podcast talking about the PDF. 

Study guide (not the most useful for this effort, but still cool).

Briefing Doc

FAQ

Ability to ask questions for what I wrote.



Use Case: 

Spending 

Estimates and 

Prioritization



Spending Estimates and Prioritization

Idea: All business expenses were on a white board – item and expense. 

One section was required (e.g. website hosting). A second section was 

optional (e.g. new videos, additional coaching).

Query: Create a spreadsheet combining all expenses. (Easy).

Then we had fun (next slide)



Spending Estimates and Prioritization



Spending Estimates and Prioritization



Spending Estimates and Prioritization

After going through all items ChatGPT took a first cut of ranking (based on 
my answers to the questions.

It was close but I had it adjust them a little.

WARNING: Make sure you do things like this on private mode – i.e. don’t 
save. (See also “What do you know about me?”)



Use Case:

Social Media 

Sentiment 

Analysis



Facebook Sentiment Analysis – Am I positive or negative?

Step One: Export all of my posts to a file – one file per year (size limitations 
kept me from doing more).

Step Two: Convert the Facebook export to Text for import to Chat GPT.

 - I could have done print and make it a PDF.

Step Three – the query:  





Then a spreadsheet



On deck…

Linked In analysis. Estimated complete date is June 30, 2025.

Follow me on Linked In for details. 



Heygen

Free Version: Can translate your video (up to three times) into other 
languages. It also makes it look like you’re doing the speaking.

Premium (I don’t have it but I’ve seen it): Give it pictures and video 
of yourself and then add the text. You will then be the AI avatar that 
says it – in the language of your choice.

(It also has over 250 AI avatars that will do it for you).



Say hello to my little friend



Say hello to 

my little 

friend



Say hello to 

my little 

friend



Voice Enabled ChatGPT (part of app)

Pros:
• Even if you missed 

some of the 
response it’s all 
saved on your 
account.

• Convenience

Cons:
• Is this or music / 

audible book (as far 
as I can tell).

• As of 11/2024 it will 
interrupt me if I 
pause. Even if I tell it 
to wait two seconds 
after I’m done.



But be careful



Data Summary

Keynote feedback

First question: I have 41 individual feedback entries from my most recent 
keynote. What can you provide me if I upload them? Summary? Themes? Best 
positive quotes?

ChatGPT

If you upload the 41 individual feedback entries, I can provide the following: - 
**Summary**: A concise overview of the overall feedback, highlighting key 
trends or takeaways. - **Themes**: Identification of recurring topics, both 
positive and constructive, that stood out in the feedback. - **Best Positive 
Quotes**: A curated list of standout positive quotes, which can be useful for 
testimonials or promotional materials. - **Constructive Feedback**: Insights 
into areas for potential improvement, if applicable. 



Hit the SM target

Write for the intended audience

Role: SM expert.

Task: Take my post from one SM 
platform and design it for another – 
hitting the goal of most views (in this 
case).

Format: Written post for Linked In (post or 
article), Blog, Facebook, etc.



APPENDIX



Principle:
Mindset not Skillset



Principle:
Keep Learning /

Playing



Principle:
Be nice



Sample prompts!



Boyd’s Law

“Speed of iteration beats quality of iteration.”



Use Case: Am I 

positive or 

negative on Social 

Media?



Facebook Sentiment Analysis – Am I positive or negative?

Step One: Export all of my posts to a file – one file per year (size limitations 
kept me from doing more).

Step Two: Convert the Facebook export to Text for import to Chat GPT.

 - I could have done print and make it a PDF.

Step Three – the query:  





Then a spreadsheet

















After that

Pull up the html file in your browser.

File / Print / Save as PDF.





The process from there

Refine with additional ideas
One at a time put in each year.
All output to a spreadsheet or graph



Warnings

• Math had to be checked.
• Memory and processing required 

starting new threads.



The AI Population Breakout 
(Superagency, Hoffman)

 Zoomers

• AI maximalists

• Believe in going full throttle — the faster we build, the better

• Prioritize speed and innovation, sometimes at the expense of 
caution



The AI Population Breakout 
(Superagency, Hoffman)

 Bloomers

• Optimistic realists

• See AI as a powerful tool that, when used wisely, can help 
solve real-world problems

• Believe in guiding its development with values and guardrails



The AI Population Breakout 
(Superagency, Hoffman)

 Gloomers

• Pessimistic but less extreme than Doomers

• Worry about job loss, misinformation, bias, and societal 
disruption

• Often argue that AI will probably make things worse, even if 
not apocalyptic



The AI Population Breakout 
(Superagency, Hoffman)

 Doomers

• Believe AI will inevitably destroy 
humanity

• Focus on existential risks, AI 
takeover, and worst-case 
scenarios



AI Tips – Louie Peters (CEO of Towards AI)

Match functionality to your needs: Choose models with capabilities (images, audio, etc.) that fit 
your specific tasks—for beginners, start with ChatGPT 4o. 

Check context window size: For long documents or complex instructions, models like Gemini 2.5 
Pro offer up to 1M tokens.

Use benchmarks wisely: Check the metrics most relevant to your use case (math, coding, writing)—
more on that below.

Calculate your ROI: Expensive models (like o1 Pro) are worth it only when reliability saves more 
time than they cost.

Experiment regularly: Build your own intuition by testing multiple models—Louie personally uses 
5-6 different models 20-30 times a day.
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