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A complete system of workflows, templates and prompts for planning, client
delivery and business admin, without extra complexity.
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A simple sequence for putting the system into
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Client Project Workflow Templates

A repeatable path from first conversation to
finished work

Time Blocking with Al Support

Protect important work with a realistic calendar
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Keep invoices, replies and follow-ups from piling
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Who this is for

Solo freelancers, independent consultants and independent professionals who want more
consistency and less chaos, especially people who feel busy but not fully in control of their work.

How to use it

Begin with two sections Adapt the templates Use Al as support

Start with daily planning and Change labels and fields so Al helps inside the workflows.
the project workflow. Use they fit your type of freelance Review its output and keep
them for two weeks before work. your own judgment.

adding more.

Please note: results vary by tool version and settings, so review Al output before relying on it.
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SECTION 1 - DAILY AND WEEKLY PLANNING FRAMEWORKS Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| The Freelancer's Planning Problem

Freelancers manage clients, marketing, administration and their own development at once. Without
a structure, days become reactive and important work slips.

o Separate three kinds of work

Divide your time into client work, business-building work such as marketing, and
administration. Each needs its own protected space.

a Plan the week before the day
A weekly plan shows how much time is really available. Daily plans then become simple
choices from the week.

a Put client deadlines first
Mark delivery dates and client calls, then place your own business tasks around them.

n Limit the daily list
Choose three priorities at most. Longer lists feel productive but rarely get finished.

a Review and adjust
End each week by noting what moved forward and what needs a different approach.

PROMPT 1 - WEEKLY PLANNER

| am a freelance [ROLE]. This week | have these client deliverables: [LIST WITH DATES], these
business tasks: [LIST], and [N] working hours. Draft a realistic weekly plan with client work first
and flag anything that does not fit.

Tip: Treat your own business tasks as if they were client work. Schedule them, or they will be
postponed forever.
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SECTION 1 - DAILY AND WEEKLY PLANNING FRAMEWORKS Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Daily Plan for Freelancers

Complete this each morning in about five minutes.

DATE

CLIENT COMMITMENTS TODAY calls, deadlines, deliveries

TOP THREE PRIORITIES

BUSINESS TASK FOR TODAY marketing, learning or admin

MESSAGES | MUST ANSWER

WHAT I WILL NOT DO TODAY

FIRST ACTION
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SECTION 1 - DAILY AND WEEKLY PLANNING FRAMEWORKS Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Freelancer Weekly Plan

Balance client work with business-building tasks. Write the main item for each slot.

Slot Mon Tue Wed Thu Fri

Client work

Client work 2

Marketing

Admin

Learning

Buffer
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SECTION 1 - DAILY AND WEEKLY PLANNING FRAMEWORKS Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Three Prompts for Freelance Planning

Remove client names and confidential details before pasting anything into an Al tool.

e Fit the work to the week

Use it when: You have more work than hours.
PROMPT

| have [N] working hours this week. Client work: [LIST WITH ESTIMATES]. Business tasks:
[LIST]. Tell me what fits, what to postpone, and whether | should adjust any deadline with a
client.

a Choose the daily three

Use it when: You need a quick decision.
PROMPT

From these tasks [LIST], choose the three best priorities for today based on deadlines,
client importance and effort. Explain each choice in one sentence.

n Weekly wrap-up

Use it when: You want to close the week.
PROMPT

Using these notes from my week [PASTE], summarize what moved forward, what stalled
and what to carry into next week. Keep it under 120 words.
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SECTION 1 - DAILY AND WEEKLY PLANNING FRAMEWORKS

| Weekly Planning Checklist

Al PRODUCTIVITY SYSTEM FOR FREELANCERS

Complete this before the week begins, ideally on Friday afternoon or Sunday evening.

Look back

C] Reviewed last week's results

C] Noted unfinished tasks

() Checked unpaid invoices

O Collected client feedback

Business

() Scheduled one marketing task

O Scheduled admin time

(') Planned learning or practice

C] Planned rest and offline time
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Look ahead

C] Listed deadlines and calls

C] Estimated time for each project

C] Chose top three weekly outcomes

(] Marked busy and quiet days

Prepare

(] Told clients about any delays

(] Prepared files and materials

C] Blocked focus time

[j Cleared the inbox
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SECTION 1 - DAILY AND WEEKLY PLANNING FRAMEWORKS Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Example: A Realistic Freelance Week

This fictional week shows how a freelance designer balances clients and business tasks.

MONDAY
Weekly plan, two client emails, invoice follow-ups and a short marketing task.

TUESDAY
Two long focus blocks on client project A. One call at 3 pm.

WEDNESDAY
Client project B revisions in the morning, a portfolio update in the afternoon.

THURSDAY
Deep work on project A, final checks and delivery before 5 pm.

FRIDAY
Admin, reflection, one learning hour and a buffer for anything that slipped.

WHAT MADE IT WORK
Client work was placed first, each day had a flexible buffer and only three priorities were chosen
daily.

WHAT WAS LEFT OUT
A new website idea was written on the ideas list instead of started mid-week.
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SECTION 2 - CLIENT PROJECT WORKFLOW TEMPLATES Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Astandard Project Workflow

A consistent workflow makes every project easier to start, manage and finish. It also gives clients
confidence that you are organized.

o Intake

Collect the client's goals, deadline, budget range and key contacts before you commit.
Clear information prevents misunderstandings.

a Agreement

Confirm scope, deliverables, timing and payment terms in writing. Seek professional advice
for contracts where needed.

a Kickoff

Share a short plan with milestones, review points and how you will communicate.

n Delivery

Work in stages, share updates at agreed points and gather feedback early rather than late.

a Closeout

Deliver final files, confirm acceptance, request feedback and note lessons for next time.

PROMPT 5 - WORKFLOW BUILDER

| am a freelance [ROLE]. Typical projects take [N] weeks. Create a five-stage project workflow
from intake to closeout, with 3 to 5 steps per stage and one message template | could send at
the start of each stage.

Tip: Write your workflow once and reuse it. Small improvements after each project add up.
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SECTION 2 - CLIENT PROJECT WORKFLOW TEMPLATES Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| ClientIntake Form

Use this to gather essential information before you quote or begin. Share it as a form or use it as a
call script.

CLIENT AND CONTACT PERSON

WHAT THEY WANT TO ACHIEVE

DELIVERABLES EXPECTED

DEADLINE AND KEY DATES

BUDGET RANGE

WHO APPROVES THE WORK

THINGS TO AVOID OR PAST EXPERIENCES

HOW AND WHEN WE WILL COMMUNICATE
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SECTION 2 - CLIENT PROJECT WORKFLOW TEMPLATES Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Project Milestone Tracker

List the milestones for one project, with dates and status. Update it when you send client updates.

No. Deliverable Due date Status Client approval

10
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SECTION 2 - CLIENT PROJECT WORKFLOW TEMPLATES Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Three Prompts for Project Workflows

Replace placeholders with your own details and remove confidential information first.

° Scope questions

Use it when: You want to avoid vague briefs.
PROMPT

A client asks for [DESCRIPTION OF REQUEST]. List 12 questions | should ask to clarify scope,
deliverables, timing and approval before | give a quote.

° Kickoff message

Use it when: You are starting a project.
PROMPT

Write a friendly kickoff message to a client for the project [PROJECT]. Include the
milestones [LIST], how | will share updates, what | need from them and the first date to
expect.

° Scope creep response

Use it when: The client requests extras.
PROMPT

A client has asked for [EXTRA REQUEST] outside our agreed scope of [SCOPE]. Draft a polite
reply that acknowledges the request, explains it is additional work and offers options.
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SECTION 2 - CLIENT PROJECT WORKFLOW TEMPLATES

| Project Kickoff Checklist

Run through this list at the start of each project.

Agreement

() Scope is written down
C] Deliverables are listed
() Timeline is agreed

() Payment terms are clear

Plan

() Milestones are on my calendar
O Time blocks are reserved
O Risks are noted

() First update date is set
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Al PRODUCTIVITY SYSTEM FOR FREELANCERS

Information

C] Brand and brief received

C] Access to needed accounts

(] Key contacts confirmed

D Feedback process agreed

Communication

(] Kickoff message sent

[j Shared folder created

(] Preferred channel agreed

(] Response times understood
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SECTION 2 - CLIENT PROJECT WORKFLOW TEMPLATES Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Project Closeout Template

Complete this when a project ends, while the details are fresh.

PROJECT AND CLIENT

WHAT WAS DELIVERED

CLIENT FEEDBACK

WHAT WENT WELL

WHAT WAS DIFFICULT

TIME SPENT VERSUS TIME ESTIMATED

CHANGES FOR NEXT PROJECT

FOLLOW-UP DATE TO CHECK IN WITH THE CLIENT
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SECTION 3 - PROPOSAL AND DELIVERY SUPPORT PROMPTS Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Proposals That Build Trust

A good proposal shows that you understand the client’s problem, explains what you will do and
makes the next step easy. It does not need to be long.

o Start with their problem

Open with a short summary of what the client wants to achieve, in their own language. This
shows you listened.

Explain your approach simply
Describe the steps you will take and what the client will receive, without jargon.

State scope and exclusions
Be clear about what is included and what is not. This protects both sides from surprises.

Give clear timing and price
List timeline, milestones and cost. Offer options if appropriate.

Finish with the next step
Say exactly what happens if they accept, such as signing, a deposit or a kickoff date.

PROMPT 9 - PROPOSAL DRAFT

Draft a one-page proposal for [CLIENT TYPE]. Their goal: [GOAL]. My services: [SERVICES].
Timeline: [TIMELINE]. Price: [PRICE]. Structure: understanding, approach, deliverables, exclusions,
timeline, price, next step. Keep a warm, professional tone and avoid exaggerated claims.

Tip: Never promise results you cannot control. Describe what you will do, not what the market will do.

Al PDF Bundles - aipdfbundles.com Page 15



SECTION 3 - PROPOSAL AND DELIVERY SUPPORT PROMPTS Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Three Prompts for Proposals

Use these as a starting point and always edit for accuracy and personality.

n Summarize the brief

Use it when: The client sent a long message.
PROMPT

Summarize this client brief in five bullets: goals, deliverables, deadline, budget signals and
open questions. Then list questions | should ask before quoting.

[PASTE BRIEF]

n Offer options

Use it when: You want to give choices.
PROMPT

Based on this project [DESCRIPTION], outline three package options (basic, standard,
extended) with deliverables and the difference in scope. Do not suggest prices; | will add
them.

n Polite follow-up

Use it when: You sent a proposal and heard nothing.
PROMPT

Write a short, friendly follow-up email for a proposal sent [N] days ago. Offer to answer
questions, mention the next step and avoid sounding pushy.
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SECTION 3 - PROPOSAL AND DELIVERY SUPPORT PROMPTS Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Proposal Outline

Use this structure to prepare a proposal before you write it out.

CLIENT AND THEIR GOAL

MY UNDERSTANDING OF THE PROBLEM

APPROACH AND KEY STEPS

DELIVERABLES INCLUDED

EXCLUSIONS

TIMELINE AND MILESTONES

PRICE AND PAYMENT TERMS

NEXT STEP AND VALIDITY PERIOD
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SECTION 3 - PROPOSAL AND DELIVERY SUPPORT PROMPTS Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Example: A Proposal Outline

This fictional outline shows the structure for a small website project.

UNDERSTANDING
A local studio needs a simple, clear website to display its classes and let people contact them.

APPROACH
Discovery call, page plan, design draft, revision round, build and launch support.

DELIVERABLES
Four pages, a contact form, basic search-friendly structure and a short guide for updating text.

EXCLUSIONS
Photography, logo design, ongoing hosting and ongoing maintenance, which can be quoted
separately.

TIMELINE
About five weeks from the agreed start date, with a review at weeks two and four.

PRICE AND TERMS
A fixed fee split into a deposit and a final payment. Terms confirmed in a written agreement.

NEXT STEP
Reply to confirm, and a kickoff call will be scheduled within three working days.
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SECTION 3 - PROPOSAL AND DELIVERY SUPPORT PROMPTS Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Three Prompts for Delivery

Use these to keep clients informed and projects on track.

B Progress update

Use it when: You want to share status.
PROMPT

Write a short progress update for a client. Done: [LIST]. In progress: [LIST]. Next: [LIST]. Need
from the client: [LIST]. Keep it friendly and under 150 words.

n Handle a delay

Use it when: You will miss a date.
PROMPT

Draft an honest message telling a client that [DELIVERABLE] will be delayed from [OLD
DATE] to [NEW DATE] because of [REASON]. Apologize briefly and explain how | will keep the
new date.

B Request feedback

Use it when: You need clear input.
PROMPT

Write a message asking the client for feedback on [WORK] by [DATE]. Ask three specific
questions and explain how to respond easily.
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SECTION 3 - PROPOSAL AND DELIVERY SUPPORT PROMPTS

| Delivery Checklist

Check these items before you send final work.

Quality

() Work matches the agreed scope

() Details and spelling are checked

C] Files open and work properly

O Links and references are correct

Communication

() Delivery message is clear

() Next steps are listed

() Review period is stated

() Feedback request is included
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Al PRODUCTIVITY SYSTEM FOR FREELANCERS

Handover

C] File names are clear

C] Instructions are included

(] Access and logins are transferred

(] Source files are shared if agreed

Close

(] Invoice is ready

(] Testimonial request is planned

(] Project folder is archived

[j Lessons are noted
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SECTION 4 - TIME BLOCKING WITH Al SUPPORT Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Time Blocking for Freelancers

Freelancers control their calendar, which is both a freedom and a risk. Time blocking turns good
intentions into protected time.

o Start with client deadlines
Block the time that deliveries will really take, including review and revisions.

a Block focus time first
Place one or two long focus blocks a day for demanding work. Everything else fits around
them.

a Group admin and communication
Batch email, invoices and calls into short, fixed blocks instead of checking constantly.

n Reserve a business block
Schedule weekly time for marketing, learning and improving your systems.

B Add buffers

Leave space between blocks and an open block each day. Freelance days rarely go exactly
to plan.

PROMPT 16 - SCHEDULE OPTIMIZER

My working hours are [HOURS]. Fixed commitments: [LIST]. Client work: [LIST WITH ESTIMATES].
Business tasks: [LIST]. Build a time-blocked week with focus blocks first, batched admin and
daily buffers.

Tip: Treat the Al schedule as a draft. Adjust it to your energy and your clients’ habits.
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SECTION 4 - TIME BLOCKING WITH Al SUPPORT Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Freelancer Weekly Time Blocks

Pencil in your fixed commitments first, then focus blocks, admin and buffers.

Time Mon Tue Wed Thu Fri

8:00
9:00
10:00
11:00
12:00
1:00
2:00
3:00
4:00
5:00
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SECTION 4 - TIME BLOCKING WITH Al SUPPORT

| Capacity Planner

Understand how much client work you can really accept.

WORKING HOURS PER WEEK

HOURS FOR ADMIN AND BUSINESS TASKS

HOURS AVAILABLE FOR CLIENT WORK

TYPICAL HOURS PER PROJECT

CURRENT COMMITMENTS

BUFFER I WANT TO KEEP percentage or hours

NUMBER OF NEW PROJECTS I CAN ACCEPT
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SECTION 4 - TIME BLOCKING WITH Al SUPPORT Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Three Prompts for Scheduling

Use these to plan and re-plan without long manual work.

n Fit a new project

Use it when: A client asks to start soon.
PROMPT

My current plan is [PASTE]. A new project needs about [N] hours and a deadline of [DATE].
Tell me whether it fits, what | would need to move, and what to say to the client.

n Rebuild the week

Use it when: A disruption changed your plans.
PROMPT

My week was planned as [PLAN]. [DISRUPTION] has used [N] hours. Suggest the smallest
changes to protect my top client deadlines.

n Estimate honestly

Use it when: You tend to underestimate.
PROMPT

For the project [DESCRIPTION], break the work into tasks, estimate each with a range, add
20% for revisions and unexpected items, and total the hours.
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SECTION 4 - TIME BLOCKING WITH Al SUPPORT Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Protecting Your Blocks Checklist

Use this list to keep your calendar working for you.

Boundaries

C] Focus blocks are marked busy

C] Clients know my response times

(') 'have an end-of-day time

() Notifications are paused in blocks

Review

() Icheck the plan each morning

() lupdate it midweek

() 'compare plan with reality

() Iadjust estimates
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Flexibility

(] Daily buffer exists

C] I know what to drop first

(] Rescheduling is easy

() Urgent matters have a process

Rest

C] Lunch and breaks are scheduled

(] One half-day is lighter

(] Weekends are mostly work-free

(] Holidays are planned in advance
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SECTION 5 - REVIEW AND IMPROVEMENT LOOPS Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Why Freelancers Need Review Loops

Without feedback you repeat the same problems. Short, regular reviews let you improve your
workflow, pricing and habits steadily.

o Review weekly

Spend fifteen minutes on what you finished, what slipped and what to change.

Review monthly
Look at income patterns, client satisfaction, time use and the quality of leads.

Ask what you would change
For each problem, choose one small change to test rather than overhauling everything.

Record decisions
Write down what you decided and why. This avoids repeating debates with yourself.

Celebrate progress
Note completed projects and kind client comments. They help you keep going during tough
periods.

PROMPT 20 - REVIEW ANALYSIS
Here are my notes from the past month: [PASTE]. Identify three patterns, one thing to continue,

one to stop and one experiment to try next month. Keep it practical and balanced.

Tip: Keep your review notes in one file. Patterns become visible over several months.
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SECTION 5 - REVIEW AND IMPROVEMENT LOOPS Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Weekly Review for Freelancers

Complete this at the end of each week.

CLIENT WORK COMPLETED

BUSINESS TASKS COMPLETED

WHAT SLIPPED AND WHY

CLIENT FEEDBACK RECEIVED

WHERE TIME WENT WELL AND BADLY

ONE IMPROVEMENT FOR NEXT WEEK

TOP PRIORITIES FOR NEXT WEEK
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SECTION 5 - REVIEW AND IMPROVEMENT LOOPS Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Monthly Business Review

Complete this at the end of each month. Take thirty minutes.

MONTH PROJECTS FINISHED

PROJECTS IN PROGRESS INCOME AND INVOICES STATUS your own figures
MARKETING ACTIVITY CLIENT SATISFACTION NOTES

BIGGEST WIN BIGGEST CHALLENGE

WHAT | WILL CHANGE GOALS FOR NEXT MONTH
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SECTION 5 - REVIEW AND IMPROVEMENT LOOPS Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Three Prompts for Reviews

Remove client names and private numbers before sharing notes with an Al tool.

n Process improvement

Use it when: Something keeps going wrong.
PROMPT

Here is a recurring problem in my freelance work: [PROBLEM]. Ask me five questions to find
the cause, then suggest three small process changes.

a Monthly summary

Use it when: You want a quick recap.
PROMPT

Turn these notes into a one-page monthly summary with progress, challenges, lessons
and priorities for next month: [PASTE]

a Client feedback themes

Use it when: You received feedback from several clients.
PROMPT

Group the following feedback into themes, list what clients appreciated and what they
would like improved, and suggest two changes. Paraphrase only.

[PASTE FEEDBACK]
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SECTION 5 - REVIEW AND IMPROVEMENT LOOPS Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Example: A Small Improvement Loop

This fictional example shows how one review led to one useful change.

OBSERVATION
Three projects in a row ran late because feedback from clients arrived slowly.

CAUSE
The feedback request was vague, and there was no stated deadline for responses.

CHANGE
Feedback requests now include three specific questions and a response date in the first line.

TEST
Applied to the next two projects.

RESULT
Feedback arrived two days sooner on average, and the projects finished on time.

RECORD
Added the new request format to the project workflow and saved it as a template.

LESSON
One clear change, tested over a few projects, worked better than a complete redesign.

WHAT THE FREELANCER AVOIDED
Rewriting the whole workflow or blaming the clients. The review pointed to a small, fixable detail in
how requests were phrased.

WHAT TO TRY YOURSELF
Look at your last three projects, find one repeated delay, and write a single change you can test
on the next one.

Al PDF Bundles - aipdfbundles.com Page 30



SECTION 6 - ADMINISTRATION AND FOLLOW-UP PATTERNS Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| simple Admin Patterns

Admin is rarely exciting, but it keeps a freelance business running. Short, regular routines prevent it

from becoming a monthly crisis.

Set a weekly admin hour
Invoices, expenses, filing and replies fit into a single recurring block.

Use templates for repeated messages

Save quotes, reminders and thank-you notes as templates. Personalize them quickly before
sending.

Track follow-ups in one place
Record who you are waiting on and when to check in. Do not rely on memory.

Invoice promptly
Send invoices as soon as work is delivered or milestones are met, following your agreement.

Keep records tidy
Organize receipts and documents so tax time is easier. Check local rules or ask a qualified
adviser for tax and legal questions.

PROMPT 24 - ADMIN ROUTINE

| am a freelance [ROLE] working [N] hours per week. Suggest a simple weekly admin routine of
about one hour that covers invoices, replies, filing and follow-ups, in order of priority.

Tip: This guide is general information and not legal, tax or financial advice.
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SECTION 6 - ADMINISTRATION AND FOLLOW-UP PATTERNS Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Admin Routine Planner

Define a repeatable admin routine you can maintain.

WEEKLY ADMIN TIME day and hour

INVOICING STEPS

EXPENSE AND RECEIPT ROUTINE

EMAIL AND MESSAGE TIMES

FOLLOW-UP SYSTEM where and how often

DOCUMENTS | NEED TO KEEP ORGANIZED

MONTHLY ADMIN TASKS
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SECTION 6 - ADMINISTRATION AND FOLLOW-UP PATTERNS Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Three Prompts for Admin and Follow-Up

Always read and edit messages, and avoid sharing sensitive financial details with Al tools.

a Polite payment reminder
Use it when: An invoice is overdue.

PROMPT

Draft a polite, firm reminder for an invoice that was due [N] days ago. Mention the invoice
number [NUMBER], ask for a payment date and offer to help with any questions. Keep it
under 100 words.

a Thank-you and feedback

Use it when: A project is finished.
PROMPT

Write a short thank-you message to a client after finishing [PROJECT]. Ask for brief
feedback and, if they are happy, whether they would consider a testimonial.

a Check-in message

Use it when: You want to stay in touch.
PROMPT

Write a friendly check-in message for a past client | worked with [N] months ago. Share
one useful tip related to their business and ask how things are going. Keep it natural and
low pressure.
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SECTION 6 - ADMINISTRATION AND FOLLOW-UP PATTERNS Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Follow-Up Tracker

Track who you are waiting on and when to follow up.

Waiting for Date asked Follow up on Status

10

n

12
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SECTION 6 - ADMINISTRATION AND FOLLOW-UP PATTERNS Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Weekly Admin Checklist

Work through this in your weekly admin block.

Money

(] Sentany outstanding invoices

C] Checked for late payments

C] Recorded expenses

() Savedreceipts

Documents

() Filed agreements

() Backed up key files

() Archived finished projects

O Checked folder names
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Communication

C] Cleared the inbox

(] Replied to pending messages

(] sent follow-ups

(] Updated the tracker

Business

(] Reviewed upcoming deadlines

(] Planned marketing task

(] Updated my portfolio notes

(] Noted one improvement
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PUT IT INTO PRACTICE Al PRODUCTIVITY SYSTEM FOR FREELANCERS

| Your two-week start plan

Add one part of the system at a time. The goal is something you can maintain, not a perfect theory.

Start daily planning

Days1-3
Use the daily plan for freelancers each morning and the weekly plan on Friday.

Create your project workflow

Days 4-7 Build a workflow and an intake form from the templates and use them for your next
project.

Prepare a proposal template

Days 8-10
Write a proposal outline you can reuse and a standard delivery update message.

Block your calendar
Fill in the freelancer weekly time blocks, including buffers and a business block.

Days 11-12

Run your first review
Complete the weekly review and note one improvement.

Day 13

Set an admin routine
Choose a weekly admin hour and start the follow-up tracker.

Day 14

Apply the daily planning and project workflow for two weeks before adding more. Keep Al as support and
review everything it produces. Results vary by tool version and settings.
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