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Organize Your Day With AI
A practical guide to brain dumps, school dates and personal reflection

You do not need a perfect prompt. Start with the part of life that feels scattered. Pick a section, try the example 
and make the result your own. You can type or speak in whichever AI app you use. If voice or photo uploads are 
unavailable, type the details instead.

1 Turn scattered notes into a plan
Dentist at 2. A phone number with no explanation. Three things you meant to do yesterday. Let’s give those 
sticky notes somewhere useful to go. No need to introduce them in alphabetical order. Your AI does the sorting. 
Your calendar does the remembering.

1  Open one conversation. Name it something you will recognize, such as My Weekly Brain Dump. Use it to 
collect this week’s loose details. Keep a copy of the useful list in your notes or calendar so you can find it later.

2  Give it the messy version. Say or type everything on your mind. Include dates, times and who is responsible 
when you know them. Leave out private information you do not need to share. Replace real names or phone 
numbers with labels if that is enough.

Copy or say this
I’m going to give you a messy list of things on my mind. Wait until I say “done” before organizing it. Sort it 
into appointments, tasks and information to keep. Flag anything missing a date, time or explanation. Do not 
invent details. Then ask me one question at a time about what is unclear. Here is my list: [add your notes].

3  Check and choose. Read the organized version. Correct mistakes, choose what matters today and ask for a 
realistic next step. For example: “I have 30 minutes. Which of these can I reasonably do, and what can wait?”

A made up example
Your note: “Dentist Tuesday at 2; Carl’s number; return shoes by Friday.”
Useful result: confirm the dentist’s exact date and whether 2 means 2 p.m.; ask who Carl is and what to do with 
the number; add returning the shoes as a task due Friday.

4  Put reminders where they will work. Add confirmed appointments and deadlines to your calendar or task 
app. A tidy chat is not a reminder. AI may not remember across chats or send notifications. Before you finish, 
open your calendar and confirm each event and reminder is there.
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2 Get school dates out of the backpack
Early release. Spirit Week. Pajama day. One flyer can create a surprising amount of calendar work. This section 
helps you turn those details into events you can check and use, even if you skipped the brain dump section.

1  Gather the source. Collect the flyers, school emails or notices. If your AI accepts images, photograph the 
notice clearly. Crop out children’s names, student numbers, addresses or other unnecessary personal details. If 
uploads are unavailable, type or paste the event details.

2  Ask for an organized list. Give the school year and the month or year the notice belongs to. Dates without a 
year can land on the wrong day. Include your time zone when times are involved.

Copy or say this
Help me organize the school dates in this notice. The school year is [year to year] and my time zone is [time 
zone]. For each event, list its name, exact date including year, weekday, start and end time if provided, 
location and anything we need to bring or prepare. Mark missing or unreadable details as “confirm.” Do not 
guess. Flag any date and weekday that do not match. Do not create any calendar events yet. [Attach the 
notice or add the details.]

3  Compare with the notice. Check every date and time against the original. Confirm whether an early-release 
time is dismissal rather than the usual school end time. For Spirit Week, check the theme for each individual day. 
Ask the school about anything unclear.

4  Add the confirmed events. In your calendar app, create an event, enter the checked title and date, add a time 
or mark it all-day, and choose the right calendar. Put supplies or clothing in the description. Set a reminder that 
gives you time to prepare, then save.

Make the reminder useful
Pajama day: an all-day event with a reminder the evening before.
Early release: an event at the confirmed dismissal time, with a pickup reminder early enough for travel.
Supplies needed: a separate preparation reminder if you need to buy or pack something.

5  Verify it actually saved. Open the calendar on the right date. Check the event, calendar, year, time zone and 
reminder. Check device notification settings too. If you ask an AI connected to your calendar to add events, 
review what it proposes and verify the result in the calendar yourself. Available actions depend on your app and 
setup.

Keep this conversation useful
Ask: “Make a short checklist of what I need to pack this week.” Keep the original notice until everything is 
checked. Update events when the school sends a change. AI can help you organize the notice; the school 
remains the source for the dates.
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3 Reflect on the year in your own words
A cup of coffee and a few good questions can be enough. Use this section at Thanksgiving, at year end or 
whenever you want to pause. There is no requirement to turn your reflection into a productivity project. The 
thoughts and gratitude belong to you.

1  Start with a conversation. Type or speak. You can skip any question. Ask AI to slow down, rephrase or wait if 
you need a little thinking time. Share only what you are comfortable putting into the app.

Copy or say this
Help me reflect on the past year and what I want to carry into the holiday season. Ask me the questions 
below one at a time and wait for each answer. Do not answer for me or assume how I feel. Let me skip 
anything. When we finish, ask whether I want help putting my thoughts into a short reflection that sounds 
like me. Use only what I actually shared, keep my meaning and do not invent memories or people. Here are 
the questions: [paste the questions below].

Questions to use
1. What went well this year, including something small that I might overlook?

2. What was difficult, and what helped me through it?

3. What am I proud of, even if nobody else noticed?

4. Who or what am I thankful for? Is there a specific moment that comes to mind?

5. What made everyday life a little easier?

6. What do I want to keep doing as the holiday season gets busy?

7. What can I set down, simplify or say no to?

8. What do I want to make room for in the weeks ahead?

2  Choose what to keep. You can leave it as a private conversation, save a few lines in your journal or write a 
thank-you note to someone. You do not have to post it. If you want a gratitude list, ask AI to pull one from your 
answers without adding anything new.

3  Make it yours. Read any draft aloud. Remove words you would never say. Correct anything that does not feel 
true. Ask: “Keep my wording where possible and make this less polished.” You are the final editor.

Want more practical help
Want more practical help? If this guide helped, AI Without the Overwhelm ($47) is the next step: my recorded 
course on using AI in everyday life, in plain language and on your own schedule. Find it at meetprojectecho.com.
Tonya Cariker | Founder of Project Echo
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