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What this toolkit is

This toolkit is for managers, operators, founders and small-business owners who want Al to support useful
work.

It focuses on simple workflows you can repeat: planning, summarising, writing, analysis, process
improvement and follow-up. The goal is not to automate judgement. The goal is to reduce low-value friction
so people can think better and act faster.

Principles for useful AI work

Use Al where the task is repetitive, messy or draft-heavy.

Keep human judgement in decisions, people issues and customer promises.

Use Al to create a first draft, not the final truth.

Give context before asking for output.

Ask for risks, assumptions and missing information.

Keep sensitive data out of tools unless your business has approved the workflow.

Save prompts that work so the team can repeat them.
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Workflow 1 - Daily reset

Use this when the day feels scattered.

Prompt - Act as a calm productivity assistant for a business operator. Here is my current task list, meetings
and deadlines. Create a realistic plan for today. Identify the highest-impact work, the tasks to defer, the tasks
to delegate and the risks | should watch.

Daily focus:

Top three actions:

What to delegate:

What to defer:
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Workflow 2 - Weekly operating rhythm

Use this at the start or end of the week.

Prompt - Turn these notes into a weekly operating plan. Include priorities, risks, decisions needed, customer
focus, team focus and follow-up actions. Keep it practical and suitable for a small business.

Weekly priorities:
Known risks:
Decisions needed:

Follow-up actions:

Workflow 3 - Turn notes into action

Use this after meetings, calls, site visits or busy shifts.

Prompt - Turn these rough notes into a clean action list. Use a table with action, owner, deadline, priority and
status. Do not invent owners or dates. Mark missing information clearly.
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Workflow 4 - Draft better communication

Use this when a message needs to be clear and calm.

Prompt - Rewrite this message so it is direct, respectful and easy to act on. Keep the tone calm. Remove
blame. Make the expected action clear. Keep it under [word count] words.

Message to improve:

Audience:

Desired action:
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Workflow 5 - Build a simple SOP

Use this when a process lives in someone's head.

Prompt - Convert this process into a simple standard operating procedure. Include purpose, owner, when to
use it, step-by-step instructions, quality checks, common mistakes and escalation points.

Process name:

Owner:

Steps:

Checks:

Escalation:

rickyrecalcati.com 05



RICKY RECALCATI Al PRODUCTIVITY TOOLKIT

Workflow 6 - Review a report
Use this when a report has too much information.

Prompt - Review this report and summarise the most important changes. Separate signal from noise. Identify
what improved, what declined, what needs attention and what decision should be made next.

Important changes:

Risks:

Decision needed:

Next action:
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Workflow 7 - Think through a decision
Use this before acting on a meaningful decision.

Prompt - Help me review this decision. List the options, trade-offs, risks, assumptions, reversible parts,
irreversible parts and the smallest next step. Do not make the decision for me. Help me think clearly.

Decision:

Options:

Risks:

Smallest next step:

rickyrecalcati.com 07



RICKY RECALCATI Al PRODUCTIVITY TOOLKIT

Workflow 8 - Create a customer response
Use this when a reply needs empathy and structure.

Prompt - Draft a customer response based on these facts. Be empathetic, accountable and clear. Do not
admit fault beyond the facts provided. Do not overpromise. Include the next step and expected timing.

Customer issue:

Facts:

Next step:

Timing:
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Workflow 9 - Improve training material
Use this when a team member needs a clearer explanation.

Prompt - Turn this task into a training guide for a new team member. Include what good looks like, why the
task matters, steps, checks, common mistakes and how a manager should assess understanding.

Task:

Standard:

Common mistakes:

Manager check:
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Workflow 10 - Personal productivity review

Use this weekly to improve your own operating system.

Prompt - Review this list of work completed, missed tasks, interruptions and outcomes. Identify patterns.
Suggest one system improvement, one habit to stop and one priority for next week.

What worked:

What created friction:

System improvement:

Next week priority:

Prompt library for common tasks

Prompt - Summarise this text into five bullet points and list any decisions or actions hidden inside it.
Prompt - Create three versions of this message: concise, warmer and more formal.

Prompt - Identify what information is missing before | can make this decision.

Prompt - Turn this messy idea into a clear brief with objective, audience, constraints and deliverables.
Prompt - Create a checklist for this recurring task.

Prompt - Review this plan and tell me where it may fail.

Prompt - Turn this customer feedback into themes and possible improvements.

Prompt - Create a one-page update for a busy manager.
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Al workflow review

Did this workflow save time?

Did it improve clarity?

Did it reduce repeated work?

Did it protect sensitive information?
Did a human check the output?

Is the prompt worth saving?

Should the workflow become a team standard?
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Continue Exploring

Scaling Hospitality

Why Better Systems Build Better Businesses

Your Life Is the Sum of Small Decisions

Resources Library

rickyrecalcati.com
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https://www.rickyrecalcati.com/books/scaling-hospitality
https://www.rickyrecalcati.com/articles/why-better-systems-build-better-businesses
https://www.rickyrecalcati.com/articles/your-life-is-the-sum-of-small-decisions
https://www.rickyrecalcati.com/resources
https://www.rickyrecalcati.com

