THE AJJ TOOLBOX
AI Handoff Planner
Map your biggest time drains to specific AI tools and prompts
Use this planner after completing the 10-Minute Time Audit from Chapter 6. The audit tells you where your time is going. This planner tells you what to do about it.

Step 1: Your 10-Minute Time Audit
Think about yesterday, or the last full workday you had. List every task you spent more than 15 minutes on. Then label each one:
$ (Dollar sign)  Directly generates revenue or requires your specific expertise.
★ (Star)  Involves a relationship that only you can manage.
🕐 (Clock)  Needs to get done, but AI could handle it with the right information. This is your AI opportunity.
	Task (what did you spend time on?)
	Time spent
	Label ($  ★  🕐)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Total time on clock items this week:  


Step 2: Your Biggest Clock Item
Look at your clock items. Which one costs you the most time? Write it here.

My biggest clock item:  


How much time it takes me each week:  


The AI tool or approach I will try first (see the table below):  


I will try this on (date):  


Step 3: The Five Biggest Time Drains and the AI Fix for Each
Find your clock items in the table below. The right column gives you the AI tool and approach to try first.

	Time Drain
	Typical Cost
	AI Tool
	How to Hand It Off

	1. Email
	2+ hrs/day
	ChatGPT or Claude
	Describe the email situation and ask for a draft reply. Build a template library for your 10 most common customer emails.

	2. Social Media Content
	1-2 hrs/day
	ChatGPT or Claude + Buffer or Later
	Give AI your content themes, business type, audience, and tone. Batch a full week of posts in 30 minutes.

	3. Scheduling and Coordination
	45-60 min/day
	Calendly, Motion, or Reclaim.ai
	Share a booking link. Clients self-schedule. No more back-and-forth emails to find a meeting time.

	4. Reports and Summaries
	1-2 hrs/week
	ChatGPT or Claude
	Export data from your accounting or POS system. Paste it in and ask for a plain-English summary.

	5. Customer Communications
	30-60 min/day
	ChatGPT or Claude
	Build AI-generated templates for your 10 most common customer situations. Customize in seconds.



Step 4: Track Your Results
After one week using your first AI workflow, record your results here.

Task I handed off to AI:  


Time it used to take me:  


Time it takes now:  


Hours saved per week:  


What I did with that time instead:  


Next step: pick the second-biggest clock item from your list and repeat the process.

NOTE: These tools companion Chapter 6 of AI Jiu-Jitsu: Run Circles Around the Big Guys. For more prompts and tools organized by chapter, visit AJJtoolbox.com.
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