Scheduled Task Brief Template
Claude AI for Beginners 2027 · Project 9 · Chapter 10
Each scheduled run starts fresh, with no memory of your chat. The description must stand on its own. Fill in every part.
The brief
Task name
 
 
When it runs (day and time)
 
 
Sources to check, and for what dates
 
 
What to produce, and in what format
 
 
What to flag as open questions
 
 
Who it is for
 
 
Standing rule
Never send, submit, buy, or delete anything on my behalf. Produce a draft for my review.
Good to schedule or keep manual?
	Good scheduled tasks
	Keep manual

	Weekly report draft
	Sending the report

	Daily inbox and calendar briefing
	Replying to clients

	Friday summary of open action items
	Approving payments


 
Done when
☐  Two runs in a row arrived on time
☐  Each needed no more than five minutes of editing
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