30-Day Tracker
Claude AI for Beginners 2027 · Chapter 17
About 30 to 45 minutes a day. Never miss twice. On a bad day, do ten minutes instead of nothing.
Week 1: Foundations
	Day
	Task
	Done

	1
	Project 1: Your AI Work Profile. Start the time log.
	 

	2
	Practice the BRIEF method on three real tasks
	 

	3
	Project 2: The 10-Minute Document Review
	 

	4
	Project 3: Spreadsheet Cleanup and Chart
	 

	5
	Review the week. Finish the time log.
	 


 
Week 2: Context and output
	Day
	Task
	Done

	6
	Total and map the time audit. Pick the top three tasks.
	 

	7
	Project 4: Client Project Workspace
	 

	8
	Project 5: Report to Slide Deck, outline only
	 

	9
	Project 5: build and review the deck
	 

	10
	Project 6: Research Brief with Sources
	 


 
Week 3: Automation
	Day
	Task
	Done

	11
	Connect email and calendar. Start Project 7: Inbox Triage.
	 

	12
	Project 10: Meeting Notes to Action Items
	 

	13
	Project 8: House-Style Skill
	 

	14
	Project 9: run the weekly report by hand
	 

	15
	Schedule the weekly report
	 


 
Week 4: Assistant and income
	Day
	Task
	Done

	16-20
	Project 11: Your Personal AI Assistant
	 

	21
	Project 12: spec and first build
	 

	22
	Project 12: test, fix, and share
	 

	23-24
	Project 13: Freelance Offer and Proposal Kit
	 

	25
	Repeat a two-day time log and compare
	 

	26-30
	Buffer days for catching up
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