	PRODUCTIVITY AGENT — FILE 02
Mission Control
A live snapshot of your active projects, priorities, and open blockers.



Update this file weekly. Claude references it to keep every response aligned with what actually matters right now — stale context leads to off-target advice. Replace the example text with your real projects and delete anything that no longer applies.

	ACTIVE PROJECTS



	Project 1 — Name, description, and end goal:

	Example (delete this and replace with your own):
Project: Launch Email Nurture Sequence. I am building a 7-email onboarding sequence for new leads that moves them from aware to ready-to-buy. The goal is to have a 30% conversion rate from lead to booked call by the end of this campaign.




	Project 1 — Current status:

	Example (delete this and replace with your own):
Emails 1 through 3 are written and scheduled. Emails 4 through 7 are still in draft. The biggest blocker right now is that I haven't finalized the offer on email 6. Waiting on feedback from one client before I can finalize.




	Project 1 — Deadline or next milestone:

	This needs to be completed by [DATE OR TIMEFRAME] .





	Project 2 — Name, description, and end goal:

	Example (delete this and replace with your own):
Project: Launch Email Nurture Sequence. I am building a 7-email onboarding sequence for new leads that moves them from aware to ready-to-buy. The goal is to have a 30% conversion rate from lead to booked call by the end of this campaign.




	Project 2 — Current status:

	Example (delete this and replace with your own):
Emails 1 through 3 are written and scheduled. Emails 4 through 7 are still in draft. The biggest blocker right now is that I haven't finalized the offer on email 6. Waiting on feedback from one client before I can finalize.




	Project 2 — Deadline or next milestone:

	This needs to be completed by [DATE OR TIMEFRAME] .





	Project 3 — Name, description, and end goal:

	Example (delete this and replace with your own):
Project: Launch Email Nurture Sequence. I am building a 7-email onboarding sequence for new leads that moves them from aware to ready-to-buy. The goal is to have a 30% conversion rate from lead to booked call by the end of this campaign.




	Project 3 — Current status:

	Example (delete this and replace with your own):
Emails 1 through 3 are written and scheduled. Emails 4 through 7 are still in draft. The biggest blocker right now is that I haven't finalized the offer on email 6. Waiting on feedback from one client before I can finalize.




	Project 3 — Deadline or next milestone:

	This needs to be completed by [DATE OR TIMEFRAME] .





	THIS WEEK'S PRIORITIES



	My top three priorities this week, in order:

	Example (delete this and replace with your own):
1. Finalize email 6 copy and get it approved. 2. Record and upload two new short-form videos for Instagram. 3. Follow up with the five leads who opened my proposal but haven't responded.




	The one outcome that would make this week a success:

	Example (delete this and replace with your own):
Booking at least two discovery calls from my current pipeline. Everything else is secondary to that.





	OPEN LOOPS & BLOCKERS



	What is currently stuck or waiting on something:

	Example (delete this and replace with your own):
I'm waiting on a contract revision from a client. I haven't decided whether to raise my prices for new clients yet. My content calendar for next month is still empty and I need to plan it before Friday.




	Decisions I need to make soon:

	Example (delete this and replace with your own):
Whether to bring on a part-time VA or continue solo. Whether to move my newsletter from Mailchimp to Beehiiv. What my Q4 offer will be — I keep putting this off and it needs to be decided this week.




Confused or need help? Chat with my AI agent: delphi.ai/dante-garcia   |   Follow for more AI tips: @the.agi.guide
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