	PRODUCTIVITY AGENT — FILE 01
My Operating Manual
A standing brief that tells your agent exactly who you are and how to work with you.



This file is a permanent briefing document written for Claude — not a worksheet for you. Fill in every bracketed field and replace the example text in the elaboration sections with your own information. Once done, upload this file directly into your Productivity Agent project folder.

	IDENTITY



	Name & Role

	My name is [YOUR FULL NAME] and I work as a [YOUR JOB TITLE OR ROLE].



	Industry

	I operate in the [YOUR INDUSTRY] space — e.g. marketing, finance, real estate, healthcare, consulting.



	Experience Level

	I have been doing this work for [X YEARS] so calibrate your explanations accordingly. Don't over-explain things I already know.




	GOALS



	These are the goals I am currently working toward:

	Example (delete this and replace with your own):
In the next 90 days, I want to close my first three enterprise clients, hit $15K in monthly recurring revenue, and launch a lead generation system that runs without my daily involvement. My 12-month goal is to replace my salary entirely through this business.




	This is what success looks like for me in concrete terms:

	Example (delete this and replace with your own):
Success means $10K/month by Q3, a pipeline of at least 20 qualified leads per month, and a business that does not require me to work more than 40 hours per week to maintain.




	The biggest thing slowing me down right now is:

	Example (delete this and replace with your own):
I am spending too much time on low-value admin work and not enough time on outreach and content creation. I need systems that handle the repetitive parts so I can focus on the high-leverage activities.





	HOW I WORK



	Daily Tools

	Every day I use: [LIST YOUR TOOLS] — e.g. Google Docs, Notion, Slack, Excel, email, Zapier. Reference these when suggesting workflows.



	Work Style

	I prefer to work [alone / with a small team / within a large organization] so frame your advice accordingly.



	Peak Hours

	I do my best thinking [in the morning / in the afternoon / late at night] — keep this in mind when helping me plan my day.




	BACKGROUND & CONTEXT



	My relevant background and experience:

	Example (delete this and replace with your own):
I have a degree in business administration and 6 years of experience in B2B sales. I've managed teams of up to 8 people and have built two small online businesses from scratch, one of which I sold in 2022. I'm comfortable with data, spreadsheets, and CRM tools.




	Things about my situation Claude should always be aware of:

	Example (delete this and replace with your own):
I am a solopreneur with a limited budget. I work with clients primarily in the professional services space. Everything I build needs to be lean and low-overhead. I don't have a technical background so avoid suggesting solutions that require coding.




	My Knowledge Edge

	I am most knowledgeable about [YOUR STRONGEST AREAS] — go deeper with me here. For everything else, assume I need more context.




	HOW CLAUDE SHOULD TREAT ME



	Communication Style

	I like information delivered [e.g. short version first then detail / as direct recommendations not option lists / with concrete examples] .



	Things I do NOT want Claude to do — ever:

	Example (delete this and replace with your own):
Don't over-explain things I already know. Don't hedge every answer with 'it depends' without following up with a real recommendation. Don't use formal corporate language. Don't add unnecessary disclaimers at the end of every response. Don't give me a list of 8 options when I asked for a recommendation.




	Anything else Claude should know about me:

	Example (delete this and replace with your own):
I move fast and I want my AI to move fast with me. If you're unsure about something, ask one question — not five. I'd rather you give me a strong answer with a caveat than a cautious non-answer. I'm building a business, not writing an essay.
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