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	You think; the AI files. This sheet is meant to help organize your thinking. There are also starter prompts and AI skills to support you in your experimentation [https://eastsideprep.instructure.com/courses/2305308].



	1
	Your idea


Is it workspace-shaped? Check what fits. Two or more is a good sign.
☐  I’ve reexplained this context in chat many times
☐  Input comes from many people, or over many months
☐  The disagreements matter as much as the answers
☐  I want to explore my tacit assumptions
☐  Someone will ask how I decided
My idea, in one or two sentences:
	



	2
	What you keep re-explaining


Everything you tell an AI, or a new colleague, every single time.
	Who I am (role, school), what I already believe:
Who this is for (audiences):
Constraints (time, policy, what’s already decided):
How I like to work:



	3
	The filing-cabinet test


If you managed this with index cards, what would go on each card? Write two real cards to ground your thinking.
	Card 1
	
	Card 2


Kinds of cards (circle):  things I noticed  ·  positions people hold  ·  open questions  ·  decisions  ·  sources  ·  other

	Need an idea? Workspaces we’ve built: accreditation survey planning · facilities management · tech documentation · reviewing the back-to-school email · this presentation.
In a classroom: misconception analysis across student work · revising an assignment from what students missed · differentiated versions for specific gaps · students build a workspace and submit it. File student work de-identified, in a school-managed account.




	4
	What must never be compressed (what do you need to keep)


What would be lost if someone summarized this? Keep the defaults you want; add your own.
☐  Disagreements stay disagreements: never averaged into a false middle
☐  Exact wording for anything someone will be held to
☐  Who said what, and when
	Also:


Off-limits. Always on: no names or identifying details of students or families. Anything else?
	



	5
	What you already have


These are your first artifacts. They stay whole; the AI breaks them into ideas, each pointing back.
	Documents:
Past AI conversations, emails, meeting notes:


The first thing I’ll file:
	



	6
	Keep Yourself Motivated: The month question


Imagine a month of material is in. What’s the first thing you’d ask it, and how would you check the answer?
	After a month I’ll ask:
I’ll check the answer against:



	TONIGHT
☐  In Claude (any plan, including free): turn on code execution under Settings > Capabilities, then Customize > Skills > Upload a skill > the Workspace Builder zip. Say “build my workspace” and paste your answers from this sheet.
☐  In another tool (Copilot, Gemini, NotebookLM/GeminiLM, ChatGPT): paste the Workspace Builder prompt into a new Project, Notebook or Gem.
When: ______________________        Then file your first artifact. That’s the whole start.



KEEP NEARBY
	The five phrases
“File this.” Saves the artifact, then derives notes.
“What do I think about ___?” Answers from your workspace, with sources.
“Where have I changed my mind?” Reads what you’ve retired.
“Review what you know about me.” Monthly. Retire what’s stale.
“Go wide.” Sets the workspace aside on purpose.
	Two habits
Context · Intent · Correct. When you fix an output, ask what rule the fix revealed, and add it to your how-it-works file.
You stay responsible. The notes are the AI’s reading of your thinking. Check them against the artifact; the artifact wins.
Narrow on purpose. A workspace is built from you, so it tends to agree with you. Go wide when you need fresh eyes.
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