
ZERO TO AI

Week 14 Guide — AMBITIOUS Level
The Efficiency Audit

Learning Outcome

Conduct a comprehensive week-long efficiency audit with detailed tracking, ROI calculations, business
impact analysis, and presentation-ready materials for performance reviews or salary negotiations.

STEP 1: Design Comprehensive Tracking (30 min)

■ Create detailed tracking spreadsheet

■ Define all metrics you'll capture

■ Set up automated calculations

■ Plan for full week of tracking (7 days)

■ Create backup tracking method

TEMPLATE: Comprehensive Tracking Spreadsheet Structure

TRACKING COLUMNS TO INCLUDE:

Required fields:

- Date/Time

- Task/Activity description

- AI tool(s) used

- Time estimate without AI

- Actual time with AI

- Time saved

- Quality impact (1-5 scale)

- Notes/observations

Optional fields for deeper analysis:

- Task category (e.g., research, writing, analysis, admin)

- Stakeholder/project

- Confidence level in time estimate (High/Med/Low)

- Unexpected benefits

- AI limitations encountered



- Would I do this without AI? (Y/N)

AUTOMATED CALCULATIONS TO SET UP:

- Total time saved (sum)

- Average time saved per use

- Time saved by category

- Daily/weekly totals

- Projected monthly/annual savings

- Uses by tool

- Quality impact average

TRACKING START DATE: ______________

TRACKING END DATE: ______________

STEP 2: Execute Full Week Tracking (7 days)

■ Track every single AI interaction for 7 consecutive days

■ Log immediately (don't wait until end of day)

■ Include weekend uses if applicable

■ Note both successes and failures

■ Capture qualitative observations

Additional text (no template box):

TRACKING DISCIPLINE TIPS:

- Set 3 daily reminders to check if you've logged recent uses

- Keep tracking document open in browser tab

- Log before switching to next task (while fresh in memory)

- Track "negative" uses (when AI didn't help) for honesty

- Note cognitive load differences (hard to quantify but real)

- Include micro-uses (quick fact checks, grammar fixes, etc.)

Remember: You're building a defensible business case. Track honestly and comprehensively.

STEP 3: Analyze All Data (60 min)

■ Review complete dataset for patterns

■ Categorize uses by type/impact

■ Identify highest-value applications



■ Calculate comprehensive metrics

■ Note qualitative insights

TEMPLATE: Detailed Metrics Analysis Framework

QUANTITATIVE ANALYSIS:

Total tracking period: _______ days

Total AI uses: _______

Total time saved: _______ hours

Time saved breakdown by category:

- Research: _______ hours (_______%)

- Analysis: _______ hours (_______%)

- Writing/Creation: _______ hours (_______%)

- Review/QA: _______ hours (_______%)

- Admin/Other: _______ hours (_______%)

Time saved by tool:

- ChatGPT: _______ hours

- Claude: _______ hours

- Perplexity: _______ hours

- Other: _______ hours

Frequency analysis:

- Daily AI uses: _______ (average)

- Most productive day: _______ (_______ uses, _______ hours saved)

- Least productive day: _______ (_______ uses, _______ hours saved)

Impact distribution:

- High impact uses (3+ hours saved): _______

- Medium impact uses (30min-3hrs saved): _______

- Low impact uses (<30min saved): _______

EXTRAPOLATIONS:

Daily average time saved: _______ hours

Weekly projection (5 days): _______ hours

Monthly projection: _______ hours

Annual projection: _______ hours



Working days saved per year: _______ days

QUALITY METRICS:

Average quality impact score: _______ out of 5

Tasks with quality improvement: _______% of total

Errors prevented: _______

Tasks that became feasible with AI: _______

QUALITATIVE INSIGHTS:

Patterns noticed:

_________________________________________________________________

_________________________________________________________________

Unexpected findings:

_________________________________________________________________

_________________________________________________________________

Highest-leverage uses:

_________________________________________________________________

_________________________________________________________________

Areas for improvement:

_________________________________________________________________

_________________________________________________________________

STEP 4: Calculate ROI and Business Impact (30 min)

■ Determine your effective hourly rate

■ Calculate dollar value of time saved

■ Translate to business impact metrics

■ Compare to any AI tool costs

■ Create ROI statement

TEMPLATE: ROI Calculation

YOUR EFFECTIVE HOURLY RATE:



Method 1 - Salary-based:

Annual salary: $ ______________

÷ 2,080 hours (52 weeks × 40 hours) = $ ______________ /hour

Method 2 - Value-based (what your output is worth):

Your rate: $ ______________ /hour

Explanation: ___________________________________________________

TIME SAVINGS VALUE:

Weekly time saved: _______ hours

× Hourly rate: $ _______

= Weekly value: $ _______

Monthly value: $ _______ (Weekly × 4)

Annual value: $ _______ (Weekly × 52)

AI TOOL COSTS (if any):

ChatGPT Plus: $ ______ /month

Claude Pro: $ ______ /month

Other subscriptions: $ ______ /month

Total monthly cost: $ ______

Total annual cost: $ ______

NET ROI:

Annual value created: $ _______

÷ Annual cost: $ _______

= _______ : 1 ROI

(Example: If value is $40,000 and cost is $240, ROI is 167:1)

For every dollar spent on AI tools, I generate $ _______ in value.

BUSINESS IMPACT TRANSLATION:

My time savings of _______ hours/week equals:

- Capacity to handle _______ additional projects per quarter

- OR $ _______ in additional billable work (if applicable)

- OR _______ strategic initiatives I can now lead

- OR support for _______ additional team members

Quality improvements mean:



- Reduced error rate by _______%

- Faster stakeholder response by _______%

- Higher satisfaction scores (evidence: _________________________)

New capabilities enable:

_________________________________________________________________

_________________________________________________________________

STEP 5: Create Presentation Materials (60 min)

■ Design executive summary (1 page)

■ Create detailed findings document (2-3 pages)

■ Build before/after comparison visuals

■ Prepare talking points for presentation

■ Create appendix with supporting data

TEMPLATE: Full Efficiency Report Structure

PAGE 1: EXECUTIVE SUMMARY

Title: AI-Driven Efficiency Audit | [Your Name] | [Date]

Key Finding:

[One sentence summary of your biggest result]

Summary Statistics:

- Time saved: _______ hours/week (_______ hours/year)

- Value created: $ _______ /year

- ROI: _______ : 1

- Quality improvement: _______ [specific metric]

Top 3 Impacts:

1. _______________________________________________________________

2. _______________________________________________________________

3. _______________________________________________________________

Recommendation:

_________________________________________________________________

PAGE 2: TIME SAVINGS ANALYSIS



Weekly Breakdown:

[Table or visual showing time saved by category]

Monthly/Annual Projections:

[Chart showing extrapolations]

Highest-Impact Applications:

1. [Task]: _______ hours saved/week

2. [Task]: _______ hours saved/week

3. [Task]: _______ hours saved/week

PAGE 3: QUALITY & CAPACITY ANALYSIS

Quality Improvements:

- ________________________________________________________________

- ________________________________________________________________

- ________________________________________________________________

Evidence of improvement:

_________________________________________________________________

Capacity Expansion:

New capabilities: _______________________________________________

Throughput increase: ____________________________________________

Strategic work enabled: _________________________________________

PAGE 4: BUSINESS VALUE & ROI

Dollar Value Calculation:

[Show your ROI math clearly]

Business Impact:

What this means for the organization:

_________________________________________________________________

_________________________________________________________________

Scalability:

If team adopted similar approach:



_________________________________________________________________

APPENDIX: SUPPORTING DATA

- Raw tracking data (summary)

- Methodology notes

- Example before/after workflows

- Stakeholder feedback (if any)

TEMPLATE: Before/After Comparison Charts

VISUAL 1: TIME COMPARISON

BEFORE AI (Typical Week):

[List major tasks and hours]

Task A: _____ hours

Task B: _____ hours

Task C: _____ hours

Total: _____ hours

AFTER AI (Current Week):

[Same tasks with AI]

Task A: _____ hours (saved: _____ hours)

Task B: _____ hours (saved: _____ hours)

Task C: _____ hours (saved: _____ hours)

Total: _____ hours (saved: _____ hours)

Time freed up for: ______________________________________________

VISUAL 2: CAPACITY COMPARISON

BEFORE AI:

Projects managed: _______

Reports per month: _______

Response time: _______

[Other metrics]

AFTER AI:

Projects managed: _______

Reports per month: _______

Response time: _______

[Other metrics]

VISUAL 3: QUALITY METRICS



Error rate:

Before: _______% After: _______% Improvement: _______%

Stakeholder satisfaction:

Before: _______/10 After: _______/10 Improvement: _______

Completeness/depth:

Before: [description] _____________________________________________

After: [description] ______________________________________________

TEMPLATE: Performance Review Presentation Outline

PRESENTATION STRUCTURE (10-15 minutes):

SLIDE 1: Opening (30 sec)

"Over the past [X] months, I've integrated AI into my workflow.

Here's the measurable impact."

SLIDE 2: The Numbers (2 min)

- _______ hours saved per week

- $ _______ in annual value

- _______ : 1 ROI

- Quality improvements: _________________________________________

SLIDE 3: How It Works (3 min)

Brief overview of your AI-enhanced workflow for 1-2 key tasks

[Show before/after for most impressive example]

SLIDE 4: Business Impact (2 min)

What this means for the organization:

- Capacity increase: ____________________________________________

- Quality improvement: _________________________________________

- New capabilities: ____________________________________________

SLIDE 5: Scalability (2 min)

If adopted by team/department:

- Potential time savings: _______________________________________

- Capacity increase: ____________________________________________

- ROI: _________________________________________________________

SLIDE 6: Request/Recommendation (1 min)

[What you're asking for: recognition, resources, broader adoption, etc.]



Q&A (5 min)

TALKING POINTS TO PREPARE:

- How to respond to "Is this sustainable?"

_________________________________________________________________

- How to respond to "What about accuracy?"

_________________________________________________________________

- How to respond to "Can others do this?"

_________________________________________________________________

- How to respond to "What do you need?"

_________________________________________________________________

WHAT SUCCESS LOOKS LIKE

■ Completed 7-day comprehensive tracking

■ Analyzed all data with detailed metrics

■ Calculated ROI and business impact

■ Created full efficiency report (3-4 pages)

■ Built presentation-ready materials

■ Have evidence-based case for your value

RECORD YOUR WORK

COMPREHENSIVE PROJECT DOCUMENTATION:

What I completed:

_________________________________________________________________

_________________________________________________________________

Time invested in audit:

- Tracking setup: _______ hours

- Daily tracking: _______ hours (over 7 days)

- Analysis: _______ hours

- Report creation: _______ hours

- Total: _______ hours

Key findings:



_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

Most compelling evidence:

_________________________________________________________________

_________________________________________________________________

What was challenging and how I addressed it:

_________________________________________________________________

_________________________________________________________________

Confidence in my numbers:

■ High - tracked meticulously

■ Medium - some estimates included

■ Conservative - underestimated rather than overestimated

Next steps for using this audit:

_________________________________________________________________

_________________________________________________________________

REFLECTION

Question 1:

What does this audit reveal about where AI creates the most value in my work?

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

Question 2:

If I were presenting this to senior leadership, what would be my one-sentence headline?

_________________________________________________________________

_________________________________________________________________

Question 3:

How does this audit change how I should position myself in performance reviews or job applications?

_________________________________________________________________



_________________________________________________________________

_________________________________________________________________

Question 4 (Optional):

What would happen if my entire team adopted a similar approach?

_________________________________________________________________

_________________________________________________________________

NEXT STEPS

■ Save this completed guide to your portfolio folder

■ Save all audit materials (report, data, presentation)

■ Share executive summary with accountability partner

■ Update progress tracker

■ Consider scheduling performance review conversation

■ Update LinkedIn/CV with quantified achievements

■ Download Week 15 guide at zerotoai.co.nz/week-15

ADJUSTING YOUR LEVEL

AMBITIOUS TOO AMBITIOUS THIS WEEK?

The STANDARD guide delivers excellent value in 2 hours with 3-5 days of tracking. You can always
expand it later.

ALL LEVELS ARE LEGITIMATE.

Choose what fits your capacity. A conservative estimate (MINIMUM) is better than no data at all.


