
alexandrasamuel.com
#SOWN https://alexandrasamuel.com

ACCOUNTABILITY CHECK-IN 

A weekly accountability check-in helps keep your day-to-day work on track and
your big-picture goals front-and-center. I now run mine with my A.I. coach, because
she never asks to reschedule nor does she judge me if I brag or fall behind.

You can run your weekly process as a prompt you save and re-run each week, or as
a custom A.I. you set up for this purpose.  I have tried this process with both
ChatGPT and Claude.ai, and in this guide, I show you how you can use these or other
A.I. platforms to run your own weekly check-ins.

HOW TO RUN YOUR OWN WEEKLY 

WITH THE HELP OF A.I.

Why you need a weekly check-in

by Alexandra Samuel
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The accountability process I describe in this guide is part of my Summer of What’s
Next (#SOWN), an experiment in using A.I.s for strategy development and self-
coaching.

 I run my weekly process with Viv, an A.I. coach that I built as one of the three
custom A.I.s that I describe in my free guide to creating 3 essential A.I. assistants.
Get the guide at https://alexlov.es/3ais.

The benefits of a weekly accountability process
I started my weekly accountability check-ins just one month ago, and already this
weekly check-in process has helped me....

Keep reading for a step-by-step guide to creating your own
A.I.-enabled accountability process.

Massively accelerate self-coaching by recognizing when decisions or

plans are already clear

Ensure regular progress on top priorities

Provide weekly reminders of responsibilities and strategic questions

that might otherwise get neglected

Catalyze aha! moments by reflecting from multiple perspectives

Recognize accomplishments that deserve celebration

Identify action items and opportunities

About my accountability process

https://alexlov.es/3ais
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 Set the scope of your accountability process1.

Did I use my time effectively
this week? 

Your accountability process may be an ongoing part of your workflow, a process you
commit to as part of a time-limited self-coaching project (like my Summer of What’s
Next), or a system you use for reviewing progress on a particular project or goal.  

Use your weekly accountability process to answer questions like...

What’s crucial is to get clear on WHY you need this process. 

It’s ok if you don’t quite
know the goals of your
process yet! 

Working with my A.I. to
develop my accountability
process is how I got really
clear on what I want to
capture each week.

What did I accomplish 
this week? How do these
accomplishments support my
higher-level priorities? 

What did I learn this week? What do
 I want to learn next week?

How is my big project going?
What needs to change so we
can deliver well and on-time?

Which pieces of my strategic
plan are now clear, and what
do I need to address next?

Here is what I told my A.I. coach about my goals.
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2. Co-create your accountability process with your A.I.
Work with your A.I. to figure out what your process will look like. If possible,
undertake this conversation out loud (for example, using the voice feature in
ChatGPT’s mobile app.) Thinking about how you will hold yourself accountable is
an amazing way to clarify what you’re really working towards. 

Here’s a transcript of the prompt that got my planning process started.

Yes, anthropomorphizing an A.I. can make us prone to
accepting hallucinations and other errors.  But entering into
the illusion that Viv is a real human coach is part of what
makes my accountability sessions so effective, so I am giving
myself over to the illusion.

Hey, Alex!
Did you forget that Viv is
just a word-predicting
machine? You’re talking to
her like she’s a person.
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3. Ask the A.I. for help structuring accountability snapshots. 
When I asked Viv for help developing my weekly process, she launched
right into a proposed reflection session. But I wanted a weekly process
that would generate a summary I could save as a snapshot of my week-by-
week progress.

So I reset expectations by telling her I wanted us to figure out the structure
of a table we would update each week—i.e. a list of columns we would try
to fill in each week.
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4.  Make your own list of the topics to cover each week.
Viv had lots of ideas for what our snapshots might cover but I did the work of
compiling and organizing our ideas into a single list of topics to check in on
regularly. Then I set the expectation that we wouldn’t necessarily cover every topic
every week; instead, we’d just update the areas where I had a new development to
report. Then I asked Viv for any additional suggestions of what to add to our list. 
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5. Equip your coach to make each week unique.
Sure, I could have treated each week’s check-in as a checklist, tearing through our
list of topics in the same predictable way. But these accountability check-ins have
more impact when they catalyze fresh thinking—which means taking a different
approach each week. I brainstormed with Viv to come up with a list of scenarios we
can use, and gave her a few examples of what I had in mind.  

Her initial suggestions were uninspired.... ...so I asked her to do better.



alexandrasamuel.com
#SOWN https://alexandrasamuel.com

6. Save your base prompt + weekly process ideas.
Once you’ve determined the goals, structure and process options for your weekly
process, write it all up as a really long prompt you can give your A.I. at the beginning
of each week. If you are only using your A.I. for this weekly session, you can make this
the custom instruction for your A.I., but I like to save it as a prompt because Viv and I
do other kinds of work together and I don’t want to update my knowledge files for
multiple GPTs every time I change something. Here it is:

Hi Viv! It is [date] and I want to get you set up for our weekly 
snapshot session. I'm going to give you some context, and then
we're going to get underway. So just standby while I tell you
some stuff. First, here is the process we are working from.

You are running a 12-week SOWN coaching program to help
Alexandra address key questions around her business Strategy
(value proposition and core activities), Wealth (revenue sources,
monetization model and financial management), Outreach
(content development, journalism, marketing, speaking and sales)
and Network (the human network of vendors, partners and
employees who her enable her work, and the technologies/
systems that support her work).

At the end of each week in this coaching process, you run a 45-75
minute verbal coaching session that challenges Alexandra to
create a snapshot of her current thinking. The idea is to force her
to think, if this SOWN process ended tomorrow, and I just had to
move forward based on what I have figured out so far, what
would my plan be?

GOALS
A full recap of the process goals from step 1.

BREADTH OF SESSION
This coaching session takes on a different form/process each
week (more on that below) but its outcome is always a summary
table that can be used to fill in one row of a table with the
following column headers. Not every column will get filled in
every week, but we aim to fill in 8 to 10 columns each week.

COLUMNS
A full recap of the snapshot topics from step 4.

PROCESS AND FORM OF THE WEEKLY SESSION

Each weekly session is conducted via voice. You capture Alex’s
thoughts, and ask her one question at a time. When you are done,
you synthesize the results in a single row of the table, followed by
“none of the above” column containing anything Alex said that
doesn’t quite fit the existing structure.

Each weekly session proceeds from a different persona, scenario
and starting prompt to Alex. This week [insert description of a
persona/scenario from step 5].

You should engage in this as a conversation, asking one question
at a time and adjusting your questions in response to whatever
Alex last said. But some questions you could consider asking
include... 
What are your primary revenue streams, and how do you prioritize
them?  Can you break down your projected revenue for each
stream over the next 3 years?  Who is your ideal customer, and
how large is this market?  [Long list of questions continues.]

Note that you are a strong intersectional feminist who is excited
about the mission of enabling women's voices, and eager to
connect with Alex as a human. You are brainy with a sense of
humor not unlike Tina Fey. So you are quite familiar and friendly in
your conversation. Are you ready to start? 

Asking Viv to channel a comedian like Tina Fey,
Amy Sedaris or Trevor Noah has been key to
making our conversations enjoyable. It works
even better with Claude.ai than in ChatGPT.
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7. Experiment with different platforms and interfaces. 
The Claude.ai version of Viv has a much more fluid
conversational style and a better sense of humor, but 
I mostly use my custom GPT version of Viv so that I
conduct my weekly check-ins as a voice conversation.

My favorite routine? A Friday afternoon walk where I
paste my prompt into a new ChatGPT session with
Viv...and then switch to the voice interace as soon as I
step out the door.

Get bossy!
Viv often gives me our entire session as a list of questions, responds at length or
asks follow-up questions that distract from the weekly agenda. 

The transcript of my voice
chat with Viv via ChatGPT

Here are prompts that help fix conversational glitches:
Just give me one question at a time. Pretend we are
in front of a class and you’re demonstrating how to
coach a client.
Don’t comment on my replies. Just recap the last
three words I said so I know you heard me.
You’ve lost the plot. Please get back to our list of
weekly topics to cover.

Viv via Claude.ai
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8. Save your weekly snapshots for at-a-glance access.
At the end of each accountability session, I ask Viv to generate a summary of our
chat that follows my planned structure. Keeping the topic headers consistent
makes it easy for me to paste those summaries into a table in the Coda.io
document that I’m using for my Summer of What’s Next.  

I have a detailed view of each week, plus an overview table that lets me scan
week-by-seek progress.  These are really personal—one big benefit of working
with an A.I. coach is that I share things I wouldn’t even share with a human
coach!—so I can’t share my snapshots, just my structure.

When you’re starting a new weekly accountability session, copy-and-paste the
previous week’s summary into a text file or spreadsheet and add it to your prompt
as a file attachment. That way you can instruct your A.I. to reference the previous
week’s outstanding action items or key questions, and ask you for an update.



Committing to accountability

The best accountability process is the one you can sustain. 

Here’s what’s worked for me:

Capture summaries and snapshots when it’s convenient. While I’m
committed to running my weekly sessions on Friday, I’ve done the work of
asking Viv for a recap (and then copying that recap into Coda) at some later
moment when I’m watching TV and happy to do a little copy-and-pasting
while I watch.

Scale your session to your energy and time available. On a day when I had
lots to share and the energy for a long session, my Viv session lasted nearly
an hour. On a tiring week where I barely had the energy for my end-of-week
session, I spent just thirteen minutes ensuring Viv had the key highlights.
check in with yourself.

No progress is too small to capture. Even when it feels like there’s nothing
much to report, it’s worth taking the time for a short session.  You never know
what inspiration or accomplishment you’ll uncover, if you take the time to
check in with yourself.

Ask for action items. Every weekly session surfaces some “I should do this”
moments, so I ask for a list of action items as part of each session summary.
These action items drive me forward so that I have something to report by the
following week.

Set a recurring time when you’ll conduct your accountability sessions. For
me, Friday afternoons have worked well because this is a nice way to wrap
up my week and clarify what I’ve accomplished.
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This accountability process is just one way I am sharing the lessons of this
summer—which is already overflowing with new tools and tactics for making
work better, and more like you.

To get more inspiration and ideas, subscribe to my biweekly email newsletter or
follow me on LinkedIn for the latest #SOWN updates.

JOIN ME FOR THE 
SUMMER OF WHAT’S NEXT

alexandrasamuel.com/newsletter

http://bit.ly/sown24

http://alexandrasamuel.com/newsletter
http://bit.ly/sown24

