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Week 5 Homework Brief
Use Case Mapping & Strategic Implementation

	This Week's Focus
Week 5 is where you move from building your AI assistant to deploying it strategically. You'll map the workflow it fits into, calculate its financial impact, identify governance requirements, and prepare to pitch it to your team or leadership.



Your Homework Tasks
Task 1: Complete a Workflow Map (90 minutes)
Use the Workflow-Mapping-Template.docx to map a real process from your organisation where your AI assistant will operate.
· Current State: Document the process as it is now (10-15 steps)
· AI Opportunity Analysis: For each step, assess where AI could help, how, and what risk it introduces
· Future State: Redesign the workflow with AI integrated. Where does AI work? Where do humans review? Where's the handoff?
· Top 3 Opportunities: Identify your quickest wins (highest impact, lowest effort)
· 
Deliverable: Completed template with clear Current → Future state comparison

Task 2: Calculate Your AI ROI (60 minutes)
Use the ROI-Calculation-Template.docx to quantify the financial benefit of your assistant.
· Time Savings: How many hours per week will your assistant save? Multiply by hourly rate to get annual value.
· Cost: What does the tool cost? Include training and setup time.
· Net Benefit: Value minus cost. What's your ROI percentage?
· Payback Period: How long until the tool pays for itself?

Deliverable: Completed ROI template showing your investment, savings, and payback period

Task 3: Draft an AI Use Policy (75 minutes)
Use the AI-Use-Policy-Template.docx to identify ethical and governance requirements for your use case.
· Purpose & Scope: What problem does this policy address?
· Approved Tools & Use Cases: What's allowed? What's not?
· Data Handling: What data types can your assistant access? (Public, Internal, Confidential, Restricted)
· Quality Control: Who reviews AI output? When do humans sign off?
· Incident Reporting: What happens if something goes wrong?

Deliverable: A 1-2 page policy outline addressing your use case

Task 4: Prepare a 2-3 Minute Pitch (45 minutes)
Write a short pitch for your manager, team, or leadership. This is your elevator pitch for why they should care about your AI assistant.

Structure your pitch:
· Problem: What problem does your assistant solve?
· Solution: How does your assistant solve it?
· Impact: What's the time/cost saved? What's the quality improvement?
· Implementation: How will you roll it out? What support do you need?

Tip: Keep it simple. Use your ROI numbers. Anticipate objections ("What about data security?").

Task 5: Continue Testing & Refining (Ongoing)
Keep using your assistant in real work this week. Refine your Role Card based on what's working and what isn't.
· Track errors or misunderstandings
· Test edge cases (what happens when X??)
· Refine your system instructions based on real outputs
· Document any guardrails you need to add

How to Approach This Week

	Task
	Time Estimate

	Task 1: Workflow Mapping
	90 minutes

	Task 2: ROI Calculation
	60 minutes

	Task 3: AI Use Policy
	75 minutes

	Task 4: Pitch Preparation
	45 minutes

	Task 5: Testing & Refining
	Ongoing (throughout week)

	TOTAL
	5-6 hours this week



Tips for Success

	Map a real process, not a theoretical one
Don't guess. Walk through a real workflow step-by-step. Ask a colleague if needed. Real details make your case more convincing.



	Be conservative with ROI estimates
Underestimate time savings. Overestimate costs. This builds credibility. If your ROI looks good with conservative numbers, it's a strong case.



	Your pitch is about removing barriers, not adding features
Don't lead with "Look how cool AI is." Lead with "This frees my team to do more important work." Address concerns before they're raised.



By End of Week 5, You Will Have:

· A clear workflow map showing how your assistant fits into your organisation's processes
· A financial case for why your assistant is worth the investment
· A governance framework that addresses ethical and security concerns
· A compelling pitch you can deliver to leadership
· A refined AI assistant that's been tested and improved

	What's Next?
Week 6 is Scaling & Expansion. You'll take everything you've built and documented this week and start thinking about how to scale it across your team or organisation. Make sure your homework is solid—it becomes the foundation for scale.
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