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AI Working Labs: Participant Intake
Wells Fargo PCI Pilot	RW Institute · 10 minutes to complete
This intake shapes the labs around your actual work. There are no wrong answers and nothing here gets graded. The more specific you are, the more useful the labs will be to you. Questions are written for a form tool (Microsoft Forms or similar); this document is the master copy.
Section 1: You and your buddy
1. Name, organization, and role.
2. Who is your buddy for this program?
Two people per organization work as a pair. If you don't have one yet, write "unassigned" and we'll help.
3. What time zone are you in, and are there days or times that never work for you?
Section 2: Where you are with AI right now
4. Which of these have you actually opened and used in the past 30 days?
Check all that apply. "Used" means you typed something and read the response, even once.
☐  Microsoft Copilot
☐  ChatGPT
☐  Claude
☐  Gemini
☐  Another AI tool (name it): ______________
☐  None of these
5. In the past week, how many times did you use AI for an actual work task?
Not experimenting, an actual task.
☐  0
☐  1 or 2
☐  3 to 10
☐  More than 10
6. Describe the last thing you used AI for at work, and how it went.
A sentence or two. If the answer is "never," that's a fine answer and useful for us to know.
Section 3: Your ship list
The labs work on real deliverables, not exercises. List 3 to 5 things you and your buddy actually need to produce in the next three months. Examples: a grant application due in August, a board report, a donor newsletter, a portfolio review, a volunteer recruitment campaign, an impact summary for a funder.
7. Your 3 to 5 real deliverables, with rough deadlines.
These become the material you work on during and between labs. Pick things that matter; you'll actually finish them.
8. Which one of those would make the biggest difference if it were easier to produce?
This usually becomes the workflow you build across the seven weeks.
Section 4: Data and constraints
9. What kinds of information do you work with that could never be pasted into a public AI tool?
Examples: client names, grant amounts, health information, donor records. This shapes how we teach safe data handling. You don't need to share any actual data, just the categories.
10. What is your biggest hesitation about using AI in your work?
Honest answers help us design better. Common ones we hear: accuracy, losing my own voice, data privacy, job concerns, just no time to learn another thing.
Pre-Flight Checklist
Complete at least one week before Lab 1	Takes about 15 minutes
Every minute of the labs is hands-on, so technical problems found on lab day cost you the session. Work through this list with your buddy. If any step fails, tell us right away using the contact at the bottom; fixing access takes days, not minutes, inside most organizations.
Access
1. Work through the Claude Setup Guide (sent with this packet): activate your account, install the Claude desktop app, create your lab folder, and run the file-in, file-out test. The guide takes about 30 minutes and ends with a three-word confirmation.
1. Wells Fargo participants: if installing the desktop app needs IT approval, start that request today. If it gets blocked, the guide's browser-mode fallback covers you for every lab; just tell us you're running in browser mode.
1. If nothing loads from your work network at all, note the error and contact us immediately. This is the single most common blocker and the reason this checklist exists.
Lab logistics
1. Accept the calendar invitations for all seven labs and confirm the Teams link opens for you.
1. Confirm you can open .csv and .xlsx files on your lab computer (Excel or any spreadsheet tool).
1. Decide with your buddy who brings which deliverable from your ship list to Lab 1.
1. Lab 6 includes a live demonstration of agentic research tools, run by the facilitator; no additional accounts are needed. If Wells Fargo opts into hands-on participant access, a short second pre-flight will arrive in week 4.
Already done?
1. Intake survey submitted by both buddies.
1. Ship list agreed between buddies, with at least one item that has a real deadline this quarter.

Stuck on any step? Contact: chrisjarvis@rw.institute. Include a screenshot if something failed; it cuts the back-and-forth in half.
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