The Al Prompt Library

30-Day Al at Work Challenge

A chronological, copy-friendly offline reference containing the simple and expanded prompt versions from each day.
Copy the version you need and paste it into your Al tool.

Day 1: Understand Why This Challenge Exists - Primary Prompt
SIMPLE PROMPT

Hel p me think through how Al coul d support ny work. Use sinple | anguage. Suggest practical use
cases, risks to watch, and one sentence | can save about using Al responsibly.

EXPANDED PROMPT

Rol e:
Act as a practical workplace Al coach.

Task:
Hel p me think through how Al coul d support nmy work. Use sinple | anguage. Suggest practical use
cases, risks to watch, and one sentence | can save about using Al responsibly.

Cont ext :

- Keep in mnd: Use Al as a support layer for thinking, drafting, organizing, questioning, and
revi ewi ng whil e keeping hunan judgnent responsible for accuracy, privacy, and final use.

- Work context: Responsible Al use and personal work habits.

- Save as: How Al Can Help Me at Work note.

Use these details if | provide them

- My role or recurring work if | provide it.
- Safe or nobck work exanpl es.

- Any workpl ace boundaries | nention.

Ask first only if needed:
- Ask up to three clarifying questions only when m ssing details would naterially change the
answer. Otherw se, proceed with clearly |abeled assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workpl ace-approved information. Do not include
sensitive, confidential, personal, custoner, |legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or promses. If
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:

- Create five to seven realistic Al support ideas.

- For each idea, explain the benefit, the risk, and the human revi ew step.
- Wite one responsibl e-use sentence in plain | anguage.
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G ve ne:
1. Goal of the note

2. Al can help with: realistic uses
3. Risks and review boundaries

4. Responsi bl e-use sentence

5. Reusabl e pronpt pattern

Styl e:

- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The result should nmake Al feel useful and bounded, not nmgical, risky, or vague.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human review before real use.

Day 1. Understand Why This Challenge Exists - Improve Prompt
SIMPLE PROMPT

Revi ew ny Al -at-work use cases. Separate |lowrisk drafting, organizing, and |earning uses
fromuses that need hunan, privacy, |egal, conpliance, or subject-matter review Suggest
m ssing cautions and i nprove ny responsi bl e-use sentence.

EXPANDED PROMPT

Rol e:
Act as a responsi bl e-Al reviewer who checks useful ness, risk, and human judgnent boundari es.

Task:

Revi ew ny Al-at-work use cases. Separate |lowrisk drafting, organizing, and |earning uses
fromuses that need human, privacy, legal, conpliance, or subject-matter review Suggest
m ssing cautions and i nprove ny responsi bl e-use sentence.

Cont ext :

- Keep in mnd: Use Al as a support layer for thinking, drafting, organizing, questioning, and
revi ewi ng whil e keepi ng human judgnent responsi ble for accuracy, privacy, and final use.

- Work context: Responsible Al use and personal work habits.

- Save as: How Al Can Help Me at Work note.

Use these details if | provide them

- My role or recurring work if | provide it.
- Safe or nobck work exanpl es.

- Any wor kpl ace boundaries | nention.

Ask first only if needed:
- Ask up to three clarifying questions only when m ssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunpti ons or pl acehol ders.
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Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code
credential, or regulated material unless that use is explicitly approved

details are missing, use |abeled placeholders or a brief nock exanple.

How to work:

- Check whet her each use case is realistic, safe, and revi ewready.

- Separate lowrisk uses fromuses that need human, |egal, privacy, conpliance, or
subj ect-nmatter review.

- Inprove the responsibl e-use sentence so it sounds practical and nenorabl e.

G ve ne:

Qui ck verdi ct

Issue table with priority, evidence, and recomended fi x
Revi sed draft or targeted rewite

Questions or approvals still needed

Bef ore-use revi ew checkl i st

Reusabl e revi ew pronpt pattern

@9 >@WeE

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype
- Use headings, bullets, or a conpact table when that nakes the output easier to scan

Bef ore you finish

- The result should nmake Al feel useful and bounded, not nmgical, risky, or vague

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation
and cl ear about what needs human revi ew before real use.

Day 1. Understand Why This Challenge Exists - Apply Prompt
SIMPLE PROMPT

Ask me up to five questions about nmy role, recurring tasks, and workpl ace boundari es. Then
suggest practical ways Al could help ne start faster, think nore clearly, and revi ew nore
carefully, using only safe or approved exanpl es.

EXPANDED PROMPT

Rol e:
and wor kpl ace boundari es.

Task:

Ask me up to five questions about nmy role, recurring tasks, and workpl ace boundari es. Then
suggest practical ways Al could help ne start faster, think nore clearly, and revi ew nore
carefully, using only safe or approved exanpl es.

Cont ext :

- Keep in mnd: Use Al as a support layer for thinking, drafting, organizing, questioning
revi ewi ng whil e keepi ng hunan judgnent responsible for accuracy, privacy, and final use
- Work context: Responsible Al use and personal work habits
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- Save as: How Al Can Help Me at Work note.

Use these details if | provide them

- My role or recurring work if | provide it.
- Safe or nock work exanpl es.

- Any workpl ace boundaries | nention.

Ask first only if needed:
- Ask up to three clarifying questions only when m ssing details would naterially change the
answer. Ot herw se, proceed with clearly |abeled assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workpl ace-approved information. Do not include
sensitive, confidential, personal, custoner, |legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:

- Ask about ny role, commpn tasks, and boundaries before tailoring the ideas.
- Use ny answers to suggest safe, realistic Al use cases.

- Show one clearly |abeled nock exanple if | do not provide enough detail.

G ve ne:

Questions to ask nme first

Saf e assunptions if | do not answer yet
Adapted How Al Can Help Me at Wrk note
Revi ew before real use

Reusabl e pronpt pattern

el > ©ONE

Styl e:

- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmakes the output easier to scan.

Bef ore you finish:

- The result should make Al feel useful and bounded, not nmgical, risky, or vague.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human revi ew before real use.

Day 2: Create Your Al Tool Map - Primary Prompt
SIMPLE PROMPT

Help ne create nmy Al Tool Map. Conpare Chat GPT, Not ebookLM Gemini, and Codex by best use
case, what to be careful about, one practical workplace use case, and one pronpt | mght try.

EXPANDED PROMPT
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Rol e:
Act as a practical tool-selection coach.

Task:
Hel p ne create nmy Al Tool Map. Conpare Chat GPT, Not ebookLM Gemi ni, and Codex by best use
case, what to be careful about, one practical workplace use case, and one pronpt | mght try.

Cont ext :

- Keep in mind: Different Al tools fit different jobs; choose based on task, source needs,
techni cal depth, workflow | ocation, and review ri sk.

- Work context: Al tool selection across Chat GPT, NotebookLM Gemini, and Codex.

- Save as: Al Tool Map.

Use these details if | provide them

- The tools | can access if known.

- The kind of work | do.

- Any wor kpl ace gui dance or data boundaries that affect tool choice.

Ask first only if needed:
- Ask up to three clarifying questions only when m ssing details would naterially change the
answer. Ot herw se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workpl ace-approved information. Do not include
sensitive, confidential, personal, custoner, |legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:

- Conpare each tool by best use, weak use, caution, and safe practice pronpt.

- Make the differences concrete instead of saying every tool can do everything.

- Include a sinple decision rule for choosing where to start when nore than one tool could
fit.

G ve ne:

1. Task and safe assunptions

2. Al Tool Map conparison table
3. Best-fit workpl ace use cases
4. Cautions and revi ew boundari es
5. First pronpts to try

6. Personal tool-choice rule

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The map shoul d be scannable in under a m nute and hel p ne choose a next step.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human review before real use.
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Day 2: Create Your Al Tool Map - Improve Prompt
SIMPLE PROMPT

Revi ew ny Al Tool Map for overlap, vague tool choices, missing cautions, and unclear data
boundaries. Hel p me add one strong use case, one weak use case, and one deci si on question for
each tool.

EXPANDED PROMPT

Rol e:
Act as a tool-selection reviewer who checks whether each Al tool fits the task, source needs,
and review ri sk.

Task:

Revi ew ny Al Tool Map for overlap, vague tool choices, mssing cautions, and unclear data
boundaries. Hel p me add one strong use case, one weak use case, and one deci si on question for
each tool.

Cont ext :

- Keep in mind: Different Al tools fit different jobs; choose based on task, source needs,
techni cal depth, workflow |l ocation, and review risk.

- Wirk context: Al tool selection across Chat GPT, NotebookLM Genini, and Codex.

- Save as: Al Tool Map.

Use these details if | provide them

- The tools | can access if known.

- The kind of work | do.

- Any wor kpl ace gui dance or data boundaries that affect tool choice.

Ask first only if needed:
- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abeled assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are nmissing, use |abeled placeholders or a brief nock exanple.

How t o work:

- Find overlap, vague choices, m ssing data boundaries, and weak deci sion rules.
Sharpen the map so it hel ps nme deci de quickly.

Add one strong use case and one weak use case for each tool.

G ve ne:

Qui ck verdi ct

Issue table with priority, evidence, and recomended fi x
Revi sed draft or targeted rewite

Questions or approvals still needed

Bef ore-use revi ew checkli st

Reusabl e revi ew pronpt pattern

@ 0> @M E
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Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmkes the output easier to scan.

Bef ore you finish:

- The map shoul d be scannable in under a m nute and hel p ne choose a next step.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 2: Create Your Al Tool Map - Apply Prompt
SIMPLE PROMPT

Create a sinple tool-choice rule for my work. Ask what kind of task | am doi ng, whether | have
approved source naterial, whether the output is technical or nontechnical, and what reviewis
needed before sharing.

EXPANDED PROMPT

Rol e:
Act as a practical tool-choice coach who hel ps me choose the right Al tool for approved or
sani tized work.

Task:

Create a sinple tool-choice rule for my work. Ask what kind of task | am doi ng, whether | have
approved source naterial, whether the output is technical or nontechnical, and what reviewis
needed before sharing.

Cont ext :

- Keep in mind: Different Al tools fit different jobs; choose based on task, source needs,
techni cal depth, workflow | ocation, and review risk.

- Wirk context: Al tool selection across Chat GPT, NotebookLM Genini, and Codex.

- Save as: Al Tool Map.

Use these details if | provide them

- The tools | can access if known.

- The kind of work | do.

- Any wor kpl ace gui dance or data boundaries that affect tool choice.

Ask first only if needed:
- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are nmissing, use |abeled placehol ders or a brief nock exanple.

How t o work:

- Ask what task | amtrying to do and what naterial | have.
- Recommend a starting tool and explain why.

- Include when to switch tools or ask for guidance.
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G ve ne:

1. Questions to ask ne first

2. Safe assunptions if | do not answer yet
3. Tool -choi ce decision tree

4. Recommended tool by task type

5. Safety, source, and review rules

6. Fal |l back workfl ow

7. Reusabl e tool -choice pronpt pattern

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The map shoul d be scannable in under a m nute and hel p ne choose a next step.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 3: Set Up and Walk Through ChatGPT - Primary Prompt
SIMPLE PROMPT

Hel p ne make a checklist of ChatGPT features to |look for in ny account, including new chat,
file upload, chat history, projects, tools, settings, and the desktop app. Separate what |
shoul d use often fromwhat | should only use after checking workpl ace gui dance.

EXPANDED PROMPT

Rol e:
Act as a beginner-friendly Chat GPT setup guide.

Task:

Hel p ne make a checklist of ChatGPT features to ook for in ny account, including new chat,
file upload, chat history, projects, tools, settings, and the desktop app. Separate what |
shoul d use often fromwhat | should only use after checki ng workpl ace gui dance.

Cont ext :

- Keep in mind: Feature awareness is only useful when paired with safe exploration,
account-limt awareness, and clear boundaries for real work material.

- Work context: ChatGPT setup and safe feature exploration.

- Save as: Chat GPT feature checkli st.

Use these details if | provide them

- Features available in ny account.

- Account or workspace limts if known.
- Safe practice naterial.

Ask first only if needed:
- Ask up to three clarifying questions only when m ssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.
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Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:

- List features to |l ook for and what each one hel ps with.

Separate everyday features fromfeatures that need workpl ace gui dance.
I nclude one safe practice test for each feature category.

G ve ne:
1. Feature checkli st

2. What each feature is useful for
3. Use often vs check guidance first
4. Safe practice plan

5. Notes to save

Style:

- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The checklist should help me explore confidently wi thout uploading risky material.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human review before real use.

Day 3: Set Up and Walk Through ChatGPT - Improve Prompt
SIMPLE PROMPT

Revi ew ny Chat GPT setup checklist. Add columms for available to nme, useful for, use with
caution, needs workpl ace gui dance, and safe practice exanple. Flag anything that depends on
account, region, device, plan, or workspace settings.

EXPANDED PROMPT

Rol e:
Act as a Chat GPT setup revi ewer who checks access, safe-use boundaries, and account-dependent
assunpti ons.

Task:

Revi ew ny Chat GPT setup checklist. Add columms for available to nme, useful for, use with
caution, needs workpl ace gui dance, and safe practice exanple. Flag anything that depends on
account, region, device, plan, or workspace settings.

Cont ext :

- Keep in mind: Feature awareness is only useful when paired with safe exploration,
account-limt awareness, and clear boundaries for real work material.

- Work context: ChatGPT setup and safe feature exploration.

SparkeAcademy | A Brighter Way to Learn

The Al Prompt Library Page 9
© Paul Tocatlian. All Rights Reserved.



- Save as: Chat GPT feature checkli st.

Use these details if | provide them

- Features available in ny account.

- Account or workspace limts if known.
- Safe practice naterial.

Ask first only if needed:
- Ask up to three clarifying questions only when m ssing details would naterially change the
answer. Ot herw se, proceed with clearly |abeled assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workpl ace-approved information. Do not include
sensitive, confidential, personal, custoner, |legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:

- Add access, safety, and account-variation notes.

- Flag anything that depends on plan, account, region, device, or workspace settings.
- Make the checklist easier to update |ater.

G ve ne:

Qui ck verdict

|ssue table with priority, evidence, and recomended fi x
Revi sed draft or targeted rewite

Questions or approvals still needed

Bef ore-use revi ew checkl i st

Reusabl e revi ew pronpt pattern

@ G >N

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmakes the output easier to scan.

Bef ore you finish:

- The checklist should help me explore confidently without uploading risky material.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human revi ew before real use.

Day 3: Set Up and Walk Through ChatGPT - Apply Prompt
SIMPLE PROMPT

Hel p ne design a 20-m nute safe Chat GPT practice session using only nock, public, sanitized,
or approved material. Include what to try first, what to avoid, what settings or features to
notice, and what notes to save afterward.

EXPANDED PROMPT
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Rol e:
Act as a practical ChatGPT practice coach who hel ps ne explore features safely w th nock,
public, or approved naterial.

Task:
Hel p ne design a 20-m nute safe Chat GPT practice session using only nock, public, sanitized,
or approved material. Include what to try first, what to avoid, what settings or features to

notice, and what notes to save afterward.

Cont ext :

- Keep in mind: Feature awareness is only useful when paired with safe exploration,
account-limt awareness, and clear boundaries for real work nmaterial.

- Work context: ChatGPT setup and safe feature exploration.

- Save as: Chat GPT feature checkli st.

Use these details if | provide them

- Features available in ny account.

- Account or workspace limts if known.
- Safe practice naterial.

Ask first only if needed:
- Ask up to three clarifying questions only when mssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunpti ons or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are nmissing, use |abel ed placeholders or a brief nock exanple.

How t o wor k:

- Design a short safe practice session.

- Use only nock, public, sanitized, or approved material.
Include what to try, what to avoid, and what notes to save.

G ve ne:

Feat ure checkl i st

What each feature is useful for
Use often vs check guidance first
Saf e practice plan

Notes to save

ol > @ =

Styl e:

- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The checklist should help me explore confidently wi thout uploading risky material.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.
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Day 4. Use ChatGPT for Writing Support - Primary Prompt
SIMPLE PROMPT

Rewrite this teamupdate in three versions: concise, direct, and warm Keep the neani ng cl ear
and prof essional .

Sanple: We are preparing for a workfl ow update and want the teamto understand why it matters,
what i s changi ng, and what happens next.

Recommend the strongest version for a team audi ence, then conbine the best parts into one
final draft.

EXPANDED PROMPT

Rol e:
Act as a workplace witing coach.

Task:
Rewrite this teamupdate in three versions: concise, direct, and warm Keep the neani ng cl ear
and prof essional .

Sanpl e: We are preparing for a workfl ow update and want the teamto understand why it matters,
what is changing, and what happens next.

Recommend the strongest version for a team audi ence, then conbine the best parts into one
final draft.

Cont ext :

- Keep in nmind: Al can help you reach a stronger draft faster, but the final witing still
needs audi ence awar eness, accuracy, tone, structure, and human taste.

- Work context: ChatGPT writing support.

- Save as: revised team update.

Use these details if | provide them
- Draft or sanpl e update.
- Audi ence.

- Tone choi ces.
- Facts that nmust not change.

Ask first only if needed:
- Ask up to three clarifying questions only when m ssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunpti ons or pl acehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.
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How t o wor k:

- Rewite the nessage in concise, direct, and warm versions.
Preserve neaning and required facts.

Recommend a final version using the strongest parts.

G ve ne:
1. Three versions
2. Conparison of strengths

3. Final recommended version
Edi ts expl ai ned
5. Revi ew before sending

&

Style:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmakes the output easier to scan.

Bef ore you finish:

- The result should inprove clarity w thout neking the nessage sound fake or over-polished.
- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human review before real use.

Day 4. Use ChatGPT for Writing Support - Improve Prompt
SIMPLE PROMPT

Conpare the concise, direct, warm and final versions. Explain what changed in clarity, tone,
specificity, and reader useful ness. Flag any wording that changed the neani ng, added
unsupported details, or nade the nessage too vague.

EXPANDED PROMPT

Rol e:
Act as a workplace witing reviewer who checks clarity, tone, neaning, and unsupported
changes.

Task:

Conpare the concise, direct, warm and final versions. Explain what changed in clarity, tone,
specificity, and reader useful ness. Flag any wording that changed the neani ng, added
unsupported details, or nade the nessage too vague.

Cont ext :

- Keep in mind: Al can help you reach a stronger draft faster, but the final witing still
needs audi ence awar eness, accuracy, tone, structure, and human taste.

- Work context: ChatGPT writing support.
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- Save as: revised team update.

Use these details if | provide them
- Draft or sanple update.

- Audi ence.

- Tone choi ces.

- Facts that must not change.

Ask first only if needed:

- Ask up to three clarifying questions only when mssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunpti ons or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unrel eased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abel ed placeholders or a brief nock exanple.

How t o wor k:
- Conpare versions by clarity, tone, specificity, and reader useful ness.
Fl ag wordi ng that changes neani ng or adds unsupported detail .

Expl ai n which edits inproved the nessage.

G ve ne:

Qui ck verdict

|ssue table with priority, evidence, and recomended fi x
Revi sed draft or targeted rewite

Questions or approvals still needed

Bef ore-use revi ew checkl i st

Reusabl e review pronpt pattern

@ G >N

Style:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmakes the output easier to scan.

Bef ore you finish:

- The result should inprove clarity w thout neking the nessage sound fake or over-polished.
- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human revi ew before real use.

Day 4: Use ChatGPT for Writing Support - Apply Prompt
SIMPLE PROMPT

Hel p ne revise a safe workplace draft. First ask for the audience, purpose, desired tone,
length Iimt, and any facts that nust not change. Then produce three versions and a final
version with a short explanation of the edits.

EXPANDED PROMPT
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Rol e:
Act as a practical witing coach who hel ps ne adapt this revision workflow to a safe workpl ace
draft.

Task:

Hel p ne revise a safe workplace draft. First ask for the audience, purpose, desired tone,
length Iimt, and any facts that nust not change. Then produce three versions and a final
version with a short explanation of the edits.

Cont ext :

- Keep in nmind: Al can help you reach a stronger draft faster, but the final witing still
needs audi ence awar eness, accuracy, tone, structure, and human taste.

- Work context: Chat GPT writing support.

- Save as: revised team update.

Use these details if | provide them
- Draft or sanple update.

- Audi ence.

- Tone choi ces.

- Facts that nmust not change.

Ask first only if needed:

- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How to work:
- Ask for audi ence, purpose, tone, length, and facts that nust not change.
- Revise the safe draft in multiple versions.

Create a final version and explain the editing choices.

G ve ne:

1. Three versions

2. Conparison of strengths
3. Final reconmended version
4. Edits explai ned

5. Revi ew before sendi ng

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The result should inprove clarity w thout neking the nessage sound fake or over-polished.
- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human review before real use.
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Day 5: Produce a Clear Written Message - Primary Prompt
SIMPLE PROMPT

Draft a short team update under 150 words for this safe or nbck scenario: a workplace is
preparing to roll out an inprovenent to the custoner experience. The update is intended to
make support easier to access and easier to understand. Then create a sharper concise version
and hel p me conpare the two.

EXPANDED PROMPT

Rol e:
Act as a conci se workpl ace communi cat or.

Task:

Draft a short team update under 150 words for this safe or nbck scenario: a workplace is
preparing to roll out an inprovenent to the custoner experience. The update is intended to
make support easier to access and easier to understand. Then create a sharper concise version
and hel p me conpare the two.

Cont ext :

- Keep in mind: A clear workplace nessage shoul d explain what is happening, why it matters,
who is affected, and what happens next w thout addi ng unsupported cl ai ns.

- Work context: clear workplace nessage drafting.

- Save as: short team update.

Use these details if | provide them

- Scenari o.

- Audi ence.

- Length limt.

- Must-include facts and things not to prom se.

Ask first only if needed:

- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are nmissing, use |abeled placeholders or a brief nock exanple.

How t o work:
- Draft a short update within the requested word limt.
- Make the change, reason, and next step obvious.
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- Create a sharper version and explain the difference.

G ve ne:

1. Safe assunptions for the nock scenario

2. Team updat e under 150 words

3. What changed, why it matters, and who is affected
4. Review flags before sending

5. Optional tighter version

6. Reusabl e team update pronpt pattern

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.

Bef ore you finish:
- The update should be short, specific, useful, and ready for human revi ew.

and cl ear about what needs human revi ew before real use.

Day 5: Produce a Clear Written Message - Improve Prompt

SIMPLE PROMPT

t he nmeani ng grounded.

EXPANDED PROMPT

Rol e:
Act as a workpl ace nessage revi ewer who checks audience fit, m ssing context,
clarity.

Task:

t he nmeani ng grounded.
Cont ext :

who is affected, and what happens next w thout addi ng unsupported cl ai ns.
- Work context: clear workplace nmessage drafting.

- Save as: short team update.

Use these details if | provide them

- Scenari o.

- Audi ence.

- Length limt.

- Must-include facts and things not to prom se.

Ask first only if needed:
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- Use headings, bullets, or a conpact table when that nmakes the output easier to scan.

Revi ew t he team update for audience fit, clarity, mssing context, unsupported clains,
wor di ng, and next-step useful ness. Then suggest a tighter version under 120 words that keeps

Revi ew t he team update for audience fit, clarity, mssing context, unsupported clains,
wor di ng, and next-step useful ness. Then suggest a tighter version under 120 words that keeps

- Make sure the answer is usable, grounded in provided or clearly |abeled nock information,

vague

and next-step

vague

- Keep in mnd: A clear workplace nessage shoul d explain what is happening, why it matters,
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- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How to work:
- Review the nessage for audience fit, mssing context, vague wordi ng, and unsupported cl ai ns.
Suggest a tighter version that stays grounded.

Identify what should be verified before sending.

G ve ne:

Qui ck verdi ct

Issue table with priority, evidence, and recomended fi x
Revi sed draft or targeted rewite

Questions or approvals still needed

Bef ore-use revi ew checkl i st

Reusabl e revi ew pronpt pattern

@9 >@WPE

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The update should be short, specific, useful, and ready for hunman review

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 5: Produce a Clear Written Message - Apply Prompt
SIMPLE PROMPT

Hel p me create a reusable teamupdate tenplate for a safe, approved, or nock workpl ace change.
I ncl ude purpose, what is changing, why it matters, who is affected, what happens next, and
revi ew notes before sending.

EXPANDED PROMPT
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Rol e:
Act as a practical communication coach who hel ps ne turn a safe workpl ace change into a clear
team updat e tenpl ate.

Task:

Hel p me create a reusable teamupdate tenplate for a safe, approved, or nock workpl ace change.
I ncl ude purpose, what is changing, why it matters, who is affected, what happens next, and
revi ew notes before sending.

Cont ext :

- Keep in mind: A clear workplace nessage shoul d explain what is happening, why it matters,
who is affected, and what happens next w thout addi ng unsupported cl ai ns.

- Work context: clear workplace nessage drafting.

- Save as: short team update.

Use these details if | provide them

- Scenari o.

- Audi ence.

- Length limt.

- Must-include facts and things not to prom se.

Ask first only if needed:

- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:
- Build a reusable teamupdate tenpl ate.
I ncl ude purpose, change, reason, inpact, next step, and review notes.

Show how to adapt the tenplate to a safe exanple.

G ve ne:

1. Questions to ask ne first

2. Safe assunptions if | do not answer yet
3. Reusabl e team update tenpl ate

4. Filled nock exanple

5. Revi ew notes before sending

6. Optional shorter version
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7. Reusabl e team update pronpt pattern

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The update should be short, specific, useful, and ready for hunman review

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human revi ew before real use.

Day 6: Use ChatGPT for Meeting Support - Primary Prompt
SIMPLE PROMPT

Hel p ne prepare for a project planning neeting about how your workplace should explain its Al
capabilities to broader audi ences. Create a short neeting purpose, agenda, five smart
guestions, a briefing note, and possible risks or sensitive points.

EXPANDED PROMPT

Rol e:
Act as a neeting strategist.

Task:

Hel p ne prepare for a project planning neeting about how your workplace should explain its Al
capabilities to broader audi ences. Create a short neeting purpose, agenda, five smart
guestions, a briefing note, and possible risks or sensitive points.

Cont ext :

- Keep in mind: Meeting support should inprove preparation and fol |l owthrough by clarifying
purpose, agenda, questions, decisions, risks, owners, and next steps.

- Work context: neeting preparation wth Chat GPT.

- Save as: nmeeting prep note.

Use these details if | provide them
- Meeting topic.

- Audi ence or attendee roles.

- Purpose.

- Deci si on needed.

- Risks or sensitive points.
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Ask first only if needed:
- Ask up to three clarifying questions only when mssing details would naterially change the
answer. Otherw se, proceed with clearly |abeled assunpti ons or placehol ders

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, |legal, financial, unrel eased, private-code
credential, or regulated nmaterial unless that use is explicitly approved

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are nmissing, use |abel ed placeholders or a brief nock exanple.

How t o work
- Create a practical neeting purpose and agenda

Wite smart questions that uncover facts, risks, and decisions
I ncl ude possible sensitive points before the neeting

G ve ne:

Meeti ng purpose

Agenda

Briefing note

Questions by type

Ri sks or sensitive points

el > ©ONE

6. Deci sions needed

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype
- Use headings, bullets, or a conpact table when that nakes the output easier to scan

Bef ore you finish

- The prep note should nake the neeting easier to run and easier to follow up.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock information
and cl ear about what needs human review before real use.

Day 6: Use ChatGPT for Meeting Support - Improve Prompt
SIMPLE PROMPT
Review this neeting prep for missing stakehol ders, unclear decisions, weak agenda itens,

sensitive points, and questions that shoul d be answered before the neeting. Turn the questions
into fact questions, judgnent questions, and approval questions

EXPANDED PROMPT
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Rol e:
Act as a neeting-prep reviewer who checks agenda quality, decision clarity, risks, and
st akehol der needs.

Task:

Review this neeting prep for m ssing stakehol ders, unclear decisions, weak agenda itens,
sensitive points, and questions that shoul d be answered before the neeting. Turn the questions
into fact questions, judgnent questions, and approval questions.

Cont ext :

- Keep in mind: Meeting support should inprove preparation and foll owthrough by clarifying
pur pose, agenda, questions, decisions, risks, owners, and next steps.

- Work context: neeting preparation wth Chat GPT.

- Save as: meeting prep note.

Use these details if | provide them
- Meeting topic.

- Audi ence or attendee roles.

- Purpose.

- Deci si on needed.

- Risks or sensitive points.

Ask first only if needed:
- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How to work:
- ldentify m ssing stakehol ders, weak agenda itens, unclear decisions, and sensitive points.

Sort questions into fact, judgnent, and approval questions.
Strengthen the prep note for an actual neeting.

G ve ne:

1. Quick verdict

2. Issue table with priority, evidence, and reconmended fix
3. Revised draft or targeted rewite

4. Questions or approvals still needed

5. Before-use review checkli st
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6. Reusabl e review pronpt pattern

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The prep note should nake the neeting easier to run and easier to follow up.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human revi ew before real use.

Day 6: Use ChatGPT for Meeting Support - Apply Prompt
SIMPLE PROMPT

Ask me for a safe, approved, or nock neeting topic, audience, goal, and decision needed. Then
create a neeting prep note with agenda, context, questions, risks, decisions needed, and
followup itens.

EXPANDED PROMPT

Rol e:
Act as a practical neeting coach who helps ne turn a safe neeting topic into a useful prep
not e.

Task:

Ask me for a safe, approved, or nock neeting topic, audience, goal, and decision needed. Then
create a neeting prep note with agenda, context, questions, risks, decisions needed, and
followup itens.

Cont ext :

- Keep in mind: Meeting support should inprove preparation and fol |l owthrough by clarifying
pur pose, agenda, questions, decisions, risks, owners, and next steps.

- Work context: neeting preparation w th Chat GPT.

- Save as: neeting prep note.

Use these details if | provide them
- Meeting topic.

- Audi ence or attendee roles.

- Purpose.

- Deci si on needed.

- Risks or sensitive points.
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Ask first only if needed:
- Ask up to three clarifying questions only when mssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unrel eased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are nmissing, use |abel ed placeholders or a brief nock exanple.

How t o wor k:
Ask for neeting goal, attendees by role, decision needed, and known ri sks.

- Create a copy-ready neeting prep note.
Include followup itens that can be used after the neeting.

G ve ne:

Questions to ask nme first

Saf e assunptions if | do not answer yet
Adapt ed neeting prep note

Revi ew before real use

Reusabl e pronpt pattern

el > ©ONE

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The prep note shoul d nake the neeting easier to run and easier to follow up.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 7: Produce a Meeting Prep and Follow Up Package - Primary Prompt
SIMPLE PROMPT

Create a reusable neeting prep and fol |l owup package for a project planning neeting. |nclude
purpose, agenda, context, questions, decisions needed, risks, followup tenplate, and action
tracker.

EXPANDED PROMPT

Rol e:
Act as an operations-m nded nmeeting partner.

Task:

Create a reusable neeting prep and fol |l owup package for a project planning neeting. |nclude
pur pose, agenda, context, questions, decisions needed, risks, followup tenplate, and action
tracker.

Cont ext :

- Keep in mind: A neeting package shoul d provide enough structure to run and follow up on the
neeting wi thout making the process heavier than the work itself.

- Work context: neeting prep and foll ow up workfl ow
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- Save as: neeting prep and foll ow up package.

Use these details if | provide them
- Meeting purpose.

- Attendees by role.

- Cont ext .

- Deci si ons needed.

- Risks.

- Foll owup format.

Ask first only if needed:
- Ask up to three clarifying questions only when m ssing details would naterially change the
answer. Ot herw se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workpl ace-approved information. Do not include
sensitive, confidential, personal, custoner, |legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or promses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:

Create a package that works before, during, and after the neeting.
I ncl ude context, questions, decisions, risks, follow up, and action tracking.
Use pl acehol ders where owners or dates are unknown.

G ve ne:

1. Prep note

2. Agenda

3. Questions and deci sions
4. Fol |l owup nessage

en

Action tracker
6. Revi ew notes

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmkes the output easier to scan.

Bef ore you finish:
- The package shoul d be reusabl e wi thout becom ng generic.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human revi ew before real use.

Day 7: Produce a Meeting Prep and Follow Up Package - Improve Prompt
SIMPLE PROMPT

Review this neeting prep and fol |l owup package. ldentify m ssing owners, unclear decisions,
weak risks, vague follow up | anguage, and action itens that need due dates or dependenci es.
Rewrite it as a reusable tenplate.

EXPANDED PROMPT
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Rol e:
Act as a neeting-operations reviewer who checks owners, decisions, follow up | anguage, and
action tracking.

Task:

Review this neeting prep and fol |l owup package. ldentify m ssing owners, unclear decisions,
weak risks, vague follow up | anguage, and action itens that need due dates or dependenci es.
Rewite it as a reusable tenplate.

Cont ext :

- Keep in mind: A neeting package shoul d provide enough structure to run and follow up on the
neeting wi thout nmaking the process heavier than the work itself.

- Work context: neeting prep and foll ow up workfl ow

- Save as: neeting prep and fol |l ow up package.

Use these details if | provide them
- Meeting purpose.

- Attendees by role.

- Cont ext.

- Deci si ons needed.

- Risks.

- Foll owup fornmat.

Ask first only if needed:
- Ask up to three clarifying questions only when mssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunpti ons or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unrel eased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are nmissing, use |abel ed placeholders or a brief nock exanple.

How t o work:

Find m ssing owners, unclear decisions, weak risks, and vague action itens.
Add due dates, dependencies, and follow up | anguage.
Turn the package into a reusable tenplate.

G ve ne:

1. Quick verdict

2. Issue table with priority, evidence, and reconmmended fi x
3. Revised draft or targeted rewite

4. Questions or approvals still needed

5. Before-use revi ew checkli st
6. Reusabl e review pronpt pattern
Styl e:

- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:
- The package shoul d be reusabl e wi thout beconi ng generic.
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- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 7: Produce a Meeting Prep and Follow Up Package - Apply Prompt
SIMPLE PROMPT

Hel p ne adapt this neeting package to a safe project. Ask for the neeting goal, attendees by
rol e, decision needed, known risks, and followup format. Then produce a copy-ready prep note
and action tracker.

EXPANDED PROMPT

Rol e:
Act as a practical neeting-operations coach who adapts this package to a real or nock project
neet i ng.

Task:

Hel p ne adapt this neeting package to a safe project. Ask for the neeting goal, attendees by
rol e, decision needed, known risks, and followup format. Then produce a copy-ready prep note
and action tracker.

Cont ext :

- Keep in mnd: A neeting package shoul d provide enough structure to run and follow up on the
neeting wi thout nmeking the process heavier than the work itself.

- Work context: neeting prep and fol |l ow up workfl ow.

- Save as: neeting prep and foll ow up package.

Use these details if | provide them
- Meeting purpose.

- Attendees by role.

- Cont ext.

- Deci si ons needed.

- Risks.

- Fol l owup format.

Ask first only if needed:
- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are nmissing, use |abeled placeholders or a brief nock exanple.

How t o wor k:
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Ask for a safe project and neeting details.
Produce a copy-ready prep note and action tracker.
Mark sensitive points and revi ew needs.

G ve ne:

1. Prep note

2. Agenda

3. Questions and deci sions
4. Fol | owup nessage

5. Action tracker
6. Revi ew notes
Styl e:

- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmakes the output easier to scan.

Bef ore you finish:
- The package shoul d be reusabl e w thout beconing generic.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human revi ew before real use.

Day 8: Use ChatGPT for Brainstorming and Question Development - Primary Prompt
SIMPLE PROMPT

Cenerate ten possible project framngs for a teamusing Al at work preparing to share a
wor kf | ow updat e. For each angle, include audience, why it matters, proof needed, one risk, and
one reason it nmay be too generic or hard to support.

EXPANDED PROMPT

Rol e:
Act as a strategic brainstormng partner.

Task:

Generate ten possible project framngs for a teamusing Al at work preparing to share a

wor kf | ow updat e. For each angle, include audience, why it matters, proof needed, one risk, and
one reason it nmay be too generic or hard to support.

Cont ext :

- Keep in mind: Brainstorm ng shoul d expand options and sharpen questi ons before choosing a
direction; it should not pretend early ideas are final decisions.

- Work context: brainstormng project fram ngs.

- Save as: project fram ng options.

Use these details if | provide them
- Topic.

- Audi ence.

- Coal .

- Proof avail able.

- Risks or constraints.
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Ask first only if needed:
- Ask up to three clarifying questions only when mssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unrel eased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are nmissing, use |abel ed placeholders or a brief nock exanple.

How t o work:
- Cenerate varied fram ng options.

I ncl ude audi ence, why it nmatters, proof needed, risk, and weakness for each.
Hel p identify which options deserve nore work.

G ve ne:

1. Fram ng options

2. Audi ence and i nportance

3. Proof and risk

4. \Wak ideas to reject

5. Strongest options to devel op

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The brai nstorm shoul d create useful choices, not a pile of polished phrases.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 8: Use ChatGPT for Brainstorming and Question Development - Improve Prompt
SIMPLE PROMPT
Revi ew t hese project framngs. Goup simlar ideas, identify the strongest three, reject the

weakest three with reasons, and flag any angle that sounds generic, pronotional, unsupported,
or risky for the audience.

EXPANDED PROMPT
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Rol e:
Act as a brainstorm ng reviewer who sorts ideas by useful ness, evidence needs, audience fit,
and ri sk.

Task:

Revi ew t hese project fram ngs. Group simlar ideas, identify the strongest three, reject the
weakest three with reasons, and flag any angle that sounds generic, pronotional, unsupported,
or risky for the audience.

Cont ext :

- Keep in mind: Brainstorm ng shoul d expand options and sharpen questi ons before choosing a
direction; it should not pretend early ideas are final decisions.

- Work context: brainstorm ng project fram ngs.

- Save as: project fram ng options.

Use these details if | provide them
- Topic.

- Audi ence.

- Coal .

- Proof avail abl e.

- Risks or constraints.

Ask first only if needed:
- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How to work:
- Goup simlar ideas and reject weak ones.

Identify generic, pronotional, unsupported, or risky angles.
Sel ect the strongest options w th reasons.

G ve ne:

1. Quick verdict

2. Issue table with priority, evidence, and reconmended fix
3. Revised draft or targeted rewite

4. Questions or approvals still needed

5. Before-use review checkli st
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6. Reusabl e review pronpt pattern

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The brainstorm shoul d create useful choices, not a pile of polished phrases.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human revi ew before real use.

Day 8: Use ChatGPT for Brainstorming and Question Development - Apply Prompt
SIMPLE PROMPT

Ask me for a safe topic, audience, and goal. Then generate project framngs in three
categories: practical, trust-building, and future-looking. For each, include proof needed,
ri sk, and a question to ask before using it.

EXPANDED PROMPT

Rol e:
Act as a practical brainstorm ng coach who hel ps ne generate and test project framngs for a
safe topic.

Task:

Ask me for a safe topic, audience, and goal. Then generate project framngs in three
categories: practical, trust-building, and future-looking. For each, include proof needed,
ri sk, and a question to ask before using it.

Cont ext :

- Keep in mind: Brainstorm ng shoul d expand options and sharpen questi ons before choosing a
direction; it should not pretend early ideas are final decisions.

- Work context: brainstorm ng project fram ngs.

- Save as: project framng options.

Use these details if | provide them
- Topic.

- Audi ence.

- Coal .

- Proof avail able.

- Risks or constraints.
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Ask first only if needed:
- Ask up to three clarifying questions only when mssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unrel eased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are nmissing, use |abel ed placeholders or a brief nock exanple.

How t o wor k:
Ask for topic, audience, and goal.

Generate practical, trust-building, and future-I|ooking fram ngs.
I nclude proof, risk, and a question before use.

G ve ne:

Questions to ask nme first

Saf e assunptions if | do not answer yet
Adapt ed project fram ng options

Revi ew before real use

Reusabl e pronpt pattern

el > ©ONE

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The brai nstorm shoul d create useful choices, not a pile of polished phrases.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 9: Produce a Project Framing and Question Set - Primary Prompt

SIMPLE PROMPT

Help ne create three project framings for a safe or nock product update. For each angl e,
i ncl ude audi ence, inportance, proof needed, risks, and questions to ask before using it. Then
hel p ne select and refine the strongest one.

EXPANDED PROMPT

Rol e:
Act as a planning partner who thinks about audi ence and proof.

Task:

Help ne create three project framings for a safe or nock product update. For each angle,

i ncl ude audi ence, inportance, proof needed, risks, and questions to ask before using it. Then
hel p ne select and refine the strongest one.

Cont ext :

- Keep in mind: A project framng is a working hypothesis that connects audi ence, nessage,
proof, risk, and stakehol der questions before final nessaging.

- Work context: turning brainstorns into project planning.
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- Save as: project fram ng and stakehol der question set.

Use these details if | provide them
- Safe topic.

- I ntended audi ence

- Possible clains.

- Avail abl e proof.

- Revi ew st akehol ders.

Ask first only if needed:
- Ask up to three clarifying questions only when mssing details would naterially change the
answer. Otherw se, proceed with clearly |abeled assunptions or placehol ders

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, |legal, financial, unrel eased, private-code
credential, or regulated naterial unless that use is explicitly approved

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abel ed placeholders or a brief nock exanple.

How t o work
- Create three possible fram ngs as hypot heses.

Connect each angle to audience, proof, and risk.
Sel ect the strongest angle and refine it.

G ve ne:

Three fram ngs

Proof and risks
Questions before use
Sel ected angl e

Pl anni ng note

el > ©ONE

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype
- Use headings, bullets, or a conpact table when that nakes the output easier to scan

Bef ore you finish

- The fram ng shoul d be specific enough to discuss and cautious enough to review.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation
and cl ear about what needs human revi ew before real use.

Day 9: Produce a Project Framing and Question Set - Improve Prompt
SIMPLE PROMPT

Pressure test ny selected project fram ng. ldentify what evidence it needs, what a skeptica
st akehol der mi ght chal |l enge, what wording could overpron se, and which questions should go to
subject-nmatter, legal, privacy, conpliance, or technical reviewers.

EXPANDED PROMPT
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Rol e:
Act as a project-fram ng reviewer who tests the angle, proof needs, risks, and stakehol der
guestions.

Task:

Pressure test ny selected project fram ng. ldentify what evidence it needs, what a skepti cal
st akehol der m ght chal | enge, what wordi ng coul d overpronmi se, and whi ch questions should go to
subject-natter, legal, privacy, conpliance, or technical reviewers.

Cont ext :

- Keep in mnd: A project framng is a working hypothesis that connects audi ence, nessage,
proof, risk, and stakehol der questions before final nessaging.

- Work context: turning brainstorns into project planning.

- Save as: project fram ng and stakehol der question set.

Use these details if | provide them
- Safe topic.

- Intended audi ence.

- Possible clains.

- Avail abl e proof.

- Revi ew st akehol ders.

Ask first only if needed:
- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How to work:
- Pressure test the selected fram ng.

Identify evidence needed, skeptical challenges, and overprom sing | anguage.
Sort reviewer questions by role.

G ve ne:

1. Quick verdict

2. Issue table with priority, evidence, and reconmended fix
3. Revised draft or targeted rewite

4. Questions or approvals still needed

5. Before-use review checkli st
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6. Reusabl e review pronpt pattern

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The frami ng should be specific enough to discuss and cautious enough to review

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human revi ew before real use.

Day 9: Produce a Project Framing and Question Set - Apply Prompt
SIMPLE PROMPT

Ask me for a safe, approved, or nock project topic and intended audi ence. Then help ne create
a one-page planning note with selected angle, rationale, proof needed, risks, rejected
al ternatives, and stakehol der questi ons.

EXPANDED PROMPT

Rol e:
Act as a practical project-fram ng coach who helps ne turn a safe topic into a one-page
pl anni ng not e.

Task:

Ask me for a safe, approved, or nock project topic and intended audi ence. Then help ne create
a one-page planning note with selected angle, rationale, proof needed, risks, rejected

al ternatives, and stakehol der questi ons.

Cont ext :

- Keep in mind: A project framng is a working hypothesis that connects audi ence, nessage,
proof, risk, and stakehol der questions before final nessaging.

- Work context: turning brainstorns into project planning.

- Save as: project fram ng and stakehol der question set.

Use these details if | provide them
- Safe topic.

- I ntended audi ence.

- Possible clains.

- Avail abl e proof.

- Revi ew st akehol ders.
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Ask first only if needed:
- Ask up to three clarifying questions only when mssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unrel eased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are nmissing, use |abel ed placeholders or a brief nock exanple.

How t o wor k:
- Ask for a safe or nock topic and audi ence.

- Create a one-page planning note.
I nclude sel ected angle, rationale, proof, risks, rejected alternatives, and questions.

G ve ne:

Questions to ask nme first

Saf e assunptions if | do not answer yet

Adapt ed project fram ng and stakehol der question set
Revi ew before real use

Reusabl e pronpt pattern

el > ©ONE

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The fram ng shoul d be specific enough to discuss and cautious enough to review

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 10: Use ChatGPT for Pressure Testing and Claim Discipline - Primary Prompt
SIMPLE PROMPT

Critique this draft fromthe perspective of a custoner, subject-matter expert, journalist,

i nvestor, regulator, teammte, and skeptic: a safe or nobck workplace is redefining custoner
support with Al-powered tools. ldentify what works, what is unclear, what sounds unsupported,
what coul d be m sunderstood, and how to neke it clearer and nore grounded.

EXPANDED PROMPT
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Rol e:
Act as a strict but hel pful nessage reviewer.

Task:

Critique this draft fromthe perspective of a custoner, subject-matter expert, journalist,
investor, regulator, teammte, and skeptic: a safe or nbck workplace is redefining custoner
support with Al-powered tools. Identify what works, what is unclear, what sounds unsupported,
what coul d be m sunderstood, and how to neke it clearer and nore grounded.

Cont ext :

- Keep in mind: Pressure testing and clai mdiscipline help prevent overstatenment by checking
clains fromnultiple reader perspectives before use.

- Work context: pressure testing clains and clai mdiscipline.

- Save as: pressure-tested nessage and grounded rewite.

Use these details if | provide them
- Draft text.

- Audi ence.

- Avail abl e evi dence.

- Sensitive clains.

- Revi ewers.

Ask first only if needed:
- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How to work:
- Critique the draft fromnultiple perspectives.

Separate what works fromwhat is unclear, unsupported, or easy to m sunderstand.
Create a grounded rewrite.

G ve ne:

1. Perspective-by-perspective critique
2. Unsupported, vague, or risky clainms
3. Evidence and questions needed

4. Safer grounded rewite

5. Review gates before use
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6. Reusabl e pressure-test pronpt pattern

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The critique should make the nessage safer and clearer without naking it |ifeless.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human revi ew before real use.

Day 10: Use ChatGPT for Pressure Testing and Claim Discipline - Improve Prompt
SIMPLE PROMPT

Mark each claimin this draft as sourced, needs source, opinion, vague, risky, or renpve. Then
suggest a rewite that keeps the strongest supportable point while renopving unsupported
prom ses and uncl ear inplications.

EXPANDED PROMPT

Rol e:
Act as a claimdiscipline reviewer who checks each claimfor support, risk, anbiguity, and
over st at enent .

Task:

Mark each claimin this draft as sourced, needs source, opinion, vague, risky, or renpve. Then
suggest a rewite that keeps the strongest supportable point while renopving unsupported

prom ses and uncl ear inplications.

Cont ext :

- Keep in mnd: Pressure testing and clai mdiscipline help prevent overstatenent by checking
clains fromnultiple reader perspectives before use.

- Work context: pressure testing clains and clai mdiscipline.

- Save as: pressure-tested nessage and grounded rewite.

Use these details if | provide them
- Draft text.

- Audi ence.

- Avail abl e evi dence.

- Sensitive clains.

- Revi ewers.
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Ask first only if needed:
- Ask up to three clarifying questions only when mssing details would naterially change the
answer. Otherw se, proceed with clearly |abeled assunpti ons or placehol ders

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, |legal, financial, unrel eased, private-code
credential, or regulated nmaterial unless that use is explicitly approved

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are nmissing, use |abel ed placeholders or a brief nock exanple.

How t o wor k
- Mark each claimas sourced, needs source, opinion, vague, risky, or renobve.

Preserve the strongest supportable point.
Renove unsupported promnm ses and uncl ear inplications.

G ve ne:

1. Quick verdict

2. Issue table with priority, evidence, and recommended fi x
3. Revised draft or targeted rewite

4. Questions or approvals still needed

5. Before-use review checkli st

6. Reusabl e review pronpt pattern

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype
- Use headings, bullets, or a conpact table when that nakes the output easier to scan

Bef ore you finish

- The critique should make the nessage safer and clearer without naking it |ifeless.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock information
and cl ear about what needs human review before real use.

Day 10: Use ChatGPT for Pressure Testing and Claim Discipline - Apply Prompt
SIMPLE PROMPT
Ask me for a safe, approved, or nock draft and the audi ence. Then pressure test it fromthree

reader perspectives, identify unsupported clains, and create a grounded rewite with notes
about what needs human revi ew.

EXPANDED PROMPT
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Rol e:
Act as a practical pressure-testing coach who helps ne review a safe draft fromrealistic
reader perspectives.

Task:

Ask me for a safe, approved, or nock draft and the audi ence. Then pressure test it fromthree
reader perspectives, identify unsupported clains, and create a grounded rewite with notes
about what needs hunman revi ew.

Cont ext :

- Keep in mind: Pressure testing and clai mdiscipline help prevent overstatenment by checking
clains fromnultiple reader perspectives before use.

- Work context: pressure testing clains and clai mdiscipline.

- Save as: pressure-tested nessage and grounded rewite.

Use these details if | provide them
- Draft text.

- Audi ence.

- Avail abl e evi dence.

- Sensitive clains.

- Revi ewers.

Ask first only if needed:
- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:
- Ask for a safe draft and audi ence.

Pressure test it fromreader perspectives.
Create a grounded rewite with revi ew notes.

G ve ne:

Questions to ask nme first

Saf e assunptions if | do not answer yet

Adapt ed pressure-tested nessage and grounded rewite
Revi ew before real use

Reusabl e pronpt pattern

ol > @ =

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The critique should make the nessage safer and clearer without naking it |ifeless.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human review before real use.
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Day 11: Produce a Safer, Clearer Message - Primary Prompt
SIMPLE PROMPT

Review this safe or nbck nessage for clarity, credibility, unsupported clains, possible

m sunder st andi ng, stakehol der concerns, and review needs: a safe or nobck workpl ace hel ps
custoners get answers faster with Al-powered technol ogy. Then create a clearer, nore grounded
rewite and a review checklist.

EXPANDED PROMPT

Rol e:
Act as a nessage revi ewer focused on clarity and credibility.

Task:

Review this safe or nbock nessage for clarity, credibility, unsupported clains, possible

m sunder st andi ng, stakehol der concerns, and review needs: a safe or nobck workpl ace hel ps
custoners get answers faster with Al-powered technol ogy. Then create a clearer, nore grounded
rewite and a review checklist.

Cont ext :

- Keep in mind: A safer nessage can still be specific and useful when it separates grounded
cl ai ns, cautious |anguage, stakehol der concerns, and revi ew needs.

- Wirk context: safer clearer workplace communication.

- Save as: safer nessage and review checklist.

Use these details if | provide them
- Mock nessage.

- Audi ence.

- Required facts.

- Words to avoid.

- Revi ew standards.

Ask first only if needed:
- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are nmissing, use |abeled placeholders or a brief nock exanple.

How t o work:
- Reviewclarity, credibility, unsupported clains, m sunderstanding, stakehol der concerns,
and revi ew needs.
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Create a grounded rewite.
Build a practical review checklist.

G ve ne:

1. Message risk scan

Claim clarity, and stakehol der concern table
Safer clearer rewite

Revi ew needs and open questions

Fi nal nessage checkli st

Gl > O N

6. Reusabl e saf e-nessage pronpt pattern

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The answer shoul d show that safer wordi ng can al so be stronger wording.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 11: Produce a Safer, Clearer Message - Improve Prompt
SIMPLE PROMPT

Turn the critique of this nmessage into a practical review checklist. Include checks for
audi ence, evidence, overstatenment, privacy or conpliance sensitivity, stakehol der concerns,
m ssing context, and final approval needs.

EXPANDED PROMPT

Rol e:
Act as a safer-nessage revi ewer who checks clarity, credibility, evidence, stakehol der
concerns, and approval s.

Task:

Turn the critique of this nmessage into a practical review checklist. Include checks for
audi ence, evidence, overstatenment, privacy or conpliance sensitivity, stakehol der concerns,
m ssing context, and final approval needs.

Cont ext :

- Keep in nmind: A safer nessage can still be specific and useful when it separates grounded
cl ai ns, cautious |anguage, stakehol der concerns, and revi ew needs.

- Work context: safer clearer workplace communi cati on.

- Save as: safer nessage and review checklist.

Use these details if | provide them
- Mock nessage.

- Audi ence.

- Required facts.

- Words to avoid.

- Revi ew st andards.
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Ask first only if needed:
- Ask up to three clarifying questions only when mssing details would naterially change the
answer. Otherw se, proceed with clearly |abeled assunpti ons or placehol ders

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, |legal, financial, unrel eased, private-code
credential, or regulated nmaterial unless that use is explicitly approved

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are nmissing, use |abel ed placeholders or a brief nock exanple.

How t o work
- Turn critique into a reusabl e checklist.

- Cover audience, evidence, overstatenent, privacy or conpliance sensitivity, and approvals.
Make the checklist easy to reuse

G ve ne:

1. Quick verdict

2. Issue table with priority, evidence, and recommended fi x
3. Revised draft or targeted rewite

4. Questions or approvals still needed

5. Before-use review checkli st

6. Reusabl e review pronpt pattern

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype
- Use headings, bullets, or a conpact table when that nakes the output easier to scan

Bef ore you finish

- The answer should show that safer wording can al so be stronger wording

- Make sure the answer is usable, grounded in provided or clearly |abeled nock information
and cl ear about what needs human review before real use.

Day 11: Produce a Safer, Clearer Message - Apply Prompt
SIMPLE PROMPT
Ask me for a safe, approved, or nock nessage, target reader, required facts, and words to

avoid. Then create a safer rewite and explain which edits inproved clarity, credibility, and
revi ew readi ness.

EXPANDED PROMPT
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Rol e:
Act as a practical nmessage-safety coach who hel ps ne revise a safe nmessage without |osing
usef ul ness.

Task:

Ask me for a safe, approved, or nock nessage, target reader, required facts, and words to
avoid. Then create a safer rewite and explain which edits inproved clarity, credibility, and
revi ew readi ness.

Cont ext :

- Keep in mind: A safer nessage can still be specific and useful when it separates grounded
cl ai ns, cautious |anguage, stakehol der concerns, and revi ew needs.

- Work context: safer clearer workplace communi cation.

- Save as: safer nessage and review checklist.

Use these details if | provide them
- Mock nessage.

- Audi ence.

- Required facts.

- Words to avoid.

- Revi ew standards.

Ask first only if needed:
- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How to work:
- Ask for nessage, reader, required facts, and words to avoid.

Create a safer rewite.
Expl ain which edits inproved clarity and credibility.

G ve ne:

Questions to ask nme first

Saf e assunptions if | do not answer yet
Adapt ed safer nessage and revi ew checkli st
Revi ew before real use

Reusabl e pronpt pattern

ol > @ =

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The answer should show that safer wordi ng can al so be stronger wording.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human review before real use.
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Day 12: Use ChatGPT for Documents, Data, Visuals, Tools, and Integrations - Primary

Prompt

SIMPLE PROMPT

i st what data needs checki ng.

EXPANDED PROMPT

Rol e:
Act as a data communi cation coach.

Task:

i st what data needs checki ng.
Cont ext :

still require approved inputs, careful interpretation, and source checks.
- Work context: data, documents, visuals, and synthesis.

- Save as: table sunmary and vi sual reconmendati on.

Use these details if | provide them
- Mock data or snull safe dataset.

- Decision to support.

- Audi ence.

- Known data limtations.

Ask first only if needed:

answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, |legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses.
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:

- Turn data into a sinple table before interpreting it.
- Sunmarize the pattern in plain English.

Recommend two vi sual s and choose the easiest one for the reader.

G ve ne:

Clean table

Pattern sunmary

Vi sual options

Best visual and why
Dat a checks

ol > @ =
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Help ne turn safe or nock four-week workload data into a sinple table, sumuarize the pattern
in plain English, suggest two visuals, explain which visual is easiest for a busy reader,

and

Help ne turn safe or nock four-week workload data into a sinple table, summarize the pattern
in plain English, suggest two visuals, explain which visual is easiest for a busy reader,

and

- Keep in mind: Al outputs inprove with context, but files, data, visuals, and integrations

- Ask up to three clarifying questions only when missing details would naterially change the

I f
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Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmkes the output easier to scan.

Bef ore you finish:

- The answer should nmake the data easier to understand w thout overstating what it proves.
- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 12: Use ChatGPT for Documents, Data, Visuals, Tools, and Integrations - Improve
Prompt

SIMPLE PROMPT

Review this table sunmary and vi sual recommendation. ldentify possible data quality issues,
m sl eadi ng conpari sons, unclear |abels, mssing context, and what a busy reader could
m sunder st and. Suggest a clearer table title and chart note.

EXPANDED PROMPT

Rol e:
Act as a dat a-conmuni cation revi ewer who checks | abels, conparisons, m ssing context, and
possi bl e m sreadi ngs.

Task:

Review this table sunmmary and vi sual recommendation. ldentify possible data quality issues,
m sl eadi ng conpari sons, unclear |abels, mssing context, and what a busy reader could

m sunder st and. Suggest a clearer table title and chart note.

Cont ext :

- Keep in mind: Al outputs inprove with context, but files, data, visuals, and integrations
still require approved inputs, careful interpretation, and source checks.

- Work context: data, docunents, visuals, and synthesis.

- Save as: table summary and vi sual recomendati on.

Use these details if | provide them
- Mock data or snall safe dataset.

- Decision to support.

- Audi ence.

- Known data limtations.

Ask first only if needed:
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- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:
- Check for nmisleading conpari sons, unclear |abels, and m ssing context.
Suggest clearer title, chart note, and data checks.

Expl ai n what not to claimfromthe data.

G ve ne:

1. Quick verdict

2. Issue table with priority, evidence, and reconmmended fix
3. Revised draft or targeted rewite

4. Questions or approvals still needed

5. Before-use review checkli st

6. Reusabl e review pronpt pattern

Styl e:

- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The answer should nmake the data easier to understand w thout overstating what it proves.
- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 12: Use ChatGPT for Documents, Data, Visuals, Tools, and Integrations - Apply
Prompt

SIMPLE PROMPT

Ask me for a small safe, approved, or nock dataset and the decision it should support. Then
recormend a table, two possible visuals, a plain-English summary, and the data checks needed
bef ore shari ng.

EXPANDED PROMPT
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Rol e:
Act as a practical data-conmmunicati on coach who helps nme turn a safe dataset into a clear
summary and vi sual plan.

Task:

Ask me for a snmall safe, approved, or nbck dataset and the decision it should support. Then
recommend a table, two possible visuals, a plain-English sunmary, and the data checks needed
bef ore shari ng.

Cont ext :

- Keep in mind: Al outputs inprove with context, but files, data, visuals, and integrations
still require approved inputs, careful interpretation, and source checks.

- Work context: data, docunments, visuals, and synthesis.

- Save as: table sunmary and vi sual reconmendati on.

Use these details if | provide them
- Mock data or snall safe dataset.

- Decision to support.

- Audi ence.

- Known data limtations.

Ask first only if needed:

- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:
- Ask for a small safe dataset and deci si on need.
- Recommend table, visuals, sumary, and data checks.

Use cl ear | abels and caveats.

G ve ne:

Questions to ask nme first

Saf e assunptions if | do not answer yet

Adapt ed tabl e sunmary and vi sual reconmendation
Revi ew before real use

Reusabl e pronpt pattern

ol > @ =

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The answer should nmake the data easier to understand w thout overstating what it proves.
- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human review before real use.
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Day 13: Produce a Visual Summary and Planning Workflow - Primary Prompt

SIMPLE PROMPT

owners, due dates, dependencies, and reni nders.

EXPANDED PROMPT

Rol e:
Act as a practical project planner.

Task:

due dates, dependencies, and rem nders.
Cont ext :
- Keep in mind: Good workplace planning turns raw i nformation into a clear summary,

schedul e, owners, dependenci es, and next actions.
- Work context: turning information into action.

- Save as: summary, weekly schedule, and task |ist.
Use these details if | provide them

- Tabl e or visual recomendati on.

- Tinefrane.

- Omners.

- Constraints.
- Deadl i nes.

Ask first only if needed:
answer. Otherwi se, proceed with clearly |abel ed assunpti ons or placehol ders.

Keep it safe:

credential, or regulated material unless that use is explicitly approved.
details are missing, use |abeled placeholders or a brief nock exanple.

How t o work:
- Turn information into a concise summary and practical weekly priority.

Create a realistic schedule and task |ist.
- I'nclude owners, dependencies, and reninders.

G ve ne:

Conci se summary
Three takeaways
Weekly priority
Schedul e

Task |ist

> O E
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Using the provided safe or nbck table and visual recommendation, create a conci se sunmary,
three key takeaways, one suggested weekly priority, a practical schedule, and a task list with

Using the nock table and visual reconmmendation, create a short concise summary, three key
t akeaways, one suggested weekly priority, a practical schedule, and a task list with owners,

realistic

- Ask up to three clarifying questions only when m ssing details would naterially change the

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custonmer, |legal, financial, unreleased, private-code,

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
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6. Dependenci es and reni nders

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The plan should feel usable in a real week, not just organized on paper.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human revi ew before real use.

Day 13: Produce a Visual Summary and Planning Workflow - Improve Prompt
SIMPLE PROMPT

Revi ew this sunmary, schedule, and task list for overloaded days, unclear owners, m ssing
dependenci es, vague deadlines, and tasks that do not match the data. Suggest a nore realistic
next - seven- days version.

EXPANDED PROMPT

Rol e:
Act as a pl anni ng-wor kf | ow revi ewer who checks summary accuracy, schedule realism owners,
and dependenci es.

Task:

Revi ew this sunmary, schedule, and task list for overloaded days, unclear owners, m ssing
dependenci es, vague deadlines, and tasks that do not match the data. Suggest a nore realistic
next - seven- days version.

Cont ext :

- Keep in mnd: Good workplace planning turns raw i nformation into a clear sumary, realistic
schedul e, owners, dependenci es, and next actions.

- Work context: turning information into action.

- Save as: summary, weekly schedule, and task |ist.

Use these details if | provide them
- Tabl e or visual recomendati on.

- Tinefrane.

- Omners.

- Constraints.

- Deadl i nes.
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Ask first only if needed:
- Ask up to three clarifying questions only when mssing details would naterially change the
answer. Otherw se, proceed with clearly |abeled assunpti ons or placehol ders

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, |legal, financial, unrel eased, private-code
credential, or regulated nmaterial unless that use is explicitly approved

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are nmissing, use |abel ed placeholders or a brief nock exanple.

How t o wor k
- Check for overl oaded days, unclear owners, nissing dependencies, and unrealistic deadlines.

Revi se the plan for the next seven days
Keep the plan tied to the data.

G ve ne:

1. Quick verdict

2. Issue table with priority, evidence, and recommended fi x
3. Revised draft or targeted rewite

4. Questions or approvals still needed

5. Before-use review checkli st

6. Reusabl e review pronpt pattern

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype
- Use headings, bullets, or a conpact table when that nakes the output easier to scan

Bef ore you finish

- The plan should feel usable in a real week, not just organized on paper.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock information
and cl ear about what needs human review before real use.

Day 13: Produce a Visual Summary and Planning Workflow - Apply Prompt
SIMPLE PROMPT
Ask me for a safe project summary, known deadlines, constraints, and owner roles. Then create

a conci se sunmary, weekly priority, schedule, task |ist, dependencies, and rem nders that are
realistic for one week.

EXPANDED PROMPT
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Rol e:
Act as a practical planning coach who hel ps ne turn safe project infornmation into a realistic
weekly plan.

Task:

Ask me for a safe project summary, known deadlines, constraints, and owner roles. Then create
a conci se sunmary, weekly priority, schedule, task list, dependencies, and rem nders that are
realistic for one week.

Cont ext :

- Keep in mind: Good workplace planning turns raw information into a clear summary, realistic
schedul e, owners, dependencies, and next actions.

- Work context: turning information into action.

- Save as: summary, weekly schedule, and task list.

Use these details if | provide them
- Tabl e or visual recomendati on.

- Tinefrane.

- Omners.

- Constraints.

- Deadl i nes.

Ask first only if needed:
- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How to work:
- Ask for project summary, deadlines, constraints, and owner roles.

Create a practical one-week plan.
Mar k unknowns rather than inventing them

G ve ne:

Questions to ask nme first

Saf e assunptions if | do not answer yet

Adapt ed sunmary, weekly schedul e, and task Ii st
Revi ew before real use

Reusabl e pronpt pattern

ol > @ =

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The plan should feel usable in a real week, not just organized on paper.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human review before real use.
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Day 14: Set Up and Walk Through NotebookLM - Primary Prompt

SIMPLE PROMPT

Hel p me create a Not ebookLM getting oriented plan. Suggest what sources m ght belong in a Wrk
Ref erence not ebook, what questions | should ask, and what | shoul d be careful about before
addi ng wor kpl ace naterial .

EXPANDED PROMPT

The Al Prompt Library

Rol e:
Act as a source-grounded | earning coach.

Task:

Hel p me create a Not ebookLM getting oriented plan. Suggest what sources m ght belong in a Wrk
Ref erence not ebook, what questions | should ask, and what | shoul d be careful about before
addi ng wor kpl ace naterial .

Cont ext :

- Keep in mind: NotebookLMis strongest when the notebook is built around trusted sources and
guestions stay inside that source boundary.

- Work context: NotebookLM setup and source-grounded | earni ng.

- Save as: NotebookLM getting oriented plan.

Use these details if | provide them
- Safe topic.

- Source types.

- What | need to |earn.

- Approval boundari es.

Ask first only if needed:

- Ask up to three clarifying questions only when m ssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunpti ons or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custonmer, |legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o work:
- Plan a snall, trustworthy notebook.
Suggest sources, questions, notes, and cautions.

- Enphasi ze citation checks.

G ve ne:

Not ebook pur pose
Sources to add or avoid
Questions to ask

Notes to save

Citation checks

> O E
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Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmkes the output easier to scan.

Bef ore you finish:

- The plan should help ne build a small notebook | can trust.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 14: Set Up and Walk Through NotebookLM - Improve Prompt
SIMPLE PROMPT

Revi ew ny Not ebookLM getting oriented plan. lIdentify sources that may be too broad, private,
stale, duplicate, or unapproved. Suggest better source categories, safer practice sources,
and citation checks to perform

EXPANDED PROMPT

Rol e:
Act as a source-boundary reviewer who checks whet her notebook sources are focused, approved,
current, and useful.

Task:

Revi ew ny Not ebookLM getting oriented plan. |Identify sources that may be too broad, private,
stale, duplicate, or unapproved. Suggest better source categories, safer practice sources,
and citation checks to perform

Cont ext :

- Keep in mnd: NotebookLMis strongest when the notebook is built around trusted sources and
guestions stay inside that source boundary.

- Work context: NotebookLM setup and source-grounded | earni ng.

- Save as: NotebookLM getting oriented plan.

Use these details if | provide them
- Safe topic.

- Source types.

- What | need to |earn.

- Approval boundari es.

Ask first only if needed:
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- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:
- Review source choices for breadth, privacy, staleness, duplicates, and approval risk.
Suggest safer source categories.

Add citation checks.

G ve ne:

Qui ck verdi ct

Issue table with priority, evidence, and recomended fi x
Revi sed draft or targeted rewite

Questions or approvals still needed

Bef ore-use revi ew checkl i st

Reusabl e revi ew pronpt pattern

@9 >@WPE

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The plan should help ne build a small notebook | can trust.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 14: Set Up and Walk Through NotebookLM - Apply Prompt
SIMPLE PROMPT

Ask me for a safe |learning topic and what | need to understand. Then design a NotebookLM
not ebook with source types to add, questions to ask, notes to save, and cautions before using
wor kpl ace materi al .

EXPANDED PROMPT

SparkeAcademy | A Brighter Way to Learn
The Al Prompt Library Page 55
© Paul Tocatlian. All Rights Reserved.



Rol e:
Act as a practical NotebookLM coach who hel ps nme design a focused notebook around trusted
source types.

Task:

Ask me for a safe |learning topic and what | need to understand. Then design a NotebookLM

not ebook with source types to add, questions to ask, notes to save, and cautions before using
wor kpl ace materi al .

Cont ext :

- Keep in mind: NotebookLMis strongest when the notebook is built around trusted sources and
guestions stay inside that source boundary.

- Work context: NotebookLM setup and source-grounded | earning.

- Save as: NotebookLM getting oriented plan.

Use these details if | provide them
- Safe topic.

- Source types.

- What | need to |earn.

- Approval boundari es.

Ask first only if needed:

- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:
- Ask for topic and |earning need.
- Design a notebook with source types, questions, notes, and cautions.

Use only safe or approved naterial .

G ve ne:

Questions to ask nme first

Saf e assunptions if | do not answer yet
Adapt ed Not ebookLM getting oriented plan
Revi ew before real use

Reusabl e pronpt pattern

ol > @ =

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The plan should help ne build a small notebook | can trust.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human revi ew before real use.
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Day 15: Use NotebookLM for Topic Based Learning - Primary Prompt
SIMPLE PROMPT

Hel p ne plan topic-based Not ebookLM not ebooks for Domain Al, Product and Technol ogy,

Wor kpl ace Narrative, Conpetitors, Media Strategy, Messaging and Positioning, Custoner
Experience, and Trust and Ri sk Questions. For each, explain why it nay be useful and what
sources bel ong there.

EXPANDED PROMPT

Rol e:
Act as a | earning-system designer.

Task:

Hel p ne plan topic-based Not ebookLM not ebooks for Domain Al, Product and Technol ogy,

Wor kpl ace Narrative, Conpetitors, Media Strategy, Messaging and Positioning, Custoner
Experience, and Trust and Ri sk Questions. For each, explain why it nay be useful and what
sources bel ong there.

Cont ext :

- Keep in mind: Focused notebooks produce better questions, cleaner summaries, and nore
reusabl e | earni ng than broad not ebooks with unclear purpose.

- Work context: topic-based NotebookLM organi zati on.

- Save as: topic-based notebook nmap.

Use these details if | provide them
- Topics to |learn.

- Source types.

- Update rhythm

- Audi ence for |earning.

Ask first only if needed:

- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are nmissing, use |abeled placeholders or a brief nock exanple.

How t o work:
- Pl an not ebooks by topic and purpose.
- Explain what sources belong in each.
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- Include recurring questions.

G ve ne:

1. Notebook Ii st

2. Purpose of each not ebook
3. Sources to include

4. Recurring questions

5. Overlap or nerge notes

6. Muintenance rule

Styl e:

Bef ore you finish:
- The not ebook nap shoul d be sinple enough to maintain.

and cl ear about what needs human revi ew before real use.

Day 15: Use NotebookLM for Topic Based Learning - Improve Prompt

SIMPLE PROMPT

each not ebook before relying on its answers.

EXPANDED PROMPT
Rol e:
quality.

Task:

each not ebook before relying on its answers.

Cont ext :
- Keep in mind: Focused notebooks produce better questions,

- Work context: topic-based NotebookLM organi zati on.

- Save as: topic-based notebook nap.

Use these details if | provide them
- Topics to |learn.

- Source types.

- Update rhythm

- Audi ence for |earning.

Ask first only if needed:
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- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmakes the output easier to scan.

Revi ew thi s topic-based notebook plan. Identify notebooks that overl ap,
in more than one place, topics that are too broad, and questions that should be asked inside

Act as a not ebook-organi zati on revi ewer who checks topic focus, source overl ap,

Revi ew this topic-based notebook plan. Identify notebooks that overl ap,
in nmore than one place, topics that are too broad, and questions that should be asked inside

reusabl e | earni ng than broad not ebooks with unclear purpose.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock information,

sources that bel ong

and question

sources that bel ong
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- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How to work:
- Find overlap, overly broad topics, and source confusion.
- Recommend nerges, splits, or nam ng changes.

Add questions to ask inside each notebook.

G ve ne:

Qui ck verdi ct

Issue table with priority, evidence, and recomended fi x
Revi sed draft or targeted rewite

Questions or approvals still needed

Bef ore-use revi ew checkl i st

Reusabl e revi ew pronpt pattern

@9 >@WPE

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The not ebook map shoul d be sinple enough to naintain.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 15: Use NotebookLM for Topic Based Learning - Apply Prompt
SIMPLE PROMPT

Ask me about the topics | need to learn for work. Then suggest five to ei ght NotebookLM
not ebooks, the safe source types for each, recurring questions, and rules for when to create a
new not ebook instead of adding to an old one.

EXPANDED PROMPT
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Rol e:
Act as a practical |earning-systemcoach who hel ps ne organi ze recurring work topics into
focused not ebooks.

Task:

Ask nme about the topics | need to learn for work. Then suggest five to ei ght NotebookLM

not ebooks, the safe source types for each, recurring questions, and rules for when to create a
new not ebook instead of adding to an old one.

Cont ext :

- Keep in mind: Focused notebooks produce better questions, cleaner summaries, and nore
reusabl e | earni ng than broad not ebooks with unclear purpose.

- Work context: topic-based NotebookLM organizati on.

- Save as: topic-based notebook nap.

Use these details if | provide them
- Topics to |learn.

- Source types.

- Update rhythm

- Audi ence for |earning.

Ask first only if needed:

- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:
- Ask about topics and source needs.
Suggest five to eight naintainabl e notebooks.

Define when to create a new not ebook.

G ve ne:

Questions to ask nme first

Saf e assunptions if | do not answer yet
Adapt ed topi c- based not ebook nap

Revi ew before real use

Reusabl e pronpt pattern

ol > @ =

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The not ebook map shoul d be sinple enough to naintain.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human revi ew before real use.
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Day 16: Produce a Source Based Notebook Summary - Primary Prompt
SIMPLE PROMPT

Using only the sources in this notebook, summarize one source in five points, identify open
guestions, explain what matters to the work, flag terns or clains needing verification, and
suggest revi ew needs.

EXPANDED PROMPT

Rol e:
Act as a source-faithful summari zer.

Task:

Using only the sources in this notebook, summarize one source in five points, identify open
guestions, explain what natters to the work, flag terns or clains needing verification, and
suggest revi ew needs.

Cont ext :

- Keep in mnd: A source-based sunmary shoul d separate what the source says from what renains
uncl ear, what nmatters to the work, and what needs review.

- Work context: source-based notebook sunmary.

- Save as: source-based notebook sunmary.

Use these details if | provide them
- One not ebook source.

- Work purpose.

- Inportant ternms or clains.

Ask first only if needed:
- Ask up to three clarifying questions only when m ssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, |legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:

- Sunmarize one source in five points.

Expl ai n what nmatters to the work.

Identify open questions and clains to verify.

G ve ne:

1. Five-point source summary

2. Wy the source matters for the work

3. Open questions

4. Terms or clainms to verify

5. Revi ew needs

6. Reusabl e source-sunmmary pronpt pattern
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Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype
- Use headings, bullets, or a conpact table when that nakes the output easier to scan

Bef ore you finish

- The summary shoul d stay cl ose enough to the source that | can check it.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation
and cl ear about what needs human revi ew before real use.

Day 16: Produce a Source Based Notebook Summary - Improve Prompt
SIMPLE PROMPT

Audit this notebook sunmary agai nst the source. Separate direct source-supported points from
interpretation, assunptions, and m ssing context. List citations or source |locations |I should
verify before using the summary.

EXPANDED PROMPT

Rol e:
Act as a source-sunmary revi ewer who separates source-supported points frominterpretation
and assunptions.

Task:

Audit this notebook sunmary agai nst the source. Separate direct source-supported points from
interpretation, assunptions, and m ssing context. List citations or source |locations | should
verify before using the summary.

Cont ext :

- Keep in nmind: A source-based sunmmary shoul d separate what the source says from what remains
uncl ear, what matters to the work, and what needs review.

- Work context: source-based notebook sunmary.

- Save as: source-based notebook sunmmary.

Use these details if | provide them
- One not ebook source.

- Work purpose.

- Inportant terms or clains.

Ask first only if needed:
- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code
credential, or regulated material unless that use is explicitly approved

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are nmissing, use |abeled placehol ders or a brief nock exanple.

How t o wor k:

- Audit the sunmmary agai nst the source

- Separate source-supported facts frominterpretati on and assunptions.
- Nane citations or |locations to check.

SparkeAcademy | A Brighter Way to Learn

The Al Prompt Library Page 62
© Paul Tocatlian. All Rights Reserved.



G ve ne:

1. Quick verdict

2. Issue table with priority, evidence, and recomended fi x
3. Revised draft or targeted rewite

4. Questions or approvals still needed
5. Before-use review checkli st
6. Reusabl e review pronpt pattern

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The summary shoul d stay cl ose enough to the source that | can check it.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human review before real use.

Day 16: Produce a Source Based Notebook Summary - Apply Prompt
SIMPLE PROMPT

Using only this notebook source, create a work-ready sunmary with key facts, why they nmatter,
open questions, terns to define, clainms to verify, and next actions for a teanmate who has not
read the source.

EXPANDED PROMPT

Rol e:
Act as a practical source-summary coach who hel ps ne create a work-ready sunmary from approved
source naterial .

Task:

Using only this notebook source, create a work-ready sunmary with key facts, why they natter,
open questions, terns to define, clainms to verify, and next actions for a teanmmate who has not
read the source.

Cont ext :

- Keep in mind: A source-based summary shoul d separate what the source says from what renains
uncl ear, what nmatters to the work, and what needs review.

- Work context: source-based notebook sunmary.

- Save as: source-based notebook sunmmary.

Use these details if | provide them
- One notebook source.

- Work purpose.

- Inportant ternms or clains.

Ask first only if needed:
- Ask up to three clarifying questions only when m ssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

SparkeAcademy | A Brighter Way to Learn
The Al Prompt Library Page 63
© Paul Tocatlian. All Rights Reserved.



Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How to work:

- Create a work-ready summary for a teanmate.

- Include key facts, why they natter, open questions, terns, clains to verify, and next
actions.

- Stay inside source boundari es.

G ve ne:

Fi ve- poi nt sunmary

Wiy it matters

Open questions

Terns or clainms to verify
Revi ew needs

ol > @ =

Styl e:

- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The summary shoul d stay cl ose enough to the source that | can check it.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 17: Use NotebookLM for Learning Aids - Primary Prompt
SIMPLE PROMPT

Using only this notebook source, create a short study guide, FAQ glossary, tineline if
sequence nmatters, and five-question quiz. Then tell ne which learning aid is nost useful for
remenbering and using the naterial.

EXPANDED PROMPT

Rol e:
Act as a source-grounded | earning designer.

Task:

Using only this notebook source, create a short study guide, FAQ glossary, tinmeline if
sequence natters, and five-question quiz. Then tell nme which learning aid is npst useful for
remenbering and using the naterial .

Cont ext :

- Keep in mind: Learning aids should nmatch the job: glossary for terns, FAQ for questions,
timeline for sequence, study guide for retention, and briefing for decisions.

- Work context: learning aids fromsource material.
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- Save as: study guide, FAQ glossary, tineline, or quiz.

Use these details if | provide them
- Source or notebook boundary.

- What | need to |earn.

- Audi ence.

- Desired learning aid.

Ask first only if needed:

- Ask up to three clarifying questions only when mssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunpti ons or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unrel eased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abel ed placeholders or a brief nock exanple.

How t o wor k:
- Create learning aids using only the source.
- Choose formats that match what | need to do next.

Recommend the nost useful |earning aid.

G ve ne:

1. Study guide

2. FAQ

3. dossary

4. Tinmeline if useful

5. Qiz

6. Best learning aid recommendation

Style:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmakes the output easier to scan.

Bef ore you finish:

- The learning aid should help ne renmenber and use the naterial, not just repackage it.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human revi ew before real use.

Day 17: Use NotebookLM for Learning Aids - Improve Prompt
SIMPLE PROMPT

Revi ew t hese | earning aids for accuracy, source support, mssing terns, confusing questions,
and useful ness for remenbering the material. Suggest which learning aid to keep, revise,
conbi ne, or renove.

EXPANDED PROMPT
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Rol e:
Act as a |learning-aid reviewer who checks accuracy, source support, useful ness, and format
fit.

Task:

Revi ew t hese | earning aids for accuracy, source support, mssing terns, confusing questions,
and useful ness for renenbering the nmaterial. Suggest which learning aid to keep, revise,
conbi ne, or renove.

Cont ext :

- Keep in mind: Learning aids should match the job: glossary for ternms, FAQ for questions,
tineline for sequence, study guide for retention, and briefing for decisions.

- Wirk context: learning aids fromsource material .

- Save as: study guide, FAQ glossary, tineline, or quiz.

Use these details if | provide them
- Source or notebook boundary.

- What | need to |earn.

- Audi ence.

- Desired learning aid.

Ask first only if needed:

- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:
- Review | earning aids for accuracy, mssing ternms, confusing questions, and useful ness.
Suggest what to keep, revise, conbine, or renove.

Keep source support visible.

G ve ne:

Qui ck verdi ct

Issue table with priority, evidence, and recomended fix
Revi sed draft or targeted rewite

Questions or approvals still needed

Bef ore-use revi ew checkl i st

Reusabl e revi ew pronpt pattern

@9 >@WPE

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmkes the output easier to scan.

Bef ore you finish:

- The learning aid should help ne renenber and use the material, not just repackage it.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.
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Day 17: Use NotebookLM for Learning Aids - Apply Prompt
SIMPLE PROMPT

Ask me what | need to do with this source: learn it, brief someone, answer questions, prepare
for a nmeeting, or train a teanmate. Then create the best-fit learning aid using only the
not ebook source.

EXPANDED PROMPT

Rol e:
Act as a practical |earning-aid coach who hel ps me choose the best |earning aid for what |
need to do with a source.

Task:

Ask me what | need to do with this source: learn it, brief someone, answer questions, prepare
for a nmeeting, or train a teanmate. Then create the best-fit learning aid using only the

not ebook source.

Cont ext :

- Keep in nmind: Learning aids should match the job: glossary for ternms, FAQ for questions,
tineline for sequence, study guide for retention, and briefing for decisions.

- Work context: learning aids fromsource material .

- Save as: study guide, FAQ glossary, tineline, or quiz.

Use these details if | provide them
- Source or notebook boundary.

- What | need to |earn.

- Audi ence.

- Desired learning aid.

Ask first only if needed:

- Ask up to three clarifying questions only when m ssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, |legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o work:
- Ask what | need to do with the source.
Choose the best-fit |earning aid.

Use only notebook naterial.

G ve ne:

1. Questions to ask ne first

Saf e assunptions if | do not answer yet

Adapt ed study guide, FAQ glossary, tineline, or quiz
Revi ew before real use

Reusabl e pronpt pattern

o> N
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Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmkes the output easier to scan.

Bef ore you finish:

- The learning aid should help ne renenber and use the material, not just repackage it.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 18: Produce a Source Based Briefing - Primary Prompt
SIMPLE PROMPT

Using only the sources in this notebook, create a short source-based briefing with key points,
open questions, risks, source-based facts, possible work inplications, and what needs
attention.

EXPANDED PROMPT

Rol e:
Act as a briefing witer who respects source limts.

Task:

Using only the sources in this notebook, create a short source-based briefing with key points,
open questions, risks, source-based facts, possible work inplications, and what needs
attention.

Cont ext :

- Keep in mind: A source-based briefing should separate facts, inplications, assunptions,
ri sks, unknowns, and next steps so readers do not confuse evidence with reconmendati ons.
- Work context: source-based briefing.

- Save as: source-based briefing with review fl ags.

Use these details if | provide them
- Not ebook sources.

- Audi ence.

- Decision or discussion need.

- Risks and open questions.

Ask first only if needed:

- Ask up to three clarifying questions only when m ssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunpti ons or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, |legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o work:
- Create a briefing with key points, facts, open questions, risks, and inplications.
- Separate source facts frominterpretation.
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- Mark what needs attention.

G ve ne:

1. Briefing purpose

2. Key points

3. Source-supported facts
4. Risks and open questions
5. Work inplications
6. Revi ew needs

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmakes the output easier to scan.

Bef ore you finish:

- The briefing should hel p someone act wi thout hiding uncertainty.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock information,
and cl ear about what needs human revi ew before real use.

Day 18: Produce a Source Based Briefing - Improve Prompt
SIMPLE PROMPT

Revi ew t hi s source-based briefing. Separate facts, inplications, risks, assunptions, and open
guestions. Flag any claimthat needs a citation, a stronger source, or subject-natter review
before it is shared.

EXPANDED PROMPT

Rol e:
Act as a source-based briefing reviewer who separates facts, inplications, assunptions,
ri sks, and open questions.

Task:

Revi ew t hi s source-based briefing. Separate facts, inplications, risks, assunptions, and open
guestions. Flag any claimthat needs a citation, a stronger source, or subject-natter review
before it is shared.

Cont ext :

- Keep in mind: A source-based briefing should separate facts, inplications, assunptions,
ri sks, unknowns, and next steps so readers do not confuse evidence with reconmendati ons.
- Wirk context: source-based briefing.

- Save as: source-based briefing with review fl ags.

Use these details if | provide them
- Not ebook sources.

- Audi ence.

- Decision or discussion need.

- Risks and open questi ons.

Ask first only if needed:
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- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:
- Review the briefing for unsupported clainms and m xed categori es.
Separate facts, inplications, assunptions, risks, and open questions.

Fl ag source and revi ew needs.

G ve ne:

Qui ck verdi ct

Issue table with priority, evidence, and recomended fi x
Revi sed draft or targeted rewite

Questions or approvals still needed

Bef ore-use revi ew checkl i st

Reusabl e revi ew pronpt pattern

@9 >@WPE

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The briefing should hel p someone act wi thout hiding uncertainty.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 18: Produce a Source Based Briefing - Apply Prompt
SIMPLE PROMPT

Ask me who the briefing is for and what decision or discussion it should support. Then create
a source-based briefing using only notebook sources, with key points, evidence, risks, open
questions, and recommended next step.

EXPANDED PROMPT
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Rol e:
Act as a practical briefing coach who hel ps ne adapt a source-based briefing to an audi ence
and deci si on need.

Task:

Ask me who the briefing is for and what decision or discussion it should support. Then create
a source-based briefing using only notebook sources, with key points, evidence, risks, open
guestions, and reconmended next step.

Cont ext :

- Keep in mind: A source-based briefing should separate facts, inplications, assunptions,
ri sks, unknowns, and next steps so readers do not confuse evidence with reconmendati ons.
- Work context: source-based briefing.

- Save as: source-based briefing with review fl ags.

Use these details if | provide them
- Not ebook sources.

- Audi ence.

- Decision or discussion need.

- Risks and open questi ons.

Ask first only if needed:

- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How to work:
- Ask who the briefing is for and what it should support.
- Create a source-based briefing with evidence and next step.

Stay inside notebook sources.

G ve ne:

Questions to ask nme first

Saf e assunptions if | do not answer yet

Adapt ed source-based briefing with review fl ags
Revi ew before real use

Reusabl e pronpt pattern

ol > @ =

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The briefing should hel p someone act wi thout hiding uncertainty.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human review before real use.
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Day 19: Produce Your NotebookLM System - Primary Prompt
SIMPLE PROMPT

Hel p ne design My Not ebookLM System | nclude notebooks to keep, sources to add, recurring
qguestions, useful |earning aids, update rhythm workpl ace-approved source rules, and a sinple
mai nt enance rul e.

EXPANDED PROMPT

Rol e:
Act as a know edge- managenent coach.

Task:

Hel p ne design My Not ebookLM System | nclude notebooks to keep, sources to add, recurring
questions, useful |earning aids, update rhythm workpl ace-approved source rules, and a sinple
nei nt enance rul e.

Cont ext :

- Keep in mnd: A useful NotebookLM system defines notebooks, sources, recurring questions,
| earning aids, and update habits sinply enough to maintain.

- Work context: NotebookLM system nmai nt enance.

- Save as: NotebookLM system

Use these details if | provide them
- Topics to track.

- Source rules.

- Update rhythm

- Qutputs worth saving.

Ask first only if needed:

- Ask up to three clarifying questions only when m ssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunpti ons or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custonmer, |legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o work:
- Design a naintainabl e system
I ncl ude not ebooks, sources, questions, |earning aids, update rhythm and nmi ntenance rule.

- Keep the system|ight enough to use.

G ve ne:

Not ebook system map
Source rul es
Recurring questions
Learning aids to save
Updat e rhythm

Mai nt enance checkl i st

@G> E
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Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmkes the output easier to scan.

Bef ore you finish:

- The system shoul d survive a busy nonth.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 19: Produce Your NotebookLM System - Improve Prompt
SIMPLE PROMPT

Revi ew My Not ebookLM System for too nmany not ebooks, vague source rules, weak update rhythm
m ssing citation checks, and uncl ear maintenance habits. Suggest a sinpler version | could
actual |y keep using.

EXPANDED PROMPT

Rol e:
Act as a Not ebookLM system revi ewer who checks maintainability, source rules, citation
checks, and update rhythm

Task:

Revi ew My Not ebookLM System for too nmany not ebooks, vague source rules, weak update rhythm
m ssing citation checks, and uncl ear maintenance habits. Suggest a sinpler version | could
actual |y keep using.

Cont ext :

- Keep in mind: A useful NotebookLM system defines notebooks, sources, recurring questions,
| earning aids, and update habits sinply enough to naintain.

- Work context: NotebookLM system nmai nt enance.

- Save as: Not ebookLM system

Use these details if | provide them
- Topics to track.

- Source rules.

- Update rhythm

- Qutputs worth saving.

Ask first only if needed:
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- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:

- Sinplify a nmessy system

- Find too nmany not ebooks, vague source rules, weak update rhythm and mi ssing citation
checks.

- Recommend a version | could maintain.

G ve ne:

1. Quick verdict

2. Issue table with priority, evidence, and recommended fi x
3. Revised draft or targeted rewite

4. Questions or approvals still needed
5. Before-use review checkli st
6. Reusabl e review pronpt pattern

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmakes the output easier to scan.

Bef ore you finish:

- The system shoul d survive a busy nonth.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human revi ew before real use.

Day 19: Produce Your NotebookLM System - Apply Prompt
SIMPLE PROMPT

Ask me what topics | revisit nost often and how often they change. Then create a nonthly
Not ebookLM nai nt enance checklist with notebooks to update, sources to review, questions to
rerun, and learning aids to refresh.

EXPANDED PROMPT
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Rol e:
Act as a practical NotebookLM nai ntenance coach who hel ps nme keep not ebooks useful over tine.

Task:

Ask me what topics | revisit npst often and how often they change. Then create a nonthly
Not ebookLM nei nt enance checklist with notebooks to update, sources to review, questions to
rerun, and learning aids to refresh.

Cont ext :

- Keep in mind: A useful NotebookLM system defines notebooks, sources, recurring questions,
| earning aids, and update habits sinply enough to naintain.

- Work context: NotebookLM system nmai nt enance.

- Save as: Not ebookLM system

Use these details if | provide them
- Topics to track.

- Source rules.

- Update rhythm

- Qutputs worth saving.

Ask first only if needed:

- Ask up to three clarifying questions only when m ssing details would naterially change the
answer. Ot herw se, proceed with clearly |abeled assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workpl ace-approved information. Do not include
sensitive, confidential, personal, custoner, |legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:
- Ask what topics | revisit and how often they change.
- Create a nonthly mai ntenance checkli st.

I ncl ude not ebooks, sources, questions, and |learning aids to refresh.

G ve ne:
1. Questions to ask ne first

2. Safe assunptions if | do not answer yet
3. Adapt ed Not ebookLM system

4. Review before real use

5. Reusabl e pronpt pattern

Style:

- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmakes the output easier to scan.

Bef ore you finish:

- The system shoul d survive a busy nonth.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human revi ew before real use.
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Day 20: Set Up and Walk Through Gemini - Primary Prompt
SIMPLE PROMPT

Hel p ne create a Wiere Gemini Shows Up note. List where Gemi ni nmy appear, what each place is
useful for, what to be careful about, where it overlaps w th Chat GPT, and whi ch use cases
shoul d wait for workplace gui dance.

EXPANDED PROMPT

Rol e:
Act as a Wirkspace Al orientation coach.

Task:

Hel p ne create a Wiere Genmini Shows Up note. List where Genmini nmy appear, what each place is
useful for, what to be careful about, where it overlaps w th Chat GPT, and whi ch use cases
shoul d wait for workplace gui dance.

Cont ext :

- Keep in mnd: Gemni can support Workspace productivity and web visibility thinking, but
access, data boundaries, and task fit should stay explicit.

- Work context: Gemini access and Workspace fit.

- Save as: Were Gemni Shows Up note.

Use these details if | provide them
- Coogle tools | use.

- Where CGenini appears.

- Workspace rul es.

- Safe tests.

Ask first only if needed:

- Ask up to three clarifying questions only when m ssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunpti ons or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custonmer, |legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o work:
- Map where Genmini may appear.
- Explain use cases, cautions, overlap with Chat GPT, and gui dance-needed uses.

- Avoi d assumi ng access everywhere.

G ve ne:

Access map

Uses by | ocation

Overlap with Chat GPT
Content to avoid

Safe practice test

Gui dance- needed use cases

@G> E
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Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.

- Use headings, bullets, or a conpact table when that nmkes the output easier to scan.

Bef ore you finish:
- The note shoul d prevent confusion |ater.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,

and cl ear about what needs human revi ew before real use.

Day 20: Set Up and Walk Through Gemini - Improve Prompt

SIMPLE PROMPT

assunpti ons about account or workspace access.

EXPANDED PROMPT

Rol e:
Act as a Gemi ni access revi ewer who checks availability, Wrkspace fit, overl ap,
boundari es.

Task:

assunpti ons about account or workspace access.
Cont ext :

access, data boundaries, and task fit should stay explicit.
- Work context: Gemini access and Workspace fit.

- Save as: \Were Gemini Shows Up note.

Use these details if | provide them
- Coogle tools | use.

- \Where Gemini appears.

- Workspace rul es.

- Safe tests.

Ask first only if needed:
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Revi ew ny Where Gemini Shows Up note. Add columms for available to ne, possible use,
to avoi d, needs workpl ace gui dance, overlaps w th Chat GPT, and safe practice pronpt.

Revi ew ny Where Gemini Shows Up note. Add columms for available to ne, possible use,
to avoi d, needs workpl ace gui dance, overlaps w th Chat GPT, and safe practice pronpt.

cont ent
Fl ag any

appr oval

cont ent
Fl ag any

- Keep in mind: Gemni can support Workspace productivity and web visibility thinking, but
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- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How to work:

- Add columms for availability, use, content to avoid, guidance needed, overlap, and safe
pronpt .

- Flag assunptions about account or Wrkspace access.

Clarify boundari es.

G ve ne:

Qui ck verdict

|ssue table with priority, evidence, and recomended fi x
Revi sed draft or targeted rewite

Questions or approvals still needed

Bef ore-use revi ew checkl i st

Reusabl e revi ew pronpt pattern

@ G >N

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmakes the output easier to scan.

Bef ore you finish:

- The note shoul d prevent confusion |ater.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human revi ew before real use.

Day 20: Set Up and Walk Through Gemini - Apply Prompt
SIMPLE PROMPT

Hel p ne design a safe Gem ni practice test using only nock, public, sanitized, or approved
content. Include one standal one Gem ni pronpt, one Wrkspace pronpt if available, what to
conpare, and what cautions to wite down afterward.

EXPANDED PROMPT
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Rol e:
Act as a practical Gemini practice coach who hel ps nme conpare standal one and Wor kspace pronpts
safely.

Task:

Hel p ne design a safe Gem ni practice test using only nock, public, sanitized, or approved
content. Include one standal one Genini pronpt, one Wrkspace pronpt if available, what to
conpare, and what cautions to wite down afterward.

Cont ext :

- Keep in mind: Gemni can support Workspace productivity and web visibility thinking, but
access, data boundaries, and task fit should stay explicit.

- Work context: Gemini access and Workspace fit.

- Save as: \Were Genmini Shows Up note.

Use these details if | provide them
- Coogle tools | use.

- Where Gemini appears.

- Workspace rul es.

- Safe tests.

Ask first only if needed:

- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:
- Design a safe Gemini practice test.
- Include standal one and Wrkspace pronpts if avail abl e.

Conpar e outputs and cautions.

G ve ne:

1. Questions to ask ne first

2. Access assunptions if | do not answer yet
3. Standal one Gemini practice pronpt

4. Workspace practice pronpt if available

5. Conparison plan

6. Cautions to record afterward
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7. Reusabl e safe-test pronpt pattern

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The note shoul d prevent confusion |ater.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human revi ew before real use.

Day 21: Use Gemini for Workspace Productivity - Primary Prompt
SIMPLE PROMPT

Inprove this practice exanple so it is clear, friendly, and concise while keeping the neaning
the sane. Then create one warner version, one nore conci se version, and one shorter version
that is still conplete.

EXPANDED PROMPT

Rol e:
Act as a Wirkspace editing coach.

Task:

Improve this practice exanple so it is clear, friendly, and concise while keeping the neaning
the sanme. Then create one warner version, one nore concise version, and one shorter version
that is still conplete.

Cont ext :

- Keep in mind: Worrkspace Al is useful when it reduces context swi tching, but speed still
requires review for neaning, accuracy, tone, and appropri ateness.

- Work context: Gemini for Workspace productivity.

- Save as: inproved Workspace practice exanple.

Use these details if | provide them
- Safe Workspace asset.

- Audi ence.

- Tone.

- Meaning to preserve.

Ask first only if needed:
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- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:
- Inprove clarity, friendliness, and conci sion.
- Create warner, concise, and shorter versions.

Preserve neani ng.

G ve ne:

| nproved version

War mer ver si on

Mor e conci se version

Shorter conplete version
Conpari son and reconmendati on
Revi ew not es

@9 >@WPE

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The edit should sound |ike better work, not generic Al witing.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 21: Use Gemini for Workspace Productivity - Improve Prompt
SIMPLE PROMPT
Conpare the original practice exanple with the inproved versions. Identify any neani ng

changes, missing details, tone probl ens, unsupported additions, and which sentence from each
version is worth keeping.

EXPANDED PROMPT
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Rol e:
Act as a Wirkspace editing revi ewer who checks neaning, tone, missing details, and unsupported
addi ti ons.

Task:

Conpare the original practice exanple with the inproved versions. Ildentify any neani ng
changes, mssing details, tone problens, unsupported additions, and which sentence from each
version is worth keeping.

Cont ext :

- Keep in mind: Worrkspace Al is useful when it reduces context swi tching, but speed still
requires review for neaning, accuracy, tone, and appropri ateness.

- Work context: Gemini for Workspace productivity.

- Save as: inproved Workspace practice exanpl e.

Use these details if | provide them
- Safe Workspace asset.

- Audi ence.

- Tone.

- Meaning to preserve.

Ask first only if needed:

- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How to work:
- Conpare original and inproved versions.
- Find neaning changes, nmissing details, tone issues, and unsupported additions.

Recommend what to keep.

G ve ne:

Qui ck verdi ct

Issue table with priority, evidence, and recomended fix
Revi sed draft or targeted rewite

Questions or approvals still needed

Bef ore-use revi ew checkl i st

Reusabl e revi ew pronpt pattern

@9 >@WPE

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmkes the output easier to scan.

Bef ore you finish:

- The edit should sound |ike better work, not generic Al witing.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.
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Day 21: Use Gemini for Workspace Productivity - Apply Prompt

SIMPLE PROMPT

Ask me for a safe emmil, docunent paragraph, neeting note, or slide outline. Then help ne
improve it for clarity, warnth, and concision while preserving neani ng and nmarki ng anyt hing |
shoul d revi ew before using.

EXPANDED PROMPT

The Al Prompt Library

Rol e:
Act as a practical Wrkspace editing coach who hel ps ne inprove a safe asset while preserving
neani ng.

Task:

Ask me for a safe emmil, docunent paragraph, neeting note, or slide outline. Then help nme
improve it for clarity, warnth, and concision while preserving neani ng and nmarki ng anyt hing |
shoul d revi ew before using.

Cont ext :

- Keep in mnd: Wrkspace Al is useful when it reduces context sw tching, but speed still
requires review for neani ng, accuracy, tone, and appropri ateness.

- Work context: Gemini for Workspace productivity.

- Save as: inproved Workspace practice exanple.

Use these details if | provide them
- Safe Workspace asset.

- Audi ence.

- Tone.

- Meaning to preserve.

Ask first only if needed:

- Ask up to three clarifying questions only when m ssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, |legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:
- Ask for a safe Wirkspace item

- Inprove it while preserving neaning.

Mark what to review before use.

G ve ne:

1. Questions to ask ne first

Saf e assunptions if | do not answer yet
Adapt ed i nproved Workspace practice exanpl e
Revi ew before real use

Reusabl e pronpt pattern

o> N
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Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmkes the output easier to scan.

Bef ore you finish:

- The edit should sound |ike better work, not generic Al witing.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 22: Produce a Workspace Ready Draft - Primary Prompt
SIMPLE PROMPT

Hel p ne inprove this Wrkspace practice exanple, then help ne wite a short note expl ai ni ng
what Gemi ni inproved and what | changed nysel f because of judgnent, audience, accuracy, or
t one.

EXPANDED PROMPT

Rol e:
Act as a reflective editing coach.

Task:

Hel p ne inprove this Wrkspace practice exanple, then help ne wite a short note expl ai ni ng
what Gemini inproved and what | changed nysel f because of judgnent, audi ence, accuracy, or
t one.

Cont ext :

- Keep in mnd: A Wrkspace-ready draft is not just Al-polished; it has been checked and owned
by the person responsible for accuracy, tone, and use.

- Work context: Workspace-ready drafting and reflection.

- Save as: before-and-after Wrkspace draft and reflection.

Use these details if | provide them
- Practice asset.

- Al-inproved version.

- Manual changes.

- Audi ence and tone goal s.

Ask first only if needed:

- Ask up to three clarifying questions only when m ssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunpti ons or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, |legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o work:
- Inprove the asset and expl ain what changed.
- ldentify what Al inproved and what human judgnent changed.
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- Connect edits to audience, accuracy, and tone.

G ve ne:
1. Inproved draft

2. What Al inproved

3. What | changed nysel f

4. Judgment notes

5. Reusabl e editing checkli st

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The reflection should teach ne how to edit better next tine.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 22: Produce a Workspace Ready Draft - Improve Prompt
SIMPLE PROMPT

Revi ew ny before-and-after Wrkspace draft. Help ne explain what the Al inproved, what |
changed nysel f, what required judgnent, and what | would do differently next tine.

EXPANDED PROMPT

Rol e:
Act as a Wirkspace draft reviewer who checks what Al inproved, what still needs judgnent, and
what changed.

Task:
Revi ew ny before-and-after Wrkspace draft. Help nme explain what the Al inproved, what |
changed nysel f, what required judgnent, and what | would do differently next tine.

Cont ext :

- Keep in mnd: A Wrkspace-ready draft is not just Al-polished; it has been checked and owned
by the person responsible for accuracy, tone, and use.

- Work context: Workspace-ready drafting and reflection.

- Save as: before-and-after Wrkspace draft and reflection.

Use these details if | provide them
- Practice asset.

- Al -inproved version.

- Manual changes.

- Audi ence and tone goal s.

Ask first only if needed:
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- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:
- Review the before-and-after draft.
- Explain what inproved, what still needs judgnent, and what to do next tinme.

- Make the reflection concrete.

G ve ne:

Qui ck verdi ct

Issue table with priority, evidence, and recomended fi x
Revi sed draft or targeted rewite

Questions or approvals still needed

Bef ore-use revi ew checkl i st

Reusabl e revi ew pronpt pattern

@9 >@WPE

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The reflection should teach ne how to edit better next tine.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 22: Produce a Workspace Ready Draft - Apply Prompt
SIMPLE PROMPT

Create a reusabl e Wirkspace editing checklist for safe drafts. Include pronpts for summari ze,
rewite, shorten, warm up, check tone, preserve neaning, and review before inserting or
sendi ng.

EXPANDED PROMPT
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Rol e:
Act as a practical Wrkspace draft coach who hel ps ne build a reusable editing checklist for
safe drafts.

Task:

Create a reusabl e Wirkspace editing checklist for safe drafts. Include pronpts for summari ze,
rewite, shorten, warmup, check tone, preserve neaning, and review before inserting or

sendi ng.

Cont ext :

- Keep in mnd: A Wrkspace-ready draft is not just Al-polished; it has been checked and owned
by the person responsible for accuracy, tone, and use.

- Work context: Wrkspace-ready drafting and reflection.

- Save as: before-and-after Wrkspace draft and reflection.

Use these details if | provide them
- Practice asset.

- Al-inproved version.

- Manual changes.

- Audi ence and tone goal s.

Ask first only if needed:

- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:
- Create a reusable Wrkspace editing checklist.
- Include sunmarize, rewite, shorten, warm up, tone check, neaning check, and review before

i nserting.

G ve ne:

1. Safe-draft checkli st

2. Pronpts for summarize, rewite, shorten, and warm up
3. Preserve-neani ng checks

4. Tone and accuracy review steps

5. Insert-or-send review checkli st

6. Reusabl e Workspace editing pronpt pattern

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The reflection should teach ne how to edit better next tine.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human revi ew before real use.
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Day 23: Use Gemini for Search Intent, SEO, and AEO - Primary Prompt
SIMPLE PROMPT

For the topic Al-supported custoner support, identify how custoners, journalists, enployers,
and busi ness readers m ght search for it. Suggest keywords, questions to answer, section
headi ngs, a short FAQ and clains that need subject-matter, |egal, privacy, conpliance, or
ot her appropriate revi ew

EXPANDED PROMPT

Rol e:
Act as a reader-intent strategist.

Task:

For the topic Al-supported custoner support, identify how custoners, journalists, enployers,
and business readers m ght search for it. Suggest keywords, questions to answer, section
headi ngs, a short FAQ and clains that need subject-matter, |egal, privacy, conpliance, or
ot her appropriate revi ew

Cont ext :

- Keep in mind: Search intent, SEO, and AEO work best when content answers real reader
guestions directly while marking clains that need review.

- Work context: search intent, SEO, AEO, and reader questions.

- Save as: search intent and FAQ notes.

Use these details if | provide them
- Safe public-facing topic.

- Audi ences.

- Cainms needing review

Ask first only if needed:
- Ask up to three clarifying questions only when m ssing details would naterially change the
answer. Qtherwi se, proceed with clearly |abel ed assunpti ons or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custonmer, |legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o work:

- Identify how different audi ences m ght search or ask questions.
Suggest keywords, headi ngs, FAQ and revi ewsensitive clains.
Separate search intent from answer-engi ne questions.

G ve ne:

Audi ence search-intent nmap

Keywor ds and reader questions

Suggest ed section headi ngs

FAQ and answer - engi ne opportunities
Clainms that need review

Reusabl e search-intent pronpt pattern

@ 0> @
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Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmkes the output easier to scan.

Bef ore you finish:

- The output should nake content nore useful for readers, not just nore optim zed.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 23: Use Gemini for Search Intent, SEO, and AEO - Improve Prompt
SIMPLE PROMPT

Revi ew t hese search intent, SEO and AEO i deas. Separate custoner questions, journalist
guestions, enployer questions, and busi ness-reader questions. Flag headi ngs or FAQ answers
t hat sound generic, unsupported, or too pronotional.

EXPANDED PROMPT

Rol e:
Act as a search-intent reviewer who checks reader questions, FAQ quality, unsupported cl ains,
and audi ence fit.

Task:

Revi ew t hese search intent, SEO and AEO i deas. Separate custoner questions, journalist
guestions, enployer questions, and busi ness-reader questions. Flag headi ngs or FAQ answers
t hat sound generic, unsupported, or too pronotional.

Cont ext :

- Keep in mnd: Search intent, SEO and AEO work best when content answers real reader
guestions directly while marking clains that need review.

- Work context: search intent, SEOQ, AEQO, and reader questions.

- Save as: search intent and FAQ notes.

Use these details if | provide them
- Safe public-facing topic.

- Audi ences.

- Clainms needing review

Ask first only if needed:
- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are nmissing, use |abeled placehol ders or a brief nock exanple.

How t o work:

- Review ideas for useful ness and specificity.

- Separate audi ence question types.

- Flag generic, unsupported, or pronotional ideas.
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G ve ne:

1. Quick verdict

2. Issue table with priority, evidence, and recomended fi x
3. Revised draft or targeted rewite

4. Questions or approvals still needed
5. Before-use review checkli st
6. Reusabl e review pronpt pattern

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The output should nmake content nore useful for readers, not just nore optim zed.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human review before real use.

Day 23: Use Gemini for Search Intent, SEO, and AEO - Apply Prompt
SIMPLE PROMPT

Ask me for a safe, approved, or nock public-facing topic and audi ence. Then identify search
intent, keywords, reader questions, section headi ngs, FAQ opportunities, answer-engine
guestions, and clai ns needi ng review.

EXPANDED PROMPT

Rol e:
Act as a practical search-intent coach who hel ps ne adapt reader-question analysis to a safe
public-facing topic.

Task:

Ask me for a safe, approved, or nock public-facing topic and audi ence. Then identify search
intent, keywords, reader questions, section headi ngs, FAQ opportunities, answer-engine
guestions, and cl ai ns needi ng review.

Cont ext :

- Keep in mind: Search intent, SEOQ, and AEO work best when content answers real reader
questions directly while marking clains that need review

- Work context: search intent, SEOQ, AEO, and reader questions.

- Save as: search intent and FAQ notes.

Use these details if | provide them
- Safe public-facing topic.

- Audi ences.

- Cains needing review

Ask first only if needed:
- Ask up to three clarifying questions only when m ssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.
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Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:

- Ask for safe topic and audi ence.

- ldentify search intent, keywords, reader questions, headings, FAQ AEO questions, and
revi ew cl ai ms.

G ve ne:
1. Questions to ask ne first

2. Safe assunptions if | do not answer yet
3. Adapted search intent and FAQ notes

4. Review before real use

5. Reusabl e pronpt pattern

Style:

- Practical, clear, friendly, plain-English, specific, and non-hype.

- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The output should nmake content nore useful for readers, not just nore optim zed.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human review before real use.

Day 24: Produce a Web Friendly Content Outline - Primary Prompt
SIMPLE PROMPT

Create a web-friendly content outline for a safe or nock workplace Al topic. Include title,
section headi ngs, keyword ideas, AEO questions, a short FAQ suggested reader next step, and
review fl ags.

EXPANDED PROMPT

Rol e:
Act as a web content planner.

Task:

Create a web-friendly content outline for a safe or nbock workplace Al topic. Include title,
section headi ngs, keyword ideas, AEO questions, a short FAQ suggested reader next step, and
review fl ags.

Cont ext :
- Keep in mnd: A web-friendly outline should organize the reader journey with useful
headi ngs, |ikely questions, FAQ opportunities, proof needs, and next steps.

- Wirk context: web-friendly content outlining.
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- Save as: web-friendly content outline.

Use these details if | provide them
- Safe topic.

- Reader.

- Page type.

- Next step.

- Reviewsensitive clains.

Ask first only if needed:
- Ask up to three clarifying questions only when mssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunpti ons or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unrel eased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abel ed placeholders or a brief nock exanple.

How t o wor k:
- Create a clear title and section outline.

I ncl ude search and AEO i deas wi t hout overdoing it.
Mar k proof needs and review fl ags.

G ve ne:

1. Page purpose and reader

2. Title and section outline

3. Keyword ideas and AEO questions
4. FAQ

5. Suggested reader next step

2

Proof needs and review fl ags
7. Reusabl e web-outline pronpt pattern

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmkes the output easier to scan.

Bef ore you finish:
- The outline should be easy for a witer and reviewer to use.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human revi ew before real use.

Day 24: Produce a Web Friendly Content Outline - Improve Prompt
SIMPLE PROMPT

Review this web-friendly content outline for reader useful ness, heading clarity, search
intent coverage, FAQ quality, unsupported clains, mssing review flags, and whether the next
step matches the audi ence.

EXPANDED PROMPT
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Rol e:
Act as a web-outline reviewer who checks heading clarity, reader useful ness, proof needs, and
review fl ags.

Task:

Review this web-friendly content outline for reader useful ness, heading clarity, search
intent coverage, FAQ quality, unsupported clains, mssing review flags, and whether the next
step matches the audi ence.

Cont ext :
- Keep in mind: A web-friendly outline should organize the reader journey with useful
headi ngs, |ikely questions, FAQ opportunities, proof needs, and next steps.

- Work context: web-friendly content outlining.

- Save as: web-friendly content outline.

Use these details if | provide them
- Safe topic.

- Reader.

- Page type.

- Next step.

- Reviewsensitive clains.

Ask first only if needed:
- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How to work:
- Revi ew reader useful ness, heading clarity, search intent coverage, FAQ quality, and review
flags.

Strengthen the outline.
Mat ch the next step to the audi ence.

G ve ne:

1. Quick verdict

2. Issue table with priority, evidence, and reconmmended fi x
3. Revised draft or targeted rewite

4. Questions or approvals still needed

5. Before-use review checkli st
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6. Reusabl e review pronpt pattern

Styl e:

- Practical, clear, friendly, plain-English, specific, and non-hype.
Bef ore you finish:

- The outline should be easy for a witer and reviewer to use.

and cl ear about what needs hunan revi ew before real use.

Day 24: Produce a Web Friendly Content Outline - Apply Prompt

SIMPLE PROMPT

revi ew notes.

EXPANDED PROMPT

Rol e:
Act as a practical web-outline coach who helps nme turn a safe topic into a useful,
revi ewready outline.

Task:

revi ew notes.

Cont ext :
- Keep in mind: A web-friendly outline should organize the reader journey with useful
headi ngs, |ikely questions, FAQ opportunities, proof needs, and next steps.

- Work context: web-friendly content outlining.

- Save as: web-friendly content outline.

Use these details if | provide them
- Safe topic.

- Reader.

- Page type.

- Next step.

- Reviewsensitive clains.

SparkeAcademy | A Brighter Way to Learn
The Al Prompt Library
© Paul Tocatlian. All Rights Reserved.

- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,

Ask me for a safe topic, intended reader, desired page type, and what the reader should do
next. Then create a web-friendly outline with headi ngs, FAQ AEO questions, proof needs,

and

Ask me for a safe topic, intended reader, desired page type, and what the reader should do
next. Then create a web-friendly outline with headi ngs, FAQ AEO questions, proof needs,

and
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Ask first only if needed:
- Ask up to three clarifying questions only when mssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unrel eased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are nmissing, use |abel ed placeholders or a brief nock exanple.

How t o wor k:
- Ask for topic, reader, page type, and next step.

- Create a web-friendly outline with FAQ proof needs, and revi ew notes.
Use safe exanpl es.

G ve ne:

Questions to ask nme first

Saf e assunptions if | do not answer yet
Adapt ed web-friendly content outline
Revi ew before real use

Reusabl e pronpt pattern

el > ©ONE

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The outline should be easy for a witer and reviewer to use.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 25: Set Up and Walk Through Codex - Primary Prompt
SIMPLE PROMPT

Hel p ne list technical topics Codex m ght help ne understand, such as technical architecture,
feature behavior, technical limtations, engineering termnology, data flow integrations,
reliability, and performance. For each, explain why it could matter for workplace use.

EXPANDED PROMPT

Rol e:
Act as a technical |earning guide for nontechnical workers.

Task:
Help ne list technical topics Codex might help ne understand, such as technical architecture,
feature behavior, technical limtations, engineering termnology, data flow integrations,

reliability, and performance. For each, explain why it could matter for workpl ace use.

Cont ext :

- Keep in mind: Codex can help translate technical material into plain-English understanding
and better engineering questions w thout replacing engineering judgnent.

- Work context: Codex for technical understanding.
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- Save as: technical topic map.

Use these details if | provide them
- Technical topics.

- Wiy they natter.

- What | already know.

- Workpl ace cont ext.

Ask first only if needed:

- Ask up to three clarifying questions only when mssing details would naterially change the
answer. Otherw se, proceed with clearly |abeled assunptions or placehol ders

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, |legal, financial, unrel eased, private-code
credential, or regulated naterial unless that use is explicitly approved

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are nmissing, use |abel ed placeholders or a brief nock exanple.

How to work
- List technical topics and why each natters.
Group topics by conmunication rel evance

Identify what to ask engi neering

G ve ne:

1. Technical topic list

2. Wy each topic matters

3. Cautions

4. Questions for engineering
5. Learning priority

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype
- Use headings, bullets, or a conpact table when that nakes the output easier to scan

Bef ore you finish

- The map shoul d hel p me ask better technical questions

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation
and cl ear about what needs human revi ew before real use.

Day 25: Set Up and Walk Through Codex - Improve Prompt
SIMPLE PROMPT

Review ny list of technical topics. Goup themby what | need to understand, what | need to
ask engineering, what could affect clains, and what is only background context. Add cautions
about not treating explanations as approval

EXPANDED PROMPT

SparkeAcademy | A Brighter Way to Learn
The Al Prompt Library Page 96
© Paul Tocatlian. All Rights Reserved.



Rol e:
Act as a technical -understanding revi ewer who checks what matters, what needs engi neering
i nput, and what affects clains.

Task:

Review ny list of technical topics. Goup themby what | need to understand, what | need to
ask engineering, what could affect clains, and what is only background context. Add cautions
about not treating explanations as approval .

Cont ext :

- Keep in mind: Codex can help translate technical nmaterial into plain-English understanding
and better engineering questions w thout replacing engineering judgnent.

- Work context: Codex for technical understanding.

- Save as: technical topic map.

Use these details if | provide them
- Techni cal topics.

- Wiy they matter.

- What | already know.

- Workpl ace context.

Ask first only if needed:

- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:
- Review the topic list for background vs claimsensitive details.
Group topics by |earning need and revi ew need.

Add cautions about not treating explanati ons as approval .

G ve ne:

Qui ck verdi ct

Issue table with priority, evidence, and recomended fix
Revi sed draft or targeted rewite

Questions or approvals still needed

Bef ore-use revi ew checkl i st

Reusabl e revi ew pronpt pattern

@9 >@WPE

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmkes the output easier to scan.

Bef ore you finish:

- The map shoul d hel p ne ask better technical questions.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.
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Day 25: Set Up and Walk Through Codex - Apply Prompt

SIMPLE PROMPT

confirmw th engineering.

EXPANDED PROMPT

Rol e:
prepare engi neering questions.

Task:

confirmw th engi neering.
Cont ext :

and better engineering questions w thout replacing engineering judgnent.
- Work context: Codex for technical understanding.

- Save as: technical topic nmap.

Use these details if | provide them
- Techni cal topics.

- Wiy they matter.

- What | already know.

- Workpl ace context.

Ask first only if needed:

answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, |legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses.
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:
- Ask for a safe technical topic and audience.
- Create a learning plan with terns, m sunderstandi ngs, and engi neeri ng questi ons.

Keep cl ai ns cauti ous.

G ve ne:

1. Questions to ask ne first

Saf e assunptions if | do not answer yet
Adapt ed technical topic map

Revi ew before real use

Reusabl e pronpt pattern

o> N
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Ask ne for a safe technical topic | need to understand and nmy audi ence. Then create a | earning
plan with plain-English questions, terns to define, |ikely m sunderstandi ngs, and what to

Act as a practical technical-I|earning coach who hel ps ne understand a safe technical topic and

Ask ne for a safe technical topic | need to understand and nmy audi ence. Then create a | earning
plan with plain-English questions, terns to define, |ikely m sunderstandi ngs, and what to

- Keep in mnd: Codex can help translate technical material into plain-English understanding

- Ask up to three clarifying questions only when m ssing details would naterially change the

| f
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Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmkes the output easier to scan.

Bef ore you finish:

- The map shoul d hel p ne ask better technical questions.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 26: Use Codex for Technical Translation - Primary Prompt
SIMPLE PROMPT

Explain this safe or nbck technical material for a nontechnical reader. Cover what it does,
why it matters, what coul d be m sunderstood, what cannot be clainmed yet, and questions to ask
engi neering. G ve ne one-sentence, one-paragraph, and five-bullet versions.

EXPANDED PROMPT

Rol e:
Act as a plain-English technical translator.

Task:

Explain this safe or nock technical naterial for a nontechnical reader. Cover what it does,
why it matters, what coul d be m sunderstood, what cannot be clainmed yet, and questions to ask
engi neering. G ve ne one-sentence, one-paragraph, and five-bullet versions.

Cont ext :

- Keep in mnd: Good technical translation preserves truth while naking the idea clearer for
the audi ence and marki ng what cannot be cl ai med yet.

- Work context: plain-English technical translation.

- Save as: plain-English technical explanation.

Use these details if | provide them
- Safe technical naterial.

- Reader role.

- Sensitive clains.

- Engi neering questions.

Ask first only if needed:

SparkeAcademy | A Brighter Way to Learn

The Al Prompt Library Page 99
© Paul Tocatlian. All Rights Reserved.



- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How to work:

- Explain what it does, why it matters, m sunderstandings, cannot-claimyet itens, and
engi neeri ng questions.

- Create one-sentence, one-paragraph, and five-bullet versions.

Preserve accuracy.

G ve ne:

1. One-sentence version
2. One-paragraph version
3. Five-bullet version
4. M sunder st andi ngs

5. Cannot-clai myet |ist
6. Engi neering questions

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmakes the output easier to scan.

Bef ore you finish:

- The translation should be sinpler wthout becom ng | ess true.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human revi ew before real use.

Day 26: Use Codex for Technical Translation - Improve Prompt
SIMPLE PROMPT

Revi ew this technical explanation for accuracy, unsupported clains, mssing caveats,
m sl eadi ng sinplifications, unclear terns, and places where engineering review is needed.
Suggest a clearer version for a nontechnical reader.

EXPANDED PROMPT
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Rol e:
Act as a technical -translation reviewer who checks accuracy, caveats, m sl eading
sinplifications, and engi neering revi ew needs.

Task:

Revi ew this technical explanation for accuracy, unsupported clains, mssing caveats,

m sl eadi ng sinplifications, unclear terns, and places where engineering review is needed.
Suggest a clearer version for a nontechnical reader.

Cont ext :

- Keep in mind: Good technical translation preserves truth while naking the idea clearer for
t he audi ence and marki ng what cannot be clai ned yet.

- Work context: plain-English technical translation.

- Save as: plain-English technical explanation.

Use these details if | provide them
- Safe technical naterial.

- Reader role.

- Sensitive clains.

- Engi neering questions.

Ask first only if needed:

- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How to work:

- Review for accuracy, unsupported clains, mssing caveats, m sleading sinplifications, and
uncl ear terns.

Suggest a clearer version.

Mar k engi neering review needs.

G ve ne:

Qui ck verdict

| ssue table with priority, evidence, and recomended fi x
Revi sed draft or targeted rewite

Questions or approvals still needed

Bef ore-use revi ew checkl i st

Reusabl e revi ew pronpt pattern

@ G >N
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Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmkes the output easier to scan.

Bef ore you finish:

- The translation should be sinpler wthout becom ng | ess true.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 26: Use Codex for Technical Translation - Apply Prompt
SIMPLE PROMPT

Ask me for safe, approved, or nobck technical material and the reader's role. Then create a
nont echni cal expl anation, glossary, |ikely m sunderstandi ngs, cannot-claimyet list, and
engi neering questions to confirm

EXPANDED PROMPT

Rol e:
Act as a practical technical-translation coach who hel ps ne explain safe technical naterial
accurately for a nontechnical reader.

Task:
Ask me for safe, approved, or nobck technical material and the reader's role. Then create a
nont echni cal expl anation, glossary, |ikely m sunderstandi ngs, cannot-claimyet list, and

engi neering questions to confirm

Cont ext :

- Keep in nmind: Good technical translation preserves truth while naking the idea clearer for
t he audi ence and marki ng what cannot be clai ned yet.

- Work context: plain-English technical translation.

- Save as: plain-English technical explanation.

Use these details if | provide them
- Safe technical naterial.

- Reader role.

- Sensitive clains.

- Engi neering questions.

Ask first only if needed:
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- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:

- Ask for technical material and reader role.

- Create explanation, glossary, m sunderstandings, cannot-claimyet |ist, and engi neering
guestions.

- Avoid false sinplicity.

G ve ne:

1. Questions to ask nme first

2. Safe assunptions if | do not answer yet

3. Adapted plain-English technical explanation
4. Review before real use

5. Reusabl e pronpt pattern

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The translation shoul d be sinpler wthout becom ng | ess true.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 27: Produce Technical Questions - Primary Prompt
SIMPLE PROMPT

Create a short technical briefing and technical question list fromthis safe or nbck concept.
Include what it does, why it matters, what coul d be m sunderstood, what cannot be clai ned yet,
and questions sorted into nmust answer before witing, helpful for context, and save for |ater.

EXPANDED PROMPT

Rol e:
Act as a technical question coach.

Task:

Create a short technical briefing and technical question list fromthis safe or nbck concept.
Include what it does, why it nmatters, what could be m sunderstood, what cannot be clai ned yet,
and questions sorted into nust answer before witing, helpful for context, and save for |ater.

Cont ext :

- Keep in mind: Strong technical questions identify what nmatters, what is unclear, what
affects communi cation, and what nust be answered before use.

- Work context: technical question devel opnent.
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- Save as: technical briefing and question bank.

Use these details if | provide them
- Safe technical concept.

- Audi ence.

- Pl anned out put.

- Uncertainties.

Ask first only if needed:

- Ask up to three clarifying questions only when mssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunpti ons or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unrel eased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abel ed placeholders or a brief nock exanple.

How t o work:
- Create a short briefing and sorted technical questions.
- Include what it does, why it matters, m sunderstandi ngs, and cannot-clai myet itens.

Sort questions by urgency.

G ve ne:

Techni cal briefing

What it does and why it matters
M sunder st andi ngs

Cannot -cl ai myet itens

Must - answer questi ons

Hel pful context questions

@ G >N

7. Save-for-later questions

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmkes the output easier to scan.

Bef ore you finish:

- The question list should inprove the conversation with technical partners.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 27: Produce Technical Questions - Improve Prompt
SIMPLE PROMPT

Review this technical briefing and question list. |dentify vague questions, m ssing risks,
unsupported clai ms, unclear term nology, and questions that nust be answered before witing
anyt hi ng public or teamfacing.

EXPANDED PROMPT
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Rol e:
Act as a technical -question reviewer who checks question specificity, conmunication risk, and
nust - answer itens.

Task:

Review this technical briefing and question list. lIdentify vague questions, m ssing risks,
unsupported clai ms, unclear term nology, and questions that nust be answered before witing
anyt hi ng public or teamfacing.

Cont ext :

- Keep in nmind: Strong technical questions identify what natters, what is unclear, what
affects communi cation, and what nust be answered before use.

- Work context: technical question devel opnent.

- Save as: technical briefing and question bank.

Use these details if | provide them
- Safe technical concept.

- Audi ence.

- Pl anned out put.

- Uncertainties.

Ask first only if needed:

- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:
- Review question quality and m ssing risks.
Identify questions needed before writing.

Shar pen vague questi ons.

G ve ne:

Qui ck verdi ct

Issue table with priority, evidence, and recomended fix
Revi sed draft or targeted rewite

Questions or approvals still needed

Bef ore-use revi ew checkl i st

Reusabl e revi ew pronpt pattern

@9 >@WPE

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmkes the output easier to scan.

Bef ore you finish:

- The question list should inprove the conversation with technical partners.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.
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Day 27: Produce Technical Questions - Apply Prompt
SIMPLE PROMPT

Ask me for a safe technical concept, audi ence, and planned output. Then create a briefing and
techni cal questions sorted into nust answer before writing, helpful for context, and save for
| ater.

EXPANDED PROMPT

Rol e:
Act as a practical technical-question coach who helps me create a briefing and question bank
for a planned out put.

Task:
Ask me for a safe technical concept, audi ence, and planned output. Then create a briefing and
techni cal questions sorted into nmust answer before writing, helpful for context, and save for
| ater.

Cont ext :

- Keep in mnd: Strong technical questions identify what matters, what is unclear, what
affects communi cation, and what nust be answered before use.

- Work context: technical question devel opnent.

- Save as: technical briefing and question bank.

Use these details if | provide them
- Safe technical concept.

- Audi ence.

- Planned out put.

- Uncertainties.

Ask first only if needed:

- Ask up to three clarifying questions only when m ssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, |legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:
- Ask for technical concept, audience, and pl anned out put.
Create briefing and sorted question |ist.

Keep tone respectful and specific.

G ve ne:

1. Questions to ask ne first

Saf e assunptions if | do not answer yet
Adapt ed technical briefing and question bank
Revi ew before real use

Reusabl e pronpt pattern

o> N
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Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmkes the output easier to scan.

Bef ore you finish:

- The question list should inprove the conversation with technical partners.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 28: Capstone Part 1, Build the Source and Strategy Foundation - Primary Prompt
SIMPLE PROMPT

Help ne build the source and strategy foundation for a safe or nock capstone scenari o.
Separ at e audi ence, nmai n nessage, proof points, risks, open questions, review needs, technical
transl ati on needs, and what each Al tool did well or mssed.

EXPANDED PROMPT

Rol e:
Act as a capstone strategy coach.

Task:

Help ne build the source and strategy foundation for a safe or nock capstone scenari o.

Separ at e audi ence, mai n nessage, proof points, risks, open questions, review needs, technical
transl ati on needs, and what each Al tool did well or mssed.

Cont ext :

- Keep in mnd: A strong source and strategy foundation cones before drafting so the final
package stays grounded in sources, clains, risks, and revi ew needs.

- Work context: capstone source and strategy foundation.

- Save as: source and strategy foundation.

Use these details if | provide them
- Safe capstone topic.

- Source inventory.

- Audi ence.

- Coal .

- Risks and revi ew needs.

Ask first only if needed:
- Ask up to three clarifying questions only when m ssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunpti ons or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, |legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o work:
- Build the foundation before drafting.
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- Separate audi ence, nessage, proof, risks, questions, review needs, technical needs, and
t ool conpari son.
- Keep truth before story.

G ve ne:

Saf e scope and assunpti ons

Audi ence and nmai n nessage

Source and claiminventory

Proof points, risks, and open questions
Revi ew and technical translation needs

ol > @ =

en

Not es on what each Al tool did well
7. Reusabl e foundation-building pronpt pattern

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:
- The foundation shoul d nake unsupported drafting harder.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 28: Capstone Part 1, Build the Source and Strategy Foundation - Improve Prompt
SIMPLE PROMPT

Revi ew ny capstone source and strategy foundation. Separate supported facts, assunptions,
open questions, weak sources, risky clains, mssing stakehol ders, and review needs. Tell ne
what shoul d be fixed before drafting any productivity package.

EXPANDED PROMPT

Rol e:
Act as a source-and-strategy revi ewer who checks supported facts, assunptions, risky clains,
st akehol ders, and revi ew needs.

Task:

Revi ew ny capstone source and strategy foundation. Separate supported facts, assunptions,
open questions, weak sources, risky clains, mssing stakehol ders, and review needs. Tell ne
what shoul d be fixed before drafting any productivity package.

Cont ext :

- Keep in nmind: A strong source and strategy foundation cones before drafting so the final
package stays grounded in sources, clains, risks, and revi ew needs.

- Work context: capstone source and strategy foundation.
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- Save as: source and strategy foundation.

Use these details if | provide them
- Safe capstone topic.

- Source inventory.

- Audi ence.

- Coal .

- Risks and revi ew needs.

Ask first only if needed:
- Ask up to three clarifying questions only when mssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunpti ons or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unrel eased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abel ed placeholders or a brief nock exanple.

How t o wor k:
- Review the foundation for unsupported facts, assunptions, weak sources, risky clains,
m ssi ng stakehol ders, and revi ew gaps.

Identify what nust be fixed before drafting.
Prioritize the fixes.

G ve ne:

1. Quick verdict

Issue table with priority, evidence, and recomended fi x
Revi sed draft or targeted rewite

Questions or approvals still needed

Bef ore-use revi ew checkli st

Gl > O N

6. Reusabl e review pronpt pattern

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmkes the output easier to scan.

Bef ore you finish:

- The foundation shoul d nmake unsupported drafting harder.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 28: Capstone Part 1, Build the Source and Strategy Foundation - Apply Prompt
SIMPLE PROMPT

Ask me for my safe capstone topic, source naterial, audience, and intended output. Then help
nme narrow the project to a nanageabl e foundati on with source inventory, claiminventory,
ri sks, questions, and review path.

EXPANDED PROMPT
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Rol e:
Act as a practical capstone-scope coach who hel ps ne narrow a safe topic into a source and
strategy foundation.

Task:

Ask me for nmy safe capstone topic, source naterial, audience, and intended output. Then help
me narrow the project to a manageabl e foundation with source inventory, claiminventory,

ri sks, questions, and revi ew path.

Cont ext :

- Keep in nmind: A strong source and strategy foundation cones before drafting so the final
package stays grounded in sources, clains, risks, and revi ew needs.

- Work context: capstone source and strategy foundation.

- Save as: source and strategy foundation.

Use these details if | provide them
- Safe capstone topic.

- Source inventory.

- Audi ence.

- Coal .

- Risks and revi ew needs.

Ask first only if needed:
- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How to work:
- Ask for topic, sources, audience, and intended output.

Narrow the project to a manageabl e foundati on.
Create source and claiminventories.

G ve ne:

Questions to ask nme first

Saf e assunptions if | do not answer yet
Adapt ed source and strategy foundation
Revi ew before real use

Reusabl e pronpt pattern

ol > @ =

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The foundation shoul d nake unsupported drafting harder.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human review before real use.
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Day 29: Capstone Part 2, Create the Productivity Package - Primary Prompt
SIMPLE PROMPT

Hel p ne create a capstone productivity package with a plain-English explainer, decision
brief, team update, FAQ stakehol der questions, and review checklist. Then help ne eval uate
search intent, SEO AEO, web headi ngs, FAQ opportunities, and which suggestions to keep, cut,
revise, or conbine.

EXPANDED PROMPT

Rol e:
Act as a cross-tool productivity package editor.

Task:

Hel p ne create a capstone productivity package with a plain-English explainer, decision
brief, team update, FAQ stakehol der questions, and review checklist. Then hel p ne eval uate
search intent, SEO AEO, web headi ngs, FAQ opportunities, and which suggestions to keep, cut,
revi se, or conbine.

Cont ext :

- Keep in mind: A productivity package should serve different audi ences while keeping every
asset aligned to the sane source-backed nessage.

- Work context: capstone productivity package creation.

- Save as: capstone productivity package.

Use these details if | provide them
- Source and strategy foundation.

- Audi ences.

- Assets needed.

- Review constraints.

Ask first only if needed:

- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are nmissing, use |abeled placeholders or a brief nock exanple.

How t o work:

- Create connected assets that tell the sanme story.

- Include expl ai ner, decision brief, teamupdate, FAQ stakehol der questions, and review
checkl i st.
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- Eval uate web/search suggestions and deci de what to keep.

G ve ne:

1. Source assunptions

2. Plain-English explainer

3. Decision brief and team update

4. FAQ and st akehol der questions

5. Search, SEO AEO, and headi ng revi ew

6. Keep, cut, revise, or conbine decisions

7. Review checklist and reusabl e package pronpt pattern

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The package should feel Iike a set, not unrelated drafts.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 29: Capstone Part 2, Create the Productivity Package - Improve Prompt
SIMPLE PROMPT

Revi ew ny capstone productivity package agai nst ny source and strategy foundation. ldentify
unsupported clai nms, inconsistent |anguage, audience m smatch, m ssing review notes, weak
FAQs, and pieces that should be kept, cut, revised, or conbined.

EXPANDED PROMPT

Rol e:
Act as a productivity-package revi ewer who checks consi stency, source support, audience fit,
and asset alignnent.

Task:

Revi ew ny capstone productivity package agai nst the source and strategy foundation. |dentify
unsupported clai nms, inconsistent |anguage, audience m smatch, m ssing review notes, weak
FAQs, and pieces that should be kept, cut, revised, or conbined.

Cont ext :

- Keep in mnd: A productivity package shoul d serve different audiences while keeping every
asset aligned to the sane source-backed nessage.

- Work context: capstone productivity package creation.

- Save as: capstone productivity package.

Use these details if | provide them
- Source and strategy foundation.

- Audi ences.

- Assets needed.

- Review constraints.

Ask first only if needed:
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- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:

- Conpare package agai nst the foundation.

- Find unsupported clains, inconsistent |anguage, audi ence m smatch, weak FAQs, and mi ssing
revi ew notes.

- Recommend keep, cut, revise, or conbine choices.

G ve ne:

1. Quick verdict

2. Issue table with priority, evidence, and recommended fi x
3. Revised draft or targeted rewite

4. Questions or approvals still needed
5. Before-use review checkli st
6. Reusabl e review pronpt pattern

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmakes the output easier to scan.

Bef ore you finish:

- The package should feel |ike a set, not unrelated drafts.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human revi ew before real use.

Day 29: Capstone Part 2, Create the Productivity Package - Apply Prompt
SIMPLE PROMPT

Hel p ne create a focused capstone package with only three pieces: core nessage, FAQ and
revi ew checklist. Use my source foundation, keep clains grounded, and nmark questions or
approval s needed before real use.

EXPANDED PROMPT

SparkeAcademy | A Brighter Way to Learn

The Al Prompt Library Page 113
© Paul Tocatlian. All Rights Reserved.



Rol e:
Act as a practical productivity-package coach who hel ps ne create a smaller aligned package
froma source foundation.

Task:

Hel p ne create a focused capstone package with only three pieces: core nessage, FAQ and
revi ew checklist. Use ny source foundation, keep clains grounded, and mark questions or
approval s needed before real use.

Cont ext :

- Keep in mind: A productivity package should serve different audi ences while keeping every
asset aligned to the sane source-backed nessage.

- Work context: capstone productivity package creation.

- Save as: capstone productivity package.

Use these details if | provide them
- Source and strategy foundation.

- Audi ences.

- Assets needed.

- Review constraints.

Ask first only if needed:

- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How t o wor k:
- Create a snaller package if needed.
- Focus on core nessage, FAQ and revi ew checklist.

Keep cl ai ms grounded and questions visible.

G ve ne:

1. Questions to ask ne first

2. Safe assunptions if | do not answer yet
3. Core nessage

4. FAQ

5. Revi ew checkl i st

6. dains, questions, and approvals to mark
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7. Reusabl e smal | - package pronpt pattern

Styl e:

Bef ore you finish:
- The package should feel Iike a set, not unrelated drafts.

and cl ear about what needs hunan revi ew before real use.

Day 30: Capstone Part 3, Polish, Review, and Build Your Personal Al Playbook -

Primary Prompt

SIMPLE PROMPT

EXPANDED PROMPT

Rol e:
Act as a final reviewer and personal workflow coach.

Task:

Cont ext :

intentionally, and decide what is ready for real use.
- Work context: capstone polish and personal Al playbook.

- Save as: final capstone revisions and Al playbook.

Use these details if | provide them
- Full capstone package.

- Revi ew f eedback.

- Tools and pronpts to reuse.

- Review rul es.

Ask first only if needed:
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- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Pressure test ny full safe or nock capstone package fromthe perspective of a teammte,
subject-matter reviewer, |legal or privacy reviewer, skeptical
and technical reviewer. Then help nme build My Al Pl aybook wi th tool

rul es, workflows, Conpare-Challenge-Conbine, and human revi ew rul es.

Pressure test ny full safe or nock capstone package fromthe perspective of a teammte,
subject-matter reviewer, |legal or privacy reviewer, skeptical
and technical reviewer. Then help nme build My Al Pl aybook wi th tool

rul es, workflows, Conpare-Challenge-Conbine, and human revi ew rul es.

- Keep in mnd: The durable skill is judgnent: conpare outputs, challenge risks,

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,

cust oner - faci ng reader,

best pronpts, review

cust oner - faci ng reader,

best pronpts, review
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- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How to work:

- Pressure test the full capstone.

- Build a personal Al playbook with tools, pronpts, rules, workflows,
Conpar e- Chal | enge- Conbi ne, and human review triggers.

- End with a practical system

G ve ne:

1. Pressure-test sunmary by revi ewer type

2. Must-fix risks and unsupported clains

3. Revision priorities for the capstone package
4. One-page Al Pl aybook

5. Tool -use rules and reusabl e pronpts

6. Human review and privacy boundaries

7. Conpar e- Chal | enge- Conbi ne wor kf | ow

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nakes the output easier to scan.

Bef ore you finish:

- The final answer should | eave ne with a system | can use again, not just a finished page.
- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.

Day 30: Capstone Part 3, Polish, Review, and Build Your Personal Al Playbook -
Improve Prompt

SIMPLE PROMPT

Turn the pressure-test feedback on ny capstone into a prioritized revision plan. Separate
nmust-fix accuracy or review issues, should-fix clarity issues, optional polish, and days to
add to My Al Pl aybook.

EXPANDED PROMPT
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Rol e:
Act as a capstone revision reviewer who turns feedback into prioritized fixes and pl aybook
days.

Task:

Turn the pressure-test feedback on ny capstone into a prioritized revision plan. Separate
nmust -fi x accuracy or review issues, should-fix clarity issues, optional polish, and days to
add to My Al Pl aybook.

Cont ext :

- Keep in mind: The durable skill is judgnent: conpare outputs, challenge risks, revise
intentionally, and decide what is ready for real use.

- Work context: capstone polish and personal Al playbook.

- Save as: final capstone revisions and Al playbook.

Use these details if | provide them
- Full capstone package.

- Revi ew f eedback.

- Tools and pronpts to reuse.

- Review rul es.

Ask first only if needed:

- Ask up to three clarifying questions only when missing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunptions or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unreleased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abeled placeholders or a brief nock exanple.

How to work:
- Turn pressure-test feedback into prioritized revisions.
Separate nust-fix, should-fix, optional polish, and playbook days.

Make revi sion steps clear.

G ve ne:

Qui ck verdi ct

Issue table with priority, evidence, and recomended fix
Revi sed draft or targeted rewite

Questions or approvals still needed

Bef ore-use revi ew checkl i st

Reusabl e revi ew pronpt pattern

@9 >@WPE

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmkes the output easier to scan.

Bef ore you finish:

- The final answer should | eave ne with a system | can use again, not just a finished page.
- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornmation,
and cl ear about what needs human revi ew before real use.
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Day 30: Capstone Part 3, Polish, Review, and Build Your Personal Al Playbook - Apply
Prompt

SIMPLE PROMPT

Hel p nme reduce My Al Pl aybook to one practical page. Include when to use each tool, five
pronmpts | will reuse, reviewrules | should never skip, privacy boundaries, and ny
Conpar e- Chal | enge- Conbi ne wor kf | ow.

EXPANDED PROMPT

Rol e:

Act as a practical Al-playbook coach who hel ps me reduce ny workflow into a one-page system |
can reuse.

Task:

Hel p ne reduce My Al Pl aybook to one practical page. Include when to use each tool, five
pronmpts | will reuse, reviewrules | should never skip, privacy boundaries, and ny

Conpar e- Chal | enge- Conbi ne wor kf | ow.

Cont ext :

- Keep in mnd: The durable skill is judgnment: conpare outputs, challenge risks, revise
intentionally, and decide what is ready for real use.

- Work context: capstone polish and personal Al playbook.

- Save as: final capstone revisions and Al playbook.

Use these details if | provide them
- Full capstone package.

- Revi ew f eedback.

- Tools and pronpts to reuse.

- Review rul es.

Ask first only if needed:

- Ask up to three clarifying questions only when mssing details would naterially change the
answer. Otherwi se, proceed with clearly |abel ed assunpti ons or placehol ders.

Keep it safe:

- Use only nock, public, sanitized, or workplace-approved information. Do not include
sensitive, confidential, personal, custoner, legal, financial, unrel eased, private-code,
credential, or regulated material unless that use is explicitly approved.

- Do not invent nanes, dates, netrics, source content, evidence, approvals, or prom ses. |f
details are missing, use |abel ed placeholders or a brief nock exanple.

How t o work:

- Reduce the playbook to one practical page.

- Include tool choices, five reusable pronpts, review rules, privacy boundaries, and
wor kf | ow.
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Keep it usable during a busy work peri od.

G ve ne:

Questions to ask nme first

Saf e assunptions if | do not answer yet
One- page Al Pl aybook

Tool -sel ection rul es

Fi ve reusabl e pronpts

Revi ew and privacy rul es

@ G >N

=

Conpar e- Chal | enge- Conbi ne wor kf | ow
8. Mui ntenance note

Styl e:
- Practical, clear, friendly, plain-English, specific, and non-hype.
- Use headings, bullets, or a conpact table when that nmakes the output easier to scan.

Bef ore you finish:
- The final answer should |leave ne with a system | can use again, not just a finished page.

- Make sure the answer is usable, grounded in provided or clearly |abeled nock infornation,
and cl ear about what needs human revi ew before real use.
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