
1. High-Impact Daily Action Plan
Prompt (Copy/Paste):
"Act as my executive productivity coach. Given these tasks: [list tasks], create a prioritized
schedule in 30-minute blocks. Recommend any AI or digital tools to handle each task faster,
and suggest ways to measure the time saved."

Use This For: Turning an overwhelming to-do list into a clear, time-blocked plan.
Metrics Tip: Track hours reclaimed per week using a simple time-log or Toggl.

2. Inbox Zero Accelerator
Prompt (Copy/Paste):
"Based on these email summaries [paste or summarize unread messages], draft concise,
professional replies for each. Maintain a tone that is [formal, empathetic, friendly] and
ensure clarity in next steps."

Use This For: Rapidly clearing large volumes of emails without losing professionalism or
tone.
Metrics Tip: Compare emails resolved per hour before vs. after using the prompt.

3. Automated Priority Matrix
Prompt (Copy/Paste):
"Take these tasks [list] and categorize them by urgency and importance (Eisenhower
Matrix). Suggest which tasks I can automate, delegate, or schedule for later to optimize time
management."

Use This For: Identifying high-impact tasks and offloading the rest.
Metrics Tip: Count how many tasks you automate or delegate monthly (a great measure
of efficiency gains).

4. Rapid Meeting Mastery
Prompt (Copy/Paste):
"Draft a tight agenda for a [duration]-minute meeting on [topic], specifying objectives, time
allocations, and a wrap-up that includes next steps. Include tips to avoid off-topic tangents."

Use This For: Minimizing meeting bloat and ensuring clear outcomes.
Metrics Tip: Check meeting duration before and after, and note any increase in clarity or
follow-through.
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5. Digital Delegation Blueprint
Prompt (Copy/Paste):
"Provide a delegation framework for these tasks: [list tasks]. Recommend who (or what AI
tools) should handle each, and specify any training or SOP requirements."

Use This For: Freeing yourself from routine tasks and empowering team members or AI
tools.
Metrics Tip: Hours Freed—log how much extra time you gain after properly delegating.

6. Quick Project Timeline Generator
Prompt (Copy/Paste):
"Create a milestone-based project timeline for [project name]. Include deadlines,
responsible parties, risk factors, and recommended tools (like Asana, Monday.com) for real-
time progress tracking."

Use This For: Quickly mapping out project milestones, deadlines, and responsibilities in
one go.
Metrics Tip: Measure on-time delivery rate—compare how well you hit deadlines with
vs. without an AI-generated timeline.

How to Get the Most Out of These Prompts
Customize: Add context (deadlines, team size, personal preferences) for richer, more
tailored outputs.

1.

Track ROI: Jot down time saved, tasks automated, or meetings shortened to quantify
your efficiency gains.

2.

Iterate: AI improves with more detail—if the first result is too vague, refine your prompt.3.
Stay Consistent: Use these prompts daily or weekly to see sustained productivity
benefits.

4.

Pro Tip: Combine multiple prompts for extra synergy—e.g., generate a High-Impact Daily
Action Plan(#1), then quickly handle emails (#2) and create a project timeline (#6) all in one
workflow.

Remember: The real advantage comes from turning routine tasks into quick AI interactions.
Keep this reference handy—whether on your desk or pinned in your digital workspace—to
ensure you’re tapping into the power of AI-augmented productivity every day.
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