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Automation & Repetitive Task 
Reduction – AI Productivity 
Prompts 
Used For Recommended AI 

Tool 
AI Prompt What to Expect 

Identifying repeat 
tasks 

ChatGPT List all tasks I repeat 
daily or weekly 
based on this 
description of my 
day: [describe your 
day]. Highlight 
which are best for 
automation. 

Clear list of repeat 
tasks and 
automation 
candidates. 

Workflow 
simplification 

ChatGPT Take this workflow 
and simplify it to the 
fewest steps 
possible: [paste 
workflow]. 

Streamlined version 
of current workflow. 

Delegation planning ChatGPT Which parts of this 
task can be 
delegated to AI or 
automation? Task: 
[describe task]. 

Delegation map for 
AI vs human work. 

Email automation ChatGPT Suggest ways to 
automate or 
template these 
recurring email 
responses: [paste 
examples]. 

Templates or 
automation ideas 
for emails. 

Calendar 
automation 

ChatGPT How can I automate 
scheduling for these 
recurring meetings 
and appointments? 

Scheduling 
automation 
suggestions. 

File organization ChatGPT Create an 
automated file 

Folder and naming 



organization system 
for these 
documents: 
[describe files]. 

automation plan. 

Admin task 
reduction 

ChatGPT Identify admin tasks 
I can automate from 
this list: [paste list]. 

Reduced admin 
workload list. 

Tool selection ChatGPT Recommend 
beginner-friendly 
automation tools for 
these tasks: [tasks]. 

Tool suggestions 
with simple 
explanations. 

Process 
documentation 

ChatGPT Turn this repetitive 
task into a step-by-
step process that 
could be automated. 

Clear process ready 
for automation. 

Time savings review ChatGPT Estimate how much 
time automation 
could save me 
weekly based on 
these tasks. 

Motivation through 
visible time savings. 

 

 



Decision-Making & Prioritization – 
AI Productivity Prompts 
What This Prompt Is 
Used For 

Recommended AI 
Tool 

The Prompt What to Expect 

Sorting urgent vs 
important tasks 

ChatGPT Here is my task list. 
Please sort each 
task into urgent vs 
important and 
explain why. 

Clear priorities and 
reduced mental 
overload. 

Deciding what to do 
next 

ChatGPT Based on my 
current tasks, what 
is the single most 
important thing I 
should work on 
right now? 

Immediate clarity 
and less decision 
paralysis. 

Evaluating trade-
offs 

ChatGPT Help me compare 
these two options 
and explain the 
pros, cons, and long-
term impact of each. 

Confidence in 
choosing between 
options. 

Clarifying daily 
priorities 

ChatGPT Help me identify my 
top three priorities 
for today based on 
impact, not urgency. 

A focused and 
realistic daily plan. 

Reducing 
overthinking 

ChatGPT I keep second-
guessing this 
decision. Help me 
think it through step 
by step. 

Calmer decision-
making and 
reassurance. 

Aligning tasks with 
goals 

ChatGPT Here are my goals 
and current tasks. 
Tell me which tasks 
actually support my 
goals. 

Better alignment 
between effort and 
outcomes. 

Letting go of low- ChatGPT Which of these tasks 
could be delayed, 

Less clutter and 
more energy for 



value work delegated, or 
eliminated 
altogether? 

meaningful work. 

Making a quick 
decision 

ChatGPT I need to make a 
quick decision with 
limited information. 
What is a 
reasonable next 
step? 

Momentum instead 
of stagnation. 

Weekly priority 
review 

ChatGPT Help me review this 
week’s tasks and 
identify what 
mattered most. 

Improved 
awareness and 
better future 
planning. 

Decision reflection ChatGPT Help me reflect on a 
recent decision and 
identify what I 
learned from it. 

Increased 
confidence and 
learning over time. 

 

 



Email & Communication Efficiency 
– AI Prompts 
What the Prompt Is 
Used For 

Recommended AI 
Tool 

The Prompt What to Expect 

Summarizing a long 
email thread 

ChatGPT Summarize this 
email thread into 
key points and 
clearly list any 
action items: [paste 
thread]. 

A clear summary so 
you don’t need to 
reread everything. 

Drafting a 
professional reply 
quickly 

ChatGPT Draft a polite, 
professional 
response to this 
email: [paste email]. 

A ready-to-send 
reply that sounds 
clear and respectful. 

Adjusting tone of an 
email 

ChatGPT Rewrite this email 
to sound calm, 
friendly, and 
professional: [paste 
email]. 

Improved tone 
without rewriting 
from scratch. 

Writing a short 
acknowledgment 
reply 

ChatGPT Write a brief 
acknowledgment 
email confirming I 
received this 
message and will 
follow up. 

Quick replies that 
keep 
communication 
moving. 

Clarifying next steps 
in an email 

ChatGPT Rewrite this email 
to clearly state next 
steps and deadlines: 
[paste email]. 

Less back-and-forth 
confusion. 

Condensing a long 
email 

ChatGPT Condense this email 
into a short, clear 
version while 
keeping all 
important details: 
[paste email]. 

A shorter message 
that still says 
everything needed. 



Writing a follow-up 
email 

ChatGPT Write a polite 
follow-up email 
checking on the 
status of this 
request: [describe 
request]. 

Professional follow-
ups without 
awkward wording. 

Turning notes into 
an email 

ChatGPT Turn these bullet 
notes into a clear, 
professional email: 
[paste notes]. 

Saves time turning 
thoughts into 
messages. 

Creating reusable 
email templates 

ChatGPT Create a reusable 
email template for 
this situation: 
[describe scenario]. 

Templates you can 
reuse again and 
again. 

Prioritizing inbox 
messages 

ChatGPT Review these emails 
and tell me which 
ones need 
immediate action 
and which can wait. 

Clarity on what 
actually needs 
attention now. 

 

 



Focus, Deep Work & Distraction 
Control – AI Productivity Prompts 
What This Prompt Is 
Used For 

Recommended AI 
Tool 

The Prompt What to Expect 

Starting a focused 
work session 

ChatGPT I want to focus on 
one task for the next 
25 minutes. Help me 
define exactly what I 
should work on and 
block distractions. 

A clear, single task 
to focus on and 
mental clarity 
before starting. 

Running a 
Pomodoro focus 
session 

ChatGPT / AI Timer Guide me through a 
25-minute focus 
session. At the end, 
ask me what I 
completed. 

Structured focus 
time with reflection 
afterward. 

Reducing digital 
distractions 

ChatGPT Help me identify my 
biggest digital 
distractions during 
work hours and 
suggest ways to 
reduce them. 

Awareness of 
distractions and 
practical steps to 
limit them. 

Planning deep work 
time 

ChatGPT Help me schedule 
one uninterrupted 
deep work block in 
my day and explain 
how to protect it. 

A realistic plan for 
focused work time. 

Single-tasking 
clarity 

ChatGPT I tend to multitask. 
Help me choose one 
task to work on 
right now and 
explain why it 
should be my focus. 

Reduced overwhelm 
and a single clear 
priority. 

Focus session 
reflection 

ChatGPT I just finished a 
focus session. Ask 
me questions to 
reflect on what 

Improved 
awareness and 
better future focus 
sessions. 



worked and what 
didn’t. 

Mental reset 
between tasks 

ChatGPT Help me reset my 
focus before starting 
my next task. 

A calm transition 
between tasks. 

Protecting attention 
boundaries 

ChatGPT Help me write 
simple rules to 
protect my focus 
during work time. 

Clear boundaries 
that reduce 
interruptions. 

Overcoming focus 
resistance 

ChatGPT I’m avoiding a task. 
Help me identify 
why and suggest a 
small first step. 

Lower resistance 
and easier task 
initiation. 

End-of-day focus 
review 

ChatGPT Help me review how 
well I protected my 
focus today and 
suggest one 
improvement for 
tomorrow. 

Continuous 
improvement of 
focus habits. 

 

 



Home, Life & Personal 
Organization – AI Productivity 
Prompts 
Used For Recommended AI 

Tool 
AI Prompt What to Expect 

Weekly household 
planning 

ChatGPT Create a simple 
weekly household 
plan including 
meals, chores, and 
errands based on 
this family situation: 
[describe 
household]. 

Clear weekly plan 
that reduces chaos. 

Family schedule 
coordination 

ChatGPT Combine these 
schedules into one 
easy-to-read family 
calendar: [paste 
schedules]. 

Unified view of 
family 
commitments. 

Meal planning ChatGPT Create a 5-day 
dinner plan with a 
matching grocery 
list based on these 
preferences: 
[preferences]. 

Less decision fatigue 
around meals. 

Chore management ChatGPT Create a fair weekly 
chore schedule for 
this household: 
[describe people 
and ages]. 

Balanced chore plan 
everyone 
understands. 

Personal admin 
tasks 

ChatGPT List and prioritize 
my personal admin 
tasks from this list: 
[paste tasks]. 

Clear plan for bills, 
forms, and errands. 

Reminder setup ChatGPT Identify which of 
these tasks should 

Fewer forgotten 



have reminders and 
suggest timing: 
[paste list]. 

tasks. 

Decluttering focus ChatGPT Create a simple 
decluttering plan for 
one room using 30-
minute sessions. 

Manageable 
decluttering steps. 

Routine building ChatGPT Help me design a 
calm morning or 
evening routine 
based on my 
schedule: [describe]. 

Predictable daily 
rhythm. 

Life planning review ChatGPT Summarize what 
areas of my 
personal life feel 
overloaded based 
on this description: 
[paste]. 

Awareness of stress 
points. 

Personal 
organization audit 

ChatGPT Audit my current 
home and life 
organization and 
suggest 3 
improvements. 

Targeted 
improvements 
without overwhelm. 

 

 



Learning & Information 
Management – AI Productivity 
Prompts 
Used For Recommended AI 

Tool 
AI Prompt What to Expect 

Summarizing 
articles 

ChatGPT Summarize this 
article into 5 key 
points written in 
plain language: 
[paste text]. 

Clear, concise 
understanding 
without reading 
everything. 

Book takeaways ChatGPT Extract the top 7 
actionable ideas 
from this book 
summary: [paste 
text]. 

Action-focused 
learning notes. 

Learning 
simplification 

ChatGPT Explain this concept 
as if I’m new to it 
and avoid jargon: 
[topic/text]. 

Easy-to-understand 
explanation. 

Highlighting 
essentials 

ChatGPT From this content, 
identify what is 
essential vs 
optional: [paste 
text]. 

Reduced 
overwhelm, focus 
on what matters. 

Turning learning 
into tasks 

ChatGPT Turn these notes 
into a short action 
list I can apply this 
week: [paste notes]. 

Clear next steps 
from learning. 

Comparing sources ChatGPT Compare these two 
sources and list 
similarities, 
differences, and key 
takeaways: [A and 
B]. 

Deeper 
understanding from 
multiple sources. 



Study planning ChatGPT Create a simple 
learning plan for 
mastering this topic 
in 30 days: [topic]. 

Structured, 
manageable 
learning path. 

Note organization ChatGPT Organize these 
notes into clear 
sections and bullet 
points: [paste 
notes]. 

Clean, reviewable 
notes. 

Retention aid ChatGPT Create a short 
summary and 3 
reflection questions 
from this content: 
[paste text]. 

Better memory and 
understanding. 

Learning review ChatGPT Summarize what I 
learned this week 
based on these 
notes: [paste]. 

Weekly clarity and 
reinforcement. 
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