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75+ PROMPTS TO MAKE YOU 500% MORE PRODUCTIVE AT WORK

= EMAIL & COMMUNICATION

1.  Rewrite this email to be concise, professional, and
action-oriented. Remove filler words and ensure the ask
is crystal clear: [paste email]

2. Draft a polite but firm follow-up email for a request |
sent 5 days ago with no response. Keep it under 100
words: [context]

3 Summarize this email thread into 3 bullet points: what
was decided, what's pending, and who owns each action
item: [paste thread]

Write a diplomatic response to this difficult email

4. ) ) . )
without being defensive or agreeable to things | can't
commit to: [paste email]
Turn these messy meeting notes into a clean recap email
5.

with decisions, action items, and owners: [paste notes]

= WRITING & DOCUMENTS

6. Edit this paragraph for clarity and conciseness. Aim for
a 7th-grade reading level without dumbing down the ideas:
[paste text]

7. Write an executive summary for this document in 150 words
or less. Lead with the key takeaway: [paste doc]
Turn this bullet-point outline into a polished first

& draft, maintaining a professional but conversational
tone: [paste outline]
Proofread this for grammar, tone, and logical flow. Flag
9.

any inconsistencies or unclear passages: [paste text]

Rewrite this section to be more persuasive. Use concrete
10. evidence and active voice: [paste text]

= RESEARCH & ANALYSIS
11. Summarize the key arguments, evidence, and conclusions
from this article in 5 bullet points: [paste article]

12. Compare and contrast these two options across cost, time,
risk, and impact. Present as a table: [Option A] vs
[Option B]

13.What are the 5 strongest counterarguments to this
position? Be steelman — make each one as strong as
possible: [position]

14. Analyze this data and identify the top 3 trends, 2
anomalies, and 1 key recommendation: [paste data]

15.Give me a structured SWOT analysis for this business idea
or project: [describe idea]

= MEETINGS & PRESENTATIONS

16. Create a tight 10-minute meeting agenda for a team of [X]
to decide [goal]. Include time allocations per topic.

17. Turn this presentation outline into punchy slide titles
and 3-bullet speaker notes per slide: [paste outline]

18.Write 5 sharp talking points | can use to persuade
stakeholders on this proposal: [describe proposal]

$gmmarize this meeting transcript into key decisions,
open questions, and next steps with owners: [paste

= PLANNING & STRATEGY

21. Break this goal into a realistic 30-60-90 day plan with
specific milestones and weekly actions: [state goal]

22, Identify the 3 biggest risks in this plan and suggest one
mitigation strategy for each: [describe plan]
Help me prioritize this task list using the Eisenhower

23.
3 Matrix. Label each as urgent/important, etc.: [paste
tasks]
2 Create a project kickoff checklist for a team launching

[project]. Include stakeholders, tools, and success
metrics.

25.What questions should | be asking before committing to
this strategy? Be the critical thinker I'm not being:
[strategy]

= PROBLEM SOLVING

26.Walk me through a root cause analysis of this problem
using the 5 Whys framework: [describe problem]

27.Generate 10 creative solutions to this problem — no
filtering, just ideas. Then rank top 3 by feasibility:
[problem]

28. I'm stuck on [problem]. Play devil's advocate and
challenge my current approach. What am | missing?
Help me think through this decision using a simple

2 decision matrix. Criteria: [list]. Options: [list].

30.What would a McKinsey consultant say is the real problem
here, and how would they structure solving it?

[situation]

= DATA & REPORTING

31.Write a clear, jargon-free explanation of these metrics
for a non-technical executive audience: [paste metrics]

32. Help me write a weekly status report for [project].
Format: Progress, Blockers, Next Steps. Raw update:
[notes]

33.Identify the story this data is telling. What should a
decision-maker take away from it? [paste data]

34. Turn these stats into 3 punchy insights a CEO would care
about: [paste data]

35. Draft 5 questions | should ask to pressure-test this
report before presenting to leadership: [describe report]

= HR & MANAGEMENT

36.Write a performance review for an employee who excels at
[strength] but needs to improve [area]. Keep it growth-
oriented.

Braft a job description for a [role] at a [company type].

Focus on outcomes over tasks.

38.Help me write constructive feedback on this work sample —
specific, kind, and actionable: [paste work sample]

39. Create 5 thoughtful interview questions that assess
[competency] for a [role] position.



= SALES & CLIENT WORK

41.Write a personalized cold outreach message to [prospect
type] about [offer]. Under 100 words. No buzzwords.

42. Help me write a proposal for [project] for a client in
[industry]. Include problem, solution, timeline, next
steps.

43. Rewrite this sales pitch to focus on customer outcomes,

not product features: [paste pitch]

Draft a response to this client objection: [paste

objection]. Acknowledge, empathize, then redirect.

44.

45.Write a professional check-in to a prospect | haven't
heard from in 2 weeks. No pressure, just value.

= PERSONAL PRODUCTIVITY

46. | have [X hours] today and these tasks: [paste list].
Help me build a focused daily schedule with buffer time.

47. Review this to-do list and tell me what | should

delegate, defer, or delete entirely: [paste list]

Help me write a weekly review: wins, lessons, and top 3
48. priorities for next week. Brain dump: [paste notes]

| need to say no to this request professionally without
49. damaging the relationship. Draft a response: [request]

Create a personal OKR for me this quarter based on this

50. goal: [describe goal]

= LEARNING & DEVELOPMENT

51. Explain [complex concept] to me like I'm smart but new to
this field. Use one analogy and one real-world example.

52. Create a 2-week self-study plan to get up to speed on
[topic]. Include resources, milestones, and daily time
commitment.

53.What are the 10 most important things someone in [role]
should understand about [topic]? Rank by importance.

54, Quiz me on [topic] with 5 progressively harder questions.
After | answer each, give feedback and the correct
answer.

55. Summarize the key lessons from [book/article] and tell me
how to apply them to my work in [industry]: [describe]

= CREATIVE & BRAINSTORMING

56. Give me 15 headline ideas for [topic]. Make half
straightforward and half provocative.

57. Help me brainstorm 10 content angles about [topic] for
[audience]. Be specific and original, no generic ideas.
I'm naming [product/project/team]. Suggest 10 names that

58. .
are memorable, easy to say, and hint at [value].

59.Generate 5 different ways to open this piece — stat,
story, question, bold claim, and analogy: [topic]

60.What's a fresh, unexpected angle on [common topic] that
hasn't been overdone? Give me 5 options.

= PROCESS & OPERATIONS

61.

62.

63.

64.

65.

Document this process as a clear SOP with numbered steps,
inputs, outputs, and owner: [describe process]

Identify inefficiencies in this workflow and suggest 3
improvements with estimated time savings: [describe
workflow]

Create a simple checklist for [recurring task] so anyone
on the team can execute it consistently.

Help me write a clear scope-of-work for this project:
goals, deliverables, timeline, exclusions: [project]

Turn this messy process description into a clean step-by-
step flowchart structure: [paste description]

= FINANCE & BUSINESS

66.

67.

68.

69.

70.

Explain these financial terms in plain language for a
non-finance professional: [paste terms]

Help me build a simple business case for [initiative].
Include problem, solution, cost, expected ROI, and risks.
Review this budget breakdown and flag anything that looks
off or could be optimized: [paste budget]

Summarize the financial implications of this decision in
simple terms for a general audience: [describe decision]
Draft a request to leadership for budget approval for
[project]. Lead with the ROI, then the ask: [describe
project]

= BONUS POWER PROMPTS

71.

72.

73.

Act as a skeptical senior executive. Review this plan and
give me your harshest, most honest feedback: [paste plan]
Give me the TL;DR of this document in exactly 3 sentences
— no more: [paste document]

Rewrite this in half the words without losing any

meaning: [paste text]

74.What's the one thing I'm overlooking in this situation

75.

that could come back to bite me? [describe situation]

Pretend you are my chief of staff. Given my goals [list
goals] and constraints [list constraints], what should |
focus on this week?
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