
This is our show-and-tell guide for how
we built the ultimate weekly briefing for
our own CEO. You can use it to build
your own weekly briefing. 

In this guide:
What the agent does
How to set up the data flows
Explanations of each sub-agent, and
copy-pasteable prompt engineering
An example output of one of these
reports

What the CEO Briefing Agent does
The agent compiles a weekly briefing by
orchestrating multiple AI sub-agents
that analyze the CEO’s calendar for
upcoming meetings, tracks competitor
and industry news, and creates reports
on company performance metrics. 

Every Sunday evening, it runs the
sequence of sub-agents, and then
delivers the compiled weekly brief to
the CEO to prep them for the week
ahead. 

Guide to Building
the Ultimate
CEO Weekly
Briefing Agent

elvex is the enterprise AI agent platform
that anyone can build with on day one.
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How difficult is this to set up?

The most difficult aspect of setting up this workflow is getting secure access to the
data. There are several approaches to this. 

Easier approach: 
The easiest way to set up this workflow is by using a secure platform like elvex that
already has live-sync connectors built to all the various tools you use. 

This way you don’t have to code, don’t have to manually upload data, and can get
started quickly.

More difficult approach:
Set up regular exports from the various systems (Google Calendar, Salesforce,
Amplitude, etc.). 
Compile all these reports into one extensive Google Sheet. 
Upload that to your secure access to ChatGPT, Claude, similar and run the
prompts. 
Automate this via tools like Zapier and API access to LLMs. 

Nearly every major tool these days has the functionality to deliver a report or
export to either your email or to a spreadsheet. 

Using Google Apps Script or similar tools, you can then automate the collection of
these reports. You don’t need to know how to code, you just need AI to guide you
and a willingness to tinker. Watch an example of using Google Apps Script to
automate getting data from one place to another within the Google Suite. 

Want help building this? 
Talk to the elvex team and we’re happy to talk you through it. 

https://www.elvex.com/blog/ai-demo-email-newsletter-parsing
https://www.elvex.com/demo
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Setting up each sub-agent

Sub-Agent 1: Calendar Prep & Meeting Intelligence

Overview
Connects to Google Calendar to pull the week's meetings
Identifies all external attendees (anyone without your company email)
For each attendee:

Runs web searches to find recent news, LinkedIn updates, company
announcements
Searches CRM for interaction history, deal status, and relationship context
Generates a digest of who they are, their role, and their company's current
situation

Prompt engineering (copy paste this):
1.Read your Google Calendar Datasource for the next 7 days
2.Extract all attendee email addresses and meeting agendas
3.Filter to external attendees only (exclude @yourcompany.com)
4.For each external contact:

a.Search web for: "[Name] [Company]" + recent news
b.Query your Salesforce Data Source: contact record, deal history, last

interaction
c.Compile: Name, Title, Company, Recent Activity, Relationship Status

5.Output format:
a.UPCOMING MEETINGS INTELLIGENCE

i.Monday, [Date]
1.- [Time]: [Meeting Title]
2.   Attendees: [Name, Title, Company]
3.   Context: [2-3 sentences on who they are and recent activity]
4.   CRM Status: [Deal stage, last interaction, key notes]

ii.Tuesday, [Date]
1.- [Time]: [Meeting Title]
2.   Attendees: [Name, Title, Company]
3.   Context: [2-3 sentences]
4.   CRM Status: [Deal stage, last interaction]

iii. [etc]
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Sub-Agent 2: Competitor Tracking & Industry News

Overview
Monitors and synthesizes information from:

(Gmail) Industry newsletters and publications. Subscribe to influential
industry newsletters and set up a consistent Gmail filter for these
newsletters. Set up an elvex data source that pulls everything tagged with
that specific tag. 
(Web scraping) Competitor blog posts and press releases. Set up an elvex
datasource using the “Website as a datasource” option, pulling everything
under the /blog/ path. 
(Gmail) Google Alerts for tracked topics and companies. This one is more
optional, but can be done if newsletters and websites aren’t providing the
right information. 

Identifies trends, competitive moves, and market shifts
Focuses only on the last 7 days of activity

Prompt engineering (copy paste this)
1.For all steps below, limit this to just the previous seven days.
2.Read your Industry Newsletters datasource. Grab every headline and hyperlink. 
3.Read your Competitor Blogs datasource. Extract all product release information.
4.Read your Google Alerts datasource. Analyze if any are new/different from

what you found in Industry Newsletters and Competitor Blogs. 
5.Compile all the above information into a report separated into “Industry News”

and “Competitor Moves” sections. Each section should have the headline of each
update, and the word “Link” inserted at the end with the hyperlink to the source
of the information. 
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Sub-Agent 3: OKR & Performance Update

Overview
Analyzes week-over-week changes in key metrics
Pulls data from multiple sources:

(Salesforce) Go-to-market pipeline numbers (new leads, opportunities, deals
closed)
(Amplitude) Customer product usage metrics (active users, feature
adoption, engagement)
(Github) Features marked for release this week

These data sources are updated live, with dates for each, to enable week-over-
week and month-over-month reporting
Calculates changes and flags significant movements

Prompt engineering (copy paste this)
Read your Salesforce Export Datasource for the last two weeks of pipeline
numbers (new leads, opportunities, deals closed)
Read your Amplitude Export Datasource for the last two weeks of customer
product usage numbers (active users by company, total usage by company, total
overall usage)
Read your Github Export Datasource for any releases flagged for this week
Compile the information into a report covering:

Week over week change (in percentages and in numbers) in pipeline metrics,
noting any major deviations
Week over week change (in percentages and in numbers) in product usage
metrics, noting any major deviations
Planned feature launches for this upcoming week
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Stringing them all together

Once the sub-agents have been created, we use elvex’s flow builder to
tie them all together in a simple agentic workflow. 

Competitor Reporting Agent Industry News Agent Calendar Briefing Agent Company OKR Reporting Agent

Read the latest about elvex’s flow builder.

https://www.elvex.com/blog/actions-flows
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Example Output

Given the regulated industries many of our customers operate in, we can’t show you
a real example of this report. Our apologies! But we have an example built on
synthesized data from a hypothetical “CRM Company” to give you an example of
what it looks like. 
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Example Output (continued)
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Example Output (continued)
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Example Output (continued)



Get in touch with us via www.elvex.ai

Becoming AI-native is an iterative process, and we’re here to help both you
and your entire company upskill at the same time. 

Get in touch with elvex today.

http://www.elvex.ai/
https://www.elvex.com/demo

