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[bookmark: _pnsxbpfsolxm]How To Use This Prompt Library
This library is designed to help organizations move beyond generic AI usage and into operationally valuable workflows.
The strongest prompts:
· Provide context
· Define the audience
· Clarify the desired outcome
· Establish tone
· Request structure
These prompts should be adapted to your organization’s workflows, governance standards, and communication style.
[bookmark: _etdgif67xa9c]Conversational AI Prompts
[bookmark: _t6cs7dqf94tg]Executive Leadership
[bookmark: _ixulkb1bunze]1. Executive Status Reporting
Prompt: “Act as a strategic operations advisor. Create an executive-level update from the information below. Include:
· Key wins
· Organizational risks
· Decisions needed
· Strategic next steps
Keep the tone concise, professional, and leadership-focused.”
Use Cases:
· Board updates
· Portfolio reviews
· Weekly leadership summaries
· Cross-functional reporting
· Strategic initiative tracking
[bookmark: _m4ch6uljv35v]2. Strategic Risk Identification
Prompt: “Review this initiative and identify operational, financial, communication, adoption, and execution risks. Organize findings into a leadership-ready summary.”
Use Cases:
· Transformation initiatives
· AI adoption planning
· Vendor evaluations
· Organizational restructuring
· New program launches
[bookmark: _bc056tlc67ro]3. Decision Brief Creation
Prompt: “Create an executive decision brief using the information below. Include:
· Background
· Current challenge
· Options
· Risks
· Recommended path forward.”
Use Cases:
· Budget discussions
· Tool evaluations
· Staffing decisions
· Governance changes
· Strategic planning sessions
[bookmark: _i5pmr3ghh588]4. Leadership Communication Drafting
Prompt: “Draft a leadership communication announcing this organizational change. The tone should be transparent, calm, strategic, and employee-centered.”
Use Cases:
· Organizational announcements
· Change management
· New initiative launches
· Leadership updates
· Workforce communications
[bookmark: _f5ase2m8qb1a]5. Executive Meeting Preparation
Prompt: “Create a concise executive meeting preparation brief from the notes below. Include:
· Talking points
· Risks
· Open questions
· Recommendations
· Decisions required.”
Use Cases:
· Board meetings
· Executive staff meetings
· Stakeholder sessions
· Client briefings
· Strategy workshops

[bookmark: _tbklmjbddzt]Directors
[bookmark: _aysh9rrljqno]1. Department Operational Reviews
Prompt: “Act as an operations strategist and summarize departmental performance based on the information below. Highlight trends, risks, resource concerns, and improvement opportunities.”
Use Cases:
· Department reviews
· Quarterly planning
· Budget alignment
· Team performance tracking
· Resource planning
[bookmark: _qfvho0la68sy]2. Cross-Functional Alignment Planning
Prompt: “Help me identify communication gaps, dependencies, and alignment risks between these teams and initiatives.”
Use Cases:
· Multi-team initiatives
· PMO coordination
· Strategic planning
· Operational alignment
· Transformation work
[bookmark: _tfpqykoem0nf]3. Initiative Prioritization
Prompt: “Review the following initiatives and recommend prioritization based on business impact, urgency, risk, and organizational capacity.”
Use Cases:
· Strategic roadmaps
· Resource allocation
· Operational planning
· Program management
· Leadership planning
[bookmark: _6vydxrep5f9z]4. Team Capacity Analysis
Prompt: “Analyze this workload and identify signs of resource strain, competing priorities, or unrealistic timelines.”
Use Cases:
· Capacity planning
· Burnout prevention
· Resource balancing
· Hiring justification
· Workload reviews
[bookmark: _x6su3el4dg7l]5. Director-Level Communication Support
Prompt: “Draft a concise and professional update for department leadership summarizing progress, blockers, and next steps.”
Use Cases:
· Leadership reporting
· Cross-functional updates
· Program communication
· Operational reporting
· Stakeholder management

[bookmark: _xz4uih9cwiri]People Managers
[bookmark: _qsvi2bz46lrl]1. Employee Feedback Preparation
Prompt: “Help me organize constructive employee feedback that is clear, supportive, professional, and growth-oriented.”
Use Cases:
· Performance conversations
· Coaching discussions
· Career development
· Employee recognition
· Team communication
[bookmark: _8c7xjy8hzgi5]2. Team Meeting Agenda Creation
Prompt: “Create a productive team meeting agenda focused on priorities, blockers, accountability, and team alignment.”
Use Cases:
· Weekly team meetings
· Department check-ins
· Project syncs
· Team planning
· Leadership touchpoints
[bookmark: _u85r59my77]3. Difficult Conversation Planning
Prompt: “Help me prepare for a difficult workplace conversation. Include talking points, emotional considerations, and strategies for maintaining professionalism.”
Use Cases:
· Conflict resolution
· Performance issues
· Change management
· Employee concerns
· Accountability discussions
[bookmark: _78c4c8kxr0al]4. Employee Development Planning
Prompt: “Help me create a professional growth plan for this employee based on their strengths, interests, and current responsibilities.”
Use Cases:
· Career development
· Succession planning
· Coaching support
· Leadership growth
· Employee engagement
[bookmark: _zeaz3tj9ii71]5. Team Communication Simplification
Prompt: “Rewrite this update so it is easier for employees to understand while remaining professional and clear.”
Use Cases:
· Team updates
· Process changes
· Policy communication
· Operational changes
· Project communication

[bookmark: _s7ctk782wdne]Individual Contributors
[bookmark: _cr3tszpftqm0]1. Email Drafting Support
Prompt: “Rewrite this email to sound concise, professional, collaborative, and confident.”
Use Cases:
· Internal communication
· Stakeholder outreach
· Client follow-up
· Executive requests
· Team collaboration
[bookmark: _straoo1sib6q]2. Task Prioritization
Prompt: “Help me prioritize the following tasks based on urgency, impact, dependencies, and workload.”
Use Cases:
· Daily planning
· Project management
· Time management
· Workload organization
· Productivity improvement
[bookmark: _o1jebwgy59gm]3. Meeting Summary Creation
Prompt: “Summarize these meeting notes into:
· Key decisions
· Action items
· Owners
· Deadlines
· Risks.”
Use Cases:
· Team meetings
· Client meetings
· Operational reviews
· Project discussions
· Cross-functional work
[bookmark: _wnwl129ve18l]4. Presentation & Document Structuring
Prompt: “Help me organize this information into a clear presentation or document structure with logical flow and concise messaging.”
Use Cases:
· Slide creation
· Documentation
· Executive presentations
· Training materials
· Strategic updates
[bookmark: _7vz5apb7yszu]5. Workflow Improvement Brainstorming
Prompt: “Review this workflow and identify opportunities to reduce manual work, simplify communication, and improve efficiency.”
Use Cases:
· Process improvement
· Operational efficiency
· Administrative work
· Collaboration workflows
· Productivity optimization
[bookmark: _rip6bp5y6x3h]Human Resources
[bookmark: _mpqocxxaage7]1. Job Description Creation
Prompt: “Create a modern and engaging job description based on these responsibilities and desired skills.”
Use Cases:
· Recruiting
· Workforce planning
· Talent acquisition
· Hiring support
· Role creation
[bookmark: _wretiz1ln4w5]2. Policy Simplification
Prompt: “Rewrite this policy in plain language while maintaining professionalism and compliance.”
Use Cases:
· Employee handbooks
· HR communication
· Benefits communication
· Policy rollouts
· Compliance updates
[bookmark: _irgekrd8x8xk]3. Interview Question Development
Prompt: “Create behavioral interview questions focused on adaptability, communication, leadership, and problem-solving.”
Use Cases:
· Hiring interviews
· Leadership hiring
· Skills evaluation
· Culture assessment
· Candidate screening
[bookmark: _bag3spuiewy7]4. Employee Onboarding Support
Prompt: “Create a structured onboarding checklist and communication plan for a new employee.”
Use Cases:
· New hire onboarding
· Orientation planning
· Cross-functional onboarding
· Remote onboarding
· Manager enablement
[bookmark: _wcdvn5degpe]5. Employee Engagement Analysis
Prompt: “Review this employee feedback and identify recurring themes, risks, and improvement opportunities.”
Use Cases:
· Engagement surveys
· Retention planning
· Organizational culture reviews
· Employee listening programs
· Leadership reporting
[bookmark: _1loq76ondble]
[bookmark: _gxcg55380ik5]Operations
[bookmark: _vl5lqo7h4c2s]1. SOP Development
Prompt: “Convert these notes into a professional SOP including:
· Purpose
· Roles
· Workflow steps
· Risks
· Escalation process.”
Use Cases:
· Operational documentation
· Process standardization
· Training resources
· Governance initiatives
· Workflow design
[bookmark: _pq1w18l60lp8]2. Workflow Optimization
Prompt: “Review this workflow and identify inefficiencies, duplicate work, communication gaps, and automation opportunities.”
Use Cases:
· Operational reviews
· Process redesign
· Efficiency initiatives
· Automation planning
· PMO work
[bookmark: _29xd4yxb4h7c]3. Project Status Reporting
Prompt: “Create a concise project update highlighting progress, blockers, risks, dependencies, and next steps.”
Use Cases:
· Portfolio reporting
· Leadership updates
· PMO reporting
· Project management
· Stakeholder communication
[bookmark: _g527hvmuu8ge]4. Operational Planning
Prompt: “Help me organize this operational initiative into phases, milestones, owners, and dependencies.”
Use Cases:
· Transformation initiatives
· System implementations
· Change management
· Strategic projects
· Operational planning
[bookmark: _golxtx63j4vo]5. Meeting Action Tracking
Prompt: “Extract action items, owners, deadlines, and risks from these meeting notes.”
Use Cases:
· Operational meetings
· Project meetings
· Cross-functional syncs
· Governance reviews
· Leadership coordination
[bookmark: _n6b1vxexkpdp]Marketing & Communications
[bookmark: _dc9p3hrl4t3a]1. Campaign Brainstorming
Prompt: “Generate creative campaign ideas aligned to this audience, message, and organizational goal.”
Use Cases:
· Marketing campaigns
· Awareness initiatives
· Event promotion
· Brand positioning
· Social media planning
[bookmark: _nalj91agb7pc]2. Social Media Drafting
Prompt: “Draft engaging social media content based on this topic while maintaining a professional and approachable tone.”
Use Cases:
· LinkedIn posts
· Event promotion
· Thought leadership
· Organizational announcements
· Community engagement
[bookmark: _6763yop81cva]3. Newsletter Content Creation
Prompt: “Help me organize and draft a concise internal newsletter with clear sections and engaging summaries.”
Use Cases:
· Internal communications
· Leadership updates
· Employee engagement
· Organizational announcements
· Team communication
[bookmark: _qibf9yxow31g]4. Audience Messaging Refinement
Prompt: “Rewrite this message for a nonprofit executive audience while keeping the tone strategic and accessible.”
Use Cases:
· Executive communication
· Stakeholder engagement
· Public messaging
· Conference materials
· Organizational positioning
[bookmark: _fg71n4u358je]5. Presentation Storytelling
Prompt: “Help structure this presentation into a compelling story with clear flow, transitions, and audience engagement opportunities.”
Use Cases:
· Conference speaking
· Executive presentations
· Team training
· Board presentations
· Workshops

[bookmark: _1coal6imfsxi]Information Technology
[bookmark: _fx16bmoe7vy6]1. Technical Documentation Creation
Prompt: “Create clear technical documentation from the notes below for non-technical employees.”
Use Cases:
· IT support guides
· Internal documentation
· User training
· Process documentation
· System rollouts
[bookmark: _iyo1fr36xkd4]2. Troubleshooting Summaries
Prompt: “Summarize this technical issue, probable root causes, risks, and recommended next steps.”
Use Cases:
· Incident reviews
· Support escalation
· Operational reporting
· Technical communication
· Service management
[bookmark: _5su6vrbexghb]3. Knowledge Article Drafting
Prompt: “Create a searchable knowledge base article explaining this process or issue clearly and concisely.”
Use Cases:
· Help desk support
· Self-service resources
· Internal enablement
· Technical onboarding
· User education
[bookmark: _w7fr4n95ury2]4. Change Communication Support
Prompt: “Draft a clear employee communication explaining this system change, expected impact, timeline, and support resources.”
Use Cases:
· Technology rollouts
· Platform updates
· Security changes
· Migration communication
· IT governance
[bookmark: _sy39xahix4e]5. AI Governance Support
Prompt: “Help identify risks, governance considerations, and employee guidance needs related to this AI implementation.”
Use Cases:
· AI governance
· Security reviews
· Compliance planning
· Tool evaluation
· Risk assessments

[bookmark: _u0anezw8dfwi]Why Organizations Need a Prompt Intake Process
One of the biggest missed opportunities in organizations is that employees create valuable prompts individually — but those workflows never become shared organizational knowledge.
Without a structured intake process:
· Great prompts get lost
· Teams duplicate effort
· Employees reinvent workflows
· Governance becomes inconsistent
· AI maturity grows slowly
Organizations that scale AI effectively treat prompts like operational assets.
