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Introduction
Artificial intelligence is becoming a daily productivity tool rather than a replacement for human
expertise. This guide focuses on practical workflows that save time while keeping the user in
control.

Understanding Modern AI
Learn what large language models can and cannot do. They excel at drafting, organizing,
summarizing and brainstorming, but every important output should be reviewed by a human.

Prompt Engineering Fundamentals
Use a repeatable framework: Context, Goal, Constraints, Desired Output and Format. The more
specific your request, the more consistent the results.

Productivity Systems
Build reusable prompt libraries, document templates, daily planning assistants and decision
checklists.

Writing & Communication
Generate emails, reports, proposals, documentation and customer responses while maintaining
your own review process.

Research & Learning
Use AI to compare concepts, summarize documents and generate study plans. Always verify
factual claims with reliable sources.

Business & Marketing
Create content calendars, product descriptions, SEO outlines, campaign ideas and customer
personas.

Meetings & Documentation
Transform meeting notes into action items, timelines and follow-up emails in minutes.

Automation Ideas
Combine AI with spreadsheets, CRM systems and automation platforms to eliminate repetitive
tasks.

AI Safety & Best Practices
Never upload confidential information to public AI systems without appropriate safeguards. Maintain
human oversight for important decisions.



100 Practical Prompt Ideas
Category Example Prompt

Writing Create a structured writing workflow for objective #1, including step-by-step recommendations, risks and a concise final deliverable.

Marketing Create a structured marketing workflow for objective #2, including step-by-step recommendations, risks and a concise final deliverable.

Sales Create a structured sales workflow for objective #3, including step-by-step recommendations, risks and a concise final deliverable.

Customer Support Create a structured customer support workflow for objective #4, including step-by-step recommendations, risks and a concise final deliverable.

Research Create a structured research workflow for objective #5, including step-by-step recommendations, risks and a concise final deliverable.

Planning Create a structured planning workflow for objective #6, including step-by-step recommendations, risks and a concise final deliverable.

Meetings Create a structured meetings workflow for objective #7, including step-by-step recommendations, risks and a concise final deliverable.

Coding Create a structured coding workflow for objective #8, including step-by-step recommendations, risks and a concise final deliverable.

Education Create a structured education workflow for objective #9, including step-by-step recommendations, risks and a concise final deliverable.

Productivity Create a structured productivity workflow for objective #10, including step-by-step recommendations, risks and a concise final deliverable.

Writing Create a structured writing workflow for objective #11, including step-by-step recommendations, risks and a concise final deliverable.

Marketing Create a structured marketing workflow for objective #12, including step-by-step recommendations, risks and a concise final deliverable.

Sales Create a structured sales workflow for objective #13, including step-by-step recommendations, risks and a concise final deliverable.

Customer Support Create a structured customer support workflow for objective #14, including step-by-step recommendations, risks and a concise final deliverable.

Research Create a structured research workflow for objective #15, including step-by-step recommendations, risks and a concise final deliverable.

Planning Create a structured planning workflow for objective #16, including step-by-step recommendations, risks and a concise final deliverable.

Meetings Create a structured meetings workflow for objective #17, including step-by-step recommendations, risks and a concise final deliverable.

Coding Create a structured coding workflow for objective #18, including step-by-step recommendations, risks and a concise final deliverable.

Education Create a structured education workflow for objective #19, including step-by-step recommendations, risks and a concise final deliverable.

Productivity Create a structured productivity workflow for objective #20, including step-by-step recommendations, risks and a concise final deliverable.

Writing Create a structured writing workflow for objective #21, including step-by-step recommendations, risks and a concise final deliverable.

Marketing Create a structured marketing workflow for objective #22, including step-by-step recommendations, risks and a concise final deliverable.

Sales Create a structured sales workflow for objective #23, including step-by-step recommendations, risks and a concise final deliverable.

Customer Support Create a structured customer support workflow for objective #24, including step-by-step recommendations, risks and a concise final deliverable.

Research Create a structured research workflow for objective #25, including step-by-step recommendations, risks and a concise final deliverable.

Planning Create a structured planning workflow for objective #26, including step-by-step recommendations, risks and a concise final deliverable.

Meetings Create a structured meetings workflow for objective #27, including step-by-step recommendations, risks and a concise final deliverable.

Coding Create a structured coding workflow for objective #28, including step-by-step recommendations, risks and a concise final deliverable.

Education Create a structured education workflow for objective #29, including step-by-step recommendations, risks and a concise final deliverable.

Productivity Create a structured productivity workflow for objective #30, including step-by-step recommendations, risks and a concise final deliverable.

Writing Create a structured writing workflow for objective #31, including step-by-step recommendations, risks and a concise final deliverable.

Marketing Create a structured marketing workflow for objective #32, including step-by-step recommendations, risks and a concise final deliverable.

Sales Create a structured sales workflow for objective #33, including step-by-step recommendations, risks and a concise final deliverable.

Customer Support Create a structured customer support workflow for objective #34, including step-by-step recommendations, risks and a concise final deliverable.

Research Create a structured research workflow for objective #35, including step-by-step recommendations, risks and a concise final deliverable.



Planning Create a structured planning workflow for objective #36, including step-by-step recommendations, risks and a concise final deliverable.

Meetings Create a structured meetings workflow for objective #37, including step-by-step recommendations, risks and a concise final deliverable.

Coding Create a structured coding workflow for objective #38, including step-by-step recommendations, risks and a concise final deliverable.

Education Create a structured education workflow for objective #39, including step-by-step recommendations, risks and a concise final deliverable.

Productivity Create a structured productivity workflow for objective #40, including step-by-step recommendations, risks and a concise final deliverable.

Writing Create a structured writing workflow for objective #41, including step-by-step recommendations, risks and a concise final deliverable.

Marketing Create a structured marketing workflow for objective #42, including step-by-step recommendations, risks and a concise final deliverable.

Sales Create a structured sales workflow for objective #43, including step-by-step recommendations, risks and a concise final deliverable.

Customer Support Create a structured customer support workflow for objective #44, including step-by-step recommendations, risks and a concise final deliverable.

Research Create a structured research workflow for objective #45, including step-by-step recommendations, risks and a concise final deliverable.

Planning Create a structured planning workflow for objective #46, including step-by-step recommendations, risks and a concise final deliverable.

Meetings Create a structured meetings workflow for objective #47, including step-by-step recommendations, risks and a concise final deliverable.

Coding Create a structured coding workflow for objective #48, including step-by-step recommendations, risks and a concise final deliverable.

Education Create a structured education workflow for objective #49, including step-by-step recommendations, risks and a concise final deliverable.

Productivity Create a structured productivity workflow for objective #50, including step-by-step recommendations, risks and a concise final deliverable.

Writing Create a structured writing workflow for objective #51, including step-by-step recommendations, risks and a concise final deliverable.

Marketing Create a structured marketing workflow for objective #52, including step-by-step recommendations, risks and a concise final deliverable.

Sales Create a structured sales workflow for objective #53, including step-by-step recommendations, risks and a concise final deliverable.

Customer Support Create a structured customer support workflow for objective #54, including step-by-step recommendations, risks and a concise final deliverable.

Research Create a structured research workflow for objective #55, including step-by-step recommendations, risks and a concise final deliverable.

Planning Create a structured planning workflow for objective #56, including step-by-step recommendations, risks and a concise final deliverable.

Meetings Create a structured meetings workflow for objective #57, including step-by-step recommendations, risks and a concise final deliverable.

Coding Create a structured coding workflow for objective #58, including step-by-step recommendations, risks and a concise final deliverable.

Education Create a structured education workflow for objective #59, including step-by-step recommendations, risks and a concise final deliverable.

Productivity Create a structured productivity workflow for objective #60, including step-by-step recommendations, risks and a concise final deliverable.

Writing Create a structured writing workflow for objective #61, including step-by-step recommendations, risks and a concise final deliverable.

Marketing Create a structured marketing workflow for objective #62, including step-by-step recommendations, risks and a concise final deliverable.

Sales Create a structured sales workflow for objective #63, including step-by-step recommendations, risks and a concise final deliverable.

Customer Support Create a structured customer support workflow for objective #64, including step-by-step recommendations, risks and a concise final deliverable.

Research Create a structured research workflow for objective #65, including step-by-step recommendations, risks and a concise final deliverable.

Planning Create a structured planning workflow for objective #66, including step-by-step recommendations, risks and a concise final deliverable.

Meetings Create a structured meetings workflow for objective #67, including step-by-step recommendations, risks and a concise final deliverable.

Coding Create a structured coding workflow for objective #68, including step-by-step recommendations, risks and a concise final deliverable.

Education Create a structured education workflow for objective #69, including step-by-step recommendations, risks and a concise final deliverable.

Productivity Create a structured productivity workflow for objective #70, including step-by-step recommendations, risks and a concise final deliverable.

Writing Create a structured writing workflow for objective #71, including step-by-step recommendations, risks and a concise final deliverable.

Marketing Create a structured marketing workflow for objective #72, including step-by-step recommendations, risks and a concise final deliverable.

Sales Create a structured sales workflow for objective #73, including step-by-step recommendations, risks and a concise final deliverable.



Customer Support Create a structured customer support workflow for objective #74, including step-by-step recommendations, risks and a concise final deliverable.

Research Create a structured research workflow for objective #75, including step-by-step recommendations, risks and a concise final deliverable.

Planning Create a structured planning workflow for objective #76, including step-by-step recommendations, risks and a concise final deliverable.

Meetings Create a structured meetings workflow for objective #77, including step-by-step recommendations, risks and a concise final deliverable.

Coding Create a structured coding workflow for objective #78, including step-by-step recommendations, risks and a concise final deliverable.

Education Create a structured education workflow for objective #79, including step-by-step recommendations, risks and a concise final deliverable.

Productivity Create a structured productivity workflow for objective #80, including step-by-step recommendations, risks and a concise final deliverable.

Writing Create a structured writing workflow for objective #81, including step-by-step recommendations, risks and a concise final deliverable.

Marketing Create a structured marketing workflow for objective #82, including step-by-step recommendations, risks and a concise final deliverable.

Sales Create a structured sales workflow for objective #83, including step-by-step recommendations, risks and a concise final deliverable.

Customer Support Create a structured customer support workflow for objective #84, including step-by-step recommendations, risks and a concise final deliverable.

Research Create a structured research workflow for objective #85, including step-by-step recommendations, risks and a concise final deliverable.

Planning Create a structured planning workflow for objective #86, including step-by-step recommendations, risks and a concise final deliverable.

Meetings Create a structured meetings workflow for objective #87, including step-by-step recommendations, risks and a concise final deliverable.

Coding Create a structured coding workflow for objective #88, including step-by-step recommendations, risks and a concise final deliverable.

Education Create a structured education workflow for objective #89, including step-by-step recommendations, risks and a concise final deliverable.

Productivity Create a structured productivity workflow for objective #90, including step-by-step recommendations, risks and a concise final deliverable.

Writing Create a structured writing workflow for objective #91, including step-by-step recommendations, risks and a concise final deliverable.

Marketing Create a structured marketing workflow for objective #92, including step-by-step recommendations, risks and a concise final deliverable.

Sales Create a structured sales workflow for objective #93, including step-by-step recommendations, risks and a concise final deliverable.

Customer Support Create a structured customer support workflow for objective #94, including step-by-step recommendations, risks and a concise final deliverable.

Research Create a structured research workflow for objective #95, including step-by-step recommendations, risks and a concise final deliverable.

Planning Create a structured planning workflow for objective #96, including step-by-step recommendations, risks and a concise final deliverable.

Meetings Create a structured meetings workflow for objective #97, including step-by-step recommendations, risks and a concise final deliverable.

Coding Create a structured coding workflow for objective #98, including step-by-step recommendations, risks and a concise final deliverable.

Education Create a structured education workflow for objective #99, including step-by-step recommendations, risks and a concise final deliverable.

Productivity Create a structured productivity workflow for objective #100, including step-by-step recommendations, risks and a concise final deliverable.



30-Day AI Adoption Plan

Week 1
Set measurable goals, identify repetitive tasks, test prompt templates, document successful
workflows and review results at the end of the week.

Week 2
Set measurable goals, identify repetitive tasks, test prompt templates, document successful
workflows and review results at the end of the week.

Week 3
Set measurable goals, identify repetitive tasks, test prompt templates, document successful
workflows and review results at the end of the week.

Week 4
Set measurable goals, identify repetitive tasks, test prompt templates, document successful
workflows and review results at the end of the week.

Final Checklist
• Define a clear objective before prompting.

• Provide context and constraints.

• Request structured outputs.

• Verify important facts.

• Protect confidential information.

• Store successful prompts in a reusable library.

• Continuously improve your workflows.

© PromptForge AI — Educational material for productivity and workflow optimization.


