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What this pack is

This pack is a practical starting point for managers who want to use ChatGPT without turning work into
theatre.

Use it to clarify thinking, prepare communication, structure meetings, review options and reduce repetitive
admin. It is not a replacement for judgement. It is a tool for making the first draft of your thinking clearer.

How to use prompts effectively

Good prompts give the tool enough context to be useful. Poor prompts ask for a polished answer without
explaining the situation.

Before using any prompt, add the details that matter: the business context, the audience, the constraints, the
time frame and the decision you need to make. Then review the output like a manager, not like a passenger.

What not to paste into Al tools

Do not paste customer personal information.

Do not paste private employee records.

Do not paste confidential contracts or supplier terms.

Do not paste passwords, API keys or financial account details.
Do not paste sensitive legal, medical or compliance information.

Do not paste anything you would not want stored, reviewed or accidentally exposed.

When in doubt, remove names, numbers and identifiers. Describe the pattern, not the private detail.
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How to review Al-generated output

Check facts before sending or acting.

Remove confident claims that are not supported.

Make the language sound like your business.

Check whether the advice fits your team, customer and context.
Ask what has been missed.

Ask for risks, trade-offs and assumptions.

Use the output as a draft, not a final decision.

Prompt formula

Context - What is happening and why it matters.

Role - Ask ChatGPT to respond as the right kind of assistant.
Task - State exactly what you want created or analysed.
Constraints - Add tone, length, audience, rules and limitations.

Output format - Ask for bullets, a table, a checklist, an email or a decision summary.

Daily planning

Prompt - Act as an operations assistant. Here is my task list for today. Group the tasks into urgent, important,
delegate, defer and delete. Then recommend the three highest-impact actions for today. Keep the answer
practical and explain why each priority matters.

Prompt - Act as a calm chief of staff for a small business owner. Review this list of work and identify which
actions are most likely to improve revenue, reduce risk, improve customer experience or unblock the team.
Give me a realistic daily plan with time blocks.

Prompt - | have too many tasks and limited time. Turn this list into a realistic daily plan. Assume | have
[number] hours of focused time, [number] meetings and [number] urgent interruptions. Show what to do first,
what to delegate and what can wait.

Prompt - Review my plan for today and look for overcommitment. Tell me which tasks are vague, which
require decisions, which need other people and which should be converted into calendar blocks.
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Weekly planning

Prompt - Act as an operations manager. Help me turn these weekly priorities into a simple operating plan.
Create sections for revenue, customers, team, operations, risks and follow-up actions.

Prompt - Review this weekly plan and identify the biggest risk of failure. Then suggest three changes that
would make the plan more realistic without lowering standards.

Prompt - Create a one-page weekly manager briefing from these notes. Include the most important priorities,
known risks, team messages, customer focus areas and decisions needed.

Communication

Prompt - Rewrite this message so it is clear, calm and direct. Keep the tone professional. Remove blame.
Make the expected action obvious.

Prompt - Draft a message to my team explaining a process change. Include why the change matters, what
will be different, what stays the same, what each person needs to do and where to ask questions.

Prompt - Turn these rough notes into a concise update for my manager. Include progress, blockers, decisions
needed and next steps.

Prompt - Rewrite this customer response so it is empathetic, accountable and clear. Do not overpromise.
Include a practical next step.

Problem-solving

Prompt - Help me diagnose this operational problem. Separate symptoms from root causes. List possible
causes, evidence needed, quick fixes, permanent fixes and owners.

Prompt - Use the five whys method on this issue. Stop when the cause becomes actionable. Then suggest
the smallest next step to test the explanation.

Prompt - Review this recurring problem and identify whether it is a people issue, process issue, training issue,
capacity issue, communication issue or measurement issue. Explain your reasoning.

Prompt - Create a decision tree for how a manager should handle this issue when it happens again.
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Analysis and reporting

Prompt - Analyse these numbers and identify the three most important changes. Explain what might be
driving each change and what | should investigate next.

Prompt - Turn this weekly data into a manager summary. Include what improved, what declined, what needs
attention and what decision should be made.

Prompt - Review this report and remove anything that is noise. Keep the metrics that reveal operational
health, customer experience, team performance and financial risk.

Prompt - Create a simple dashboard structure for this business area. Include no more than eight metrics and
explain why each one matters.

Meetings

Prompt - Create a meeting agenda from these notes. The meeting should take [number] minutes. Include the
objective, discussion topics, decisions needed and expected outcomes.

Prompt - Turn these meeting notes into a summary with decisions, actions, owners, deadlines and
unresolved questions.

Prompt - Review this agenda and identify which items should be updates, decisions or offline follow-ups.

Prompt - Create a follow-up email after this meeting. Keep it short. Include decisions made, actions, owners
and dates.

Team management

Prompt - Help me prepare for a performance conversation. The issue is [describe issue]. Create a calm
conversation structure that includes facts, impact, expectations, support and next steps.

Prompt - Turn these observations into balanced feedback. Include what the person is doing well, what needs
to change and what good performance looks like.

Prompt - Create a training plan for a team member learning [task]. Include what to explain, what to
demonstrate, what to let them practise and how to check understanding.

Prompt - Help me write clear expectations for this role or task. Make them observable, fair and easy to
review.
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Process improvement

Prompt - Turn this messy process into a simple step-by-step standard operating procedure. Include purpose,
owner, steps, checks, common mistakes and escalation points.

Prompt - Review this process and identify unnecessary steps, unclear ownership, repeated work, handover
risks and possible automation.

Prompt - Create a checklist for this repeatable task. Keep it short enough for daily use but complete enough
to protect quality.

Prompt - Explain this process to a new team member in plain English.

Decision support

Prompt - Help me make this decision more clearly. List options, pros, cons, risks, reversibility, cost, time
required and the decision | should make if my priority is [priority].

Prompt - Identify the assumptions in this decision. Tell me which assumptions are most risky and how | could
test them before committing.

Prompt - Create a pre-mortem for this plan. Imagine it failed in three months. List the most likely reasons and
how to prevent them.

Prompt - Summarise this decision in one paragraph | can share with the team.

Prompt review worksheet

Use this before relying on any output.

Did | give enough context?

Did | define the role?

Did | ask for a specific task?

Did I include constraints?

Did | request the format | need?
Did | check facts?

Did | remove sensitive information?

Did | edit the tone?
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Continue Exploring

Scaling Hospitality

Why Better Systems Build Better Businesses

Why Better Systems Build Better Businesses

Resources Library

rickyrecalcati.com
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