HOW TO USE CHATGPT FOR WORK: TEN PROMPTS
Two prompts for each of five office tasks. Replace the parts in square brackets with your own details; they work with other AI assistants too.
BEFORE YOU START
Before any prompt: no personal data about customers or colleagues and no confidential documents in a plan that uses content for training. Ask it not to make things up: “if a detail isn’t in the text, say it’s missing”. Every answer is checked before you use it.
1. SUMMARISING A LONG DOCUMENT
The summary for deciding
Summarise the document below in no more than 8 lines for someone who has to decide [what]. Put the conclusion first, then the three points behind it, then what is still open. Cite the page or paragraph for each point. Document: [paste].
Deadlines and obligations
From the text below, pull every date, deadline and obligation into a table, with who has to do what and the part of the text it comes from. If a date is uncertain, say so. Text: [paste].
2. PREPARING A MEETING AND WRITING THE MINUTES
The agenda
Draw up the agenda for a [length] meeting on [topic] with [who is attending]. No more than five items, each with the decision to be taken and the time allowed.
Minutes from notes
From these notes, write the minutes: decisions taken, who does what and by when, points still open. Don’t add anything that isn’t in the notes. Notes: [paste].
3. WORKING WITH EXCEL
The right formula
I have an Excel table: [describe the columns, for example A date, B customer, C amount]. I need a formula that [what it should calculate]. Write the formula with commas as separators, explain each part and tell me how to check it on one row.
Checking the data
Here are the first rows of a table: [paste, with no personal data]. List the likely errors (dates written in different ways, empty cells, duplicates, amounts with the wrong decimal separator) and for each one tell me how to find it with a filter or a formula.
4. WRITING AND ANSWERING EMAILS
The reply
Reply to this email in no more than 120 words, answering the questions in the order they were asked. Don’t promise dates or prices: where they’re needed, write [TO COMPLETE]. Email: [paste, without signature or contact details].
The difficult email
I need to tell [whom] that [the news]. Write a clear, polite email of no more than 100 words that explains the reason and offers [the alternative].
5. PREPARING A PRESENTATION
The outline
Draft the outline of a [length] presentation for [audience] on [topic]. No more than eight slides, each with a title written as a sentence stating the conclusion and the three points behind it.
The text for one slide
Rewrite this text as a slide: a title stating the conclusion and no more than three short lines. Text: [paste].
Prompts written by Itria. The five tasks explained, and what not to paste:
itria.io/en/come-usare-chatgpt-per-lavoro
Prompts built by Itria. Always check an AI assistant’s answers before using them, and keep confidential data out of plans that use it for training.
If you do the same job every day on data from your business software, an AI system can prepare it and leave it for a person to approve. A couple of lines on WhatsApp to +39 350 574 3578 or an email to info@itria.io. How it works: itria.io/en/servizi




