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® Claude Gmail connected o

Find the last 5 emails from [client name] and summarize what they asked for.

Then list the open requests as a table: request, date, status.

O | read 5 emails from Nile Foods e . Here are the open requests:

Request Date Status
Updated price list 22 Oct Open
Meeting next week 24 Oct Waiting for you
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@ Claude Microsoft 365 o

Search my Outlook and Teams for everything about [project name] this month.

Give me a one-page status: decisions, open questions, who owns what.

O Status for Project Delta e:

e Decided: launch moves to 12 Nov
e Open: budget for the ad test
e Owner: Sara (design), Omar (launch plan)
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® Claude Notion o

®

Read my Notion page "[meeting notes]" and turn it into a task list.

Create a new page called "Next steps" with owner and due date for each task.

O Created the page "Next steps" in your workspace e :

Task Owner Due

Send the revised offer Mina 30 Oct
Book the venue Sara 2 Nov
Draft the invite Omar 4 Nov
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@ Claude Canva o

Use my Canva brand template "[template name]" to make 3 Instagram posts

announcing [event] on [date]. Keep our fonts and colors.

O Made 3 posts from your template e :
e Post 1: the date and the venue
o Post 2: the speakers
e Post 3: how to register
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® Claude Zapier o

Add a row to my "Leads" Google Sheet for [client name], [phone], [source],

then create a follow-up task for tomorrow in my CRM.

O Done, 2 actions e :

e Leads sheet: added Nile Foods, 0100 000 0000, Instagram
e CRM: follow-up task for tomorrow, 10:00
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° Claude wants to use Gmail
ACTION TO
Send email o orders@nilefoods.example

Subject: Updated price list, as requested on 22 Oct
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