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° @) ChatGPT

Here are my rough notes for an email to [who].
Goal: [what I want them to do].
Write it short and clear, in my tone: direct and polite.

Then 1list anything you assumed that I should check.

[paste your notes]

Subject: Delivery for order 2291 moved to Sunday o

e Hi Omar, the order will arrive Sunday, not Thursday. Can your team receive it at 10:00?

e | assumed e : the new time is 10:00, and Omar is the one who receives it. Please check
both.
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Summarize this meeting in 5 bullets.
Put the decisions first.

Then a table: task, owner, deadline.
If something is unclear in the notes, write [UNCLEAR], do not guess.

[paste notes or transcript]

O Decided o : launch moves to 12 Nov. The ad test gets a budget next week.

Task Owner Deadline
Final design Sara 4 Nov
Launch plan Omar 6 Nov
Ad test budget [UNCLEAR] e next week
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Here is a table from my work. Read it first.

Tell me the 3 most important things it shows, with the numbers.
Show every calculation step so I can check it.

Do not invent numbers that are not in the table.

[paste the table]

o North is 42% of sales (420 / 1,000) and fell 12% (477 to 420). @)

Region Sales (k) Last month (k) Change
North 420 477 -12% @
Cairo 310 290 +7%
Delta 270 265 +2%
\
il awlall &Il lgesly .ahallo 5 wis aigiao auall @) o eleliy ewid! o playlll @)

.awngill pléjig cu

FOLLOW @Linkedln) ( Instagram) ( TikTok) ( GitHub)

4/6



https://www.linkedin.com/in/minasaad1
https://www.instagram.com/minasaad.ai
https://www.tiktok.com/@minasaadwahba
https://github.com/MinaSaad1

07

ahanlg .prompt I aln :4 gguuill

ln (f an @i Al Adnlg .elagl dagiill alni o Jag prompt JI aln kil én Ja
.J=unll ¢git pguidin .My prompts anwl aalg

¢! @ ChatGPT

Your last answer missed [what was wrong].

Rewrite my original prompt so this does not happen again.
Keep it short. Show me the new prompt only.

Summarize this meeting in 5 bullets. Put the decisions first. Write every date as a day and month,
never "next week". o Then a table: task, owner, deadline.
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https://www.ccl. Center for Creative Leadership, The 70-20-10 Rule for Leadership Development (fetched 2026-10-27) .1
org/articles/leading-effectively-articles/70-20-10-rule/
Clardy, A. (2018). 70-20-10 and the Dominance of Informal Learning: A Fact in Search of Evidence. Human Resource .2

https://journals.sagepub.com/doi/abs/10.1177/1534484318759399 Development Review 17(2)

model (learning and development), with Lombardo and Eichinger, The Career Architect Development Planner 70/20/10 .3

https://en.wikipedia.org/wiki/70/20/10_model_(learning_and_development) (1996)
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