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Use prompts in AI tool (e.g., ChatGPT) to draft project materials.

	



	Number
	Prompt purpose
	Prompt
	Output / benefit

	1
	Portfolio / Project Prioritization
	“Given these 5 portfolios/projects [insert list], use the following rubric to prioritize them: business value, cost, scope, risk, and alignment to strategy. Provide an executive-level rationale for each ranking and explain why certain portfolios/projects should be accelerated, delayed, or deprioritized.”
	Produces a prioritized portfolio view with executive rationale, enabling stronger strategic alignment and decision-making.

	2
	Status Reporting
	“Draft an executive status report for the following portfolio/project information: [insert notes, milestones, risks, budget metrics, schedule updates, accomplishments, and concerns]. Summarize overall health and identify key decisions needed from leadership.”
	Output includes executive summary, key risks/issues, project health, and recommended leadership actions.

	3
	Resource management & capacity planning
	“Recommend optimal resource allocations for the next 6 weeks across all projects based on team skills, capacity constraints, project priorities, deadlines, and dependencies. Identify overallocation risks and propose alternative staffing approaches.”
	Highlights resource conflicts, workload imbalances, capacity gaps, and alternative allocation scenarios to improve delivery outcomes.

	4
	Risk Management
		



	“Using the following project scope and 
implementation details [insert scope], identify 
potential project risks, operational concerns, 
vendor dependencies, budget risks, schedule 
risks, and ‘what could go wrong’ scenarios. 
Recommend mitigation and contingency plans.”



	Expands risk visibility by generating broader risk lists, mitigation ideas, and proactive planning scenarios.

	5
	Communications Planning
	“Given the following project scope and stakeholder groups, create a 6-month communications plan that includes 3 major milestone communications, target audiences, communication channels, timing, escalation paths, and sample messaging themes.”
	Produces a structured communications strategy that improves stakeholder engagement, transparency, and organizational alignment.

	6
	Project Charter
	“As a project manager, write a project charter for a company initiative to standardize the organization on Microsoft Project. Include: problem statement, business case, goals, scope, assumptions, risks, timeline, budget, stakeholders, and team members. Include the following phases: 1) define pilot group of 100 employees, 2) purchase software and train users, 3) evaluate pilot program, and 4) rollout to entire company of 10,000 employees. Develop a timeline from June 1 through December 1 with a total project budget of $500,000.”
	Produces a leadership-ready project charter that supports stakeholder alignment, project approval, and strategic planning discussions.
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	Number
	Prompt purpose
	Prompt
	Output / benefit

	7
	Consolidated schedule
		



	“Develop a consolidated project schedule with 
the following requirements: start date June 1, 
end date December 1, include 15 detailed tasks 
across 4 phases. Phase 1: pilot with 200 
employees; Phase 2: evaluate roll-up 
capabilities and reporting; Phase 3: 
enterprise-wide rollout; Phase 4: follow-up 
support activities. Include milestones, 
dependencies, durations, start/end dates, 
checkpoints, and pragmatic placeholder activities.”



	Produces a clear, integrated roadmap that improves alignment on timing, milestones, sequencing, and execution planning.

	8
	Weekly Prioritization & Executive Focus
	“Prioritize my work for the week including project deadlines, client meetings, executive presentations, operational tasks, unresolved issues, learning opportunities, invoicing, and strategic planning activities. Recommend which tasks should be delegated, delayed, escalated, or prioritized first.”
	Helps leaders focus on high-value work, improve time management, reduce overload, and increase productivity.

	9
	User Stories
	“Generate user stories using a standard agile format. Include epics, 15 detailed user stories, tasks 1–15, staffing recommendations across projects, estimated percentages of allocated time, dependencies, sequencing, and prioritization recommendations.”
	Produces structured requirements, clearer ownership, improved execution tracking, and better alignment across teams and stakeholders.

	10
	Dependency Mapping Across Projects
	“Analyze dependencies across the following projects by reviewing infrastructure, vendors, applications, timelines, shared resources, and operational overlaps. Identify bottlenecks, sequencing risks, competing priorities, and opportunities to improve coordination.”
	Creates visibility into cross-project impacts, operational conflicts, and shared dependencies to improve enterprise planning and risk management.
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