Most business owners don’t need more tools, they need simpler ways to handle
everyday communication, content, and admin work.

This free guide gives you 5 practical Al prompts you can use immediately to respond
faster, reduced repetitive writing, organize your thoughts, and save time on daily tasks.

No tech skills needed. Just copy, paste, and use.

1. Instant Email Response Assistant : “Write a clear, professional, and friendly
response to a customer message about [insert topic]. Keep the tone simple, helpful, and
not overly formal. Include next steps if needed.”

2. Turn Messy Thoughts into a Clear Message: “Take the following rough notes and
turn them into a clear, professional message or email: [paste notes]. Make it easy to
understand and well-structured.”

3. Quick FAQ Generator: “Create 5—7 frequently asked questions and simple answers
for a business that offers [service/product]. Keep answers short and customer-friendly.”

4. Follow-Up Message Generator : “Write a friendly follow-up message for a potential
customer who hasn’t responded after showing interest in [service/product]. Keep it
polite, non-pushy, and conversational.”

5. Daily Business Task Simplifier: “Help me break down my daily business tasks into
a simple, efficient workflow. My business involves: [brief description]. Suggest ways Al
can reduce time spent on repetitive tasks.”




