The Al Phrasebook

300 ready-to-copy prompts for ChatGPT, Claude and

Gemini

Here is my message: [message]. Adapt it for [list
of platforms]. For each platform, take into
account the usual length, the tone, where links go
and the dominant visual format. Present each
version separately, with a one-line note on what
was adapted and why.




How to use a prompt

1 Select the text in the box and copy it.
2 Paste it into ChatGPT, Claude, Gemini or another assistant.

3 Replace each highlighted [variable] with your own
information, then send.

Before

Write a thank-you message to [first name] for [what they
did], in a [warm or simple] tone, in 80 words or fewer.

After
Write a thank-you message to Sara for her help with the

move, in a warm tone, in 80 words or fewer.

The file reads on a phone, tablet or computer. To print it, choose "fit to page"
on A4 or Letter paper.

Independent product, not affiliated with OpenAl, Anthropic or Google.
Names belong to their owners.
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Most sedarched situcations

Analyze client feedback 091
Bring a community to life 191
Build your business model 081
Cancel a subscription 241
Choose keywords and hashtags 161
Compare options to make a decision 041
Correct spelling and grammar 251
Describe your ideal client 051
Fill your posting calendar for the month 151
Find a bug in your code 131
Get feedback on your solution method 111
Know what to look for before a big purchase 231
Learn foreign vocabulary 121
Outline a presentation 021
Plan the week's meals 201
Prepare a livestream 171
Prepare for a job interview 011
Read a scientific article 141
Reply to a customer complaint 071
Share the household chores 211
Show, don't tell 291
Think through your pricing 061
Understand a difficult concept 101
Understand a medical term 221
Write a clear professional email 001
Write a job description 031
Write a poem 271
Write a short bio 281
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Work

Emails, meetings, minutes, organization, interviews: work is made

of situations that come back every week. These prompts help you

write faster, prepare for the moments that matter and keep a clear

head. Always reread the result before sending it: you know your
context better than the AI does, and you're the one who signs.
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007
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011
012
013
014
015
016
017

Work

Write a clear professional email

Reply to a tricky email

Summarize a long email thread

Prepare a meeting agenda

Turn notes into meeting minutes

Turn notes into an action list

Prioritize your to-do list

Plan your week

Prepare for your annual review

Prepare to ask for a raise

Prepare for a job interview

Tailor your CV to a job ad

Write a cover letter

Write your professional profile summary
Give constructive feedback to a colleague
Respond to criticism

Turn down a request politely




001 Write a clear professional email
You need to write an important email and don't know how to phrase it.

You are a professional writing assistant. Write an email to
[recipient and their role] whose goal is [what you want to
achieve]. Context: [situation in a few sentences].
Constraints: 150 words maximum, a precise subject ling, a
first sentence that states the topic, a clear request with a
date if needed, a [friendly, neutral or formal] tone. Then
suggest a shorter version.

Going further : Also paste in an old email you wrote so the Al can imitate
your style.

002 Reply to a tricky email
You received an irritated or loaded email and want to reply without making
things worse.

You are a professional communication advisor. Here is an
email I received: [email received]. My position is as
follows: [what you want to say or defend]. Write a calm,
factual reply that acknowledges the other person's point of
view, restates the facts, offers a solution or a next step,
and avoids any wording that could read as sarcastic or
defensive. 180 words maximum. Then point out the
sentences in my position that might be badly received.
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201 Plan the week's meals
You're tired of wondering every evening what you're going to eat.

You are a practical cook who helps families. Plan lunch and
dinner for 7 days, for [number] people. Constraints:
[allergies, diet, foods refused], budget [budget],
maximum prep time [minutes] on weekdays. Ingredients
easy to find in [country or region]. Reuse some ingredients
from one meal to the next to limit waste, and include a
leftovers meal. Present the menu as a table.

Going further : Then ask for the matching shopping list, sorted by aisle.

202 Make a shopping list

You have your menus and want a shopping list that forgets nothing.

Here are my menus for the week for [number] people:
[menus]. What I already have at home: [supplies]. Make
the shopping list with quantities, sorted by aisle (fruit and
vegetables, chilled, pantry, frozen, toiletries). Group
identical ingredients and flag the ones that could be
replaced by a cheaper alternative.
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Happy converscations

You now have 300 phrases to start a conversation, but real skill
comes with practice. Over time, you'll notice that the best prompts all
follow the same recipe: a role, some context, a precise task, a
response format and a few limits. Then you'll be able to write your
own, for your own situations.

Keep three habits. Reread: you're the one signing what you send.
Check: an AI helps you think and write, but it doesn't replace a doctor,
a lawyer or a teacher. Learn: when the assistant explains something,
ask it questions rather than copying its answer.

To find a prompt again, search for its number (for example 047) with
your PDF reader's search function. Happy conversations.

Electronarium — electronarium.com
To download this file again or contact us: electronarium.com.
© 2026 Electronarium. Personal use only; copying and resale prohibited.

Independent product, not affiliated with OpenAl, Anthropic or Google.
Names belong to their owners.
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