for Schedulers

ChatGPT Enterprise




Introduction

Use ChatGPT Enterprise to turn supplied information
into useful first drafts. These 30 chat prompts support
official congressional office work. Replace bracketed
placeholders and paste the relevant source text before
you begin.

Goals

This guide is meant to help:
—> Create practical drafts for your daily work.
- Make handoffs and review requirements clear.

- Keep claims traceable to supplied sources.

OpenAl

For Scheduler / Director of Scheduling: focus on
member calendar requests, itinerary accuracy,
preparation deadlines, and coordination. Adapt
assignments to your office; House and Senate titles
and responsibilities vary.

Guidelines &
guardrails

Use ChatGPT in the ChatGPT Enterprise environment
responsibly within your organization's approved
guidelines. Before using it for work, keep in mind:

- Use only information permitted in your approved
workspace; use fictional or de-identified
examples for practice.

- Verify facts, dates, citations, and chamber-
specific procedures with current sources.

- Keep official work separate from campaign
activity. Staff review all outputs before use or
release.



Effective prompting

You can use simple English language instructions (or
“prompts” & “queries”) in ChatGPT, and the model
responds based on those prompts. Better prompts -
that are more thoughtful, clear, and articulate - will
yield more useful responses. Keep in mind that every
good prompt has:

+ Task - What are you asking ChatGPT to do?

+ Context - What additional information or
documents should it be aware of?

Expectations: - How do you expect the final output
to be formatted?

Sample prompts

Choose a prompt, replace its brackets, and paste the
named notes or source excerpts. State the chamber,
audience, deadline, and desired format. Review the
draft, then ask for a focused revision. Prompts do not
retrieve live information or take external actions.

OpenAl

Take a simple example:
Original prompt: "Help me prepare for work."
Add in task: "Draft a member itinerary brief."

Add in context: "Draft a member itinerary brief. For
our [House/Senate] office, use [Approved notes]
for [Audience]."

Add in expectation: "Draft a member itinerary brief.
For our [House/Senate] office, use [Approved
notes] for [Audience]. Keep it to one page, with
next steps and facts to verify."

Role grounding, reviewed September 21, 2026.
Original workflow prompts; office procedures
govern actual work.

Senate position descriptions: role responsibilities

CRS staff guide (2012): role and title background.
House Resume Bank: House role names.
House Green & Gold: casework and field duties.

OpenAl: using ChatGPT and reviewing results.


https://employment.senate.gov/position-descriptions/
https://employment.senate.gov/position-descriptions/
https://www.congress.gov/crs_external_products/RL/PDF/RL34545/RL34545.7.pdf
https://www.house.gov/employment/positions-with-members-and-committees/house-resume-bank
https://greenandgoldprogram.house.gov/contact/
https://learn.chatgpt.com/docs/use-chatgpt

Request Intake

Meeting request
summary

Clarification email

Invitation
comparison

OpenAl

Best used with: Chat.

Convert [Meeting request] into a scheduling intake card. Include purpose, requested
attendees, preferred dates, duration, location, and missing details. Use [Office intake
fields] and do not imply acceptance. Use only the supplied information. Flag missing
facts and assumptions; identify what a staff reviewer must verify.

Best used with: Chat.

Draft a 150-word email requesting missing logistics for [Event invitation]. Ask only
about gaps in [Existing request], including format and timing. Avoid disclosing the
member's nonpublic availability. Use only the supplied information. Flag missing
facts and assumptions; identify what a staff reviewer must verify.

Best used with: Chat.

Compare [Official event invitations] against [Member-supplied scheduling criteria].
Show purpose, timing conflicts, preparation needs, and unresolved logistics. Leave
accept/decline decisions to authorized staff. Use only the supplied information. Flag
missing facts and assumptions; identify what a staff reviewer must verify.



Request Intake

Duplicate request
check

Intake tracker
design

OpenAl

Best used with: Chat.

Review [De-identified request summaries] for possible duplicate meeting invitations.
Explain the evidence and uncertainty for each match. Do not merge records or
assume identical names refer to the same person. Use only the supplied information.
Flag missing facts and assumptions; identify what a staff reviewer must verify.

Best used with: Chat.

Design a scheduling request tracker with status labels based on [Office process].
Include requested time, owner, confirmation evidence, and next action. Keep
requests, holds, and confirmed meetings distinct. Use only the supplied information.
Flag missing facts and assumptions; identify what a staff reviewer must verify.



Calendar Coordination

Conflict review Best used with: Chat.

Review [Proposed day schedule] for overlapping commitments, missing buffers, and
inconsistent time zones. Use [Staff-provided travel durations]. Return conflicts and
questions; do not invent travel times or move events. Use only the supplied
information. Flag missing facts and assumptions; identify what a staff reviewer must
verify.

DC-field Best used with: Chat.

coordination
Draft a coordination note between DC and district/state schedulers using
[Upcoming travel window] and [Known commitments]. Identify unresolved
transitions and who must confirm each detail. Do not expose the full itinerary
unnecessarily. Use only the supplied information. Flag missing facts and
assumptions; identify what a staff reviewer must verify.

Hold reconciliation Best used with: Chat.

Compare [Calendar holds] with [Confirmation notes]. Classify each as supported
confirmation, pending, or conflicting. Show evidence and proposed staff follow-up
without deleting or changing calendar entries. Use only the supplied information.
Flag missing facts and assumptions; identify what a staff reviewer must verify.

OpenAl



Calendar Coordination

Preparation
deadline plan

Calendar change
digest

OpenAl

Best used with: Chat.

Work backward from [Confirmed member meetings] to propose briefing deadlines
using [Office lead-time guidance]. Show draft, review, and delivery dates. Flag dates
that fall outside supplied staff availability. Use only the supplied information. Flag
missing facts and assumptions; identify what a staff reviewer must verify.

Best used with: Chat.

Summarize [Approved calendar changes] for affected staff in a concise internal
note. Include changed item, previous/new time, time zone, and preparation impact.
Mark attendee notification status as unknown unless documented. Use only the
supplied information. Flag missing facts and assumptions; identify what a staff
reviewer must verify.



Itinerary Preparation

Daily itinerary

Event advance
questions

Travel handoff
brief

OpenAl

Best used with: Chat.

Format [Confirmed schedule details] into a member itinerary with times, locations,
purpose, staff lead, and briefing reference. Preserve time zones and placeholders.
Separate tentative items and do not add unverified contact information. Use only
the supplied information. Flag missing facts and assumptions; identify what a staff
reviewer must verify.

Best used with: Chat.

Create an advance questionnaire for [Official event type] using [Known logistics].
Cover arrival, duration, speaking format, accessibility arrangements, and staff
coordination. Leave security instructions to the designated officials. Use only the
supplied information. Flag missing facts and assumptions; identify what a staff
reviewer must verify.

Best used with: Chat.

Draft a logistics handoff for [Official trip] from [Confirmed bookings and approved
itinerary]. Include transitions and outstanding confirmations without exposing
reservation codes. Do not book, cancel, or change travel. Use only the supplied
information. Flag missing facts and assumptions; identify what a staff reviewer must
verify.



Itinerary Preparation

Briefing packet
index

Itinerary
consistency check

OpenAl

Best used with: Chat.

Build an index for [Member day's meetings] with required briefing title, author, due
time, and version. Use [Office standard] and flag meetings with no briefing owner.
Use only the supplied information. Flag missing facts and assumptions; identify
what a staff reviewer must verify.

Best used with: Chat.

Compare [Itinerary], [Event confirmation], and [Staff briefing]. Identify mismatched
times, locations, names, and formats. Cite the conflicting text and ask which source
controls rather than choosing silently. Use only the supplied information. Flag
missing facts and assumptions; identify what a staff reviewer must verify.



Meeting Communications

Confirmation draft

Decline draft

Rescheduling
request

OpenAl

Best used with: Chat.

Draft a meeting confirmation from [Approved details]. State date, time zone,
location or supplied meeting link, duration, and attendee instructions. Include only
confirmed information; label the message ready for staff review. Use only the
supplied information. Flag missing facts and assumptions; identify what a staff
reviewer must verify.

Best used with: Chat.

Draft a courteous decline for [Invitation] using [Approved reason or no-reason
preference]. Keep it under 120 words and avoid implying political disagreement. Do
not offer alternatives unless authorized in the supplied guidance. Use only the
supplied information. Flag missing facts and assumptions; identify what a staff
reviewer must verify.

Best used with: Chat.

Write a concise rescheduling email for [Meeting] using [Approved alternative
windows]. Acknowledge inconvenience and request a preference. Do not reveal
other commitments or promise a slot is held unless confirmed. Use only the supplied
information. Flag missing facts and assumptions; identify what a staff reviewer must
verify.

10



Meeting Communications

Late-change
notice

Missing RSVP
follow-up

OpenAl

Best used with: Chat.

Draft a factual update about [Confirmed schedule change] for [Affected attendees].
Include the exact change and required next step. Avoid speculation about the reason
and do not imply the notice was sent. Use only the supplied information. Flag
missing facts and assumptions; identify what a staff reviewer must verify.

Best used with: Chat.

Draft a brief RSVP follow-up for [Official meeting] using [Original invitation] and
[Supplied response deadline]. Ask for confirmation without suggesting attendance is
mandatory unless explicitly supported. Use only the supplied information. Flag
missing facts and assumptions; identify what a staff reviewer must verify.

Ll



District Visit Planning

Visit planning grid

Event time budget

Remote meeting
checklist

OpenAl

Best used with: Chat.

Turn [Approved district/state visit objectives] into a planning grid. Include proposed
stops, member time required, host confirmation, and briefing needs. Use supplied
travel estimates and label all unconfirmed logistics. Use only the supplied
information. Flag missing facts and assumptions; identify what a staff reviewer must
verify.

Best used with: Chat.

Create a run-of-show draft for [Official event] within [Total duration]. Use [Required
segments] and supplied speaking times. Show transition buffers as proposals and
flag anything that cannot fit. Use only the supplied information. Flag missing facts
and assumptions; identify what a staff reviewer must verify.

Best used with: Chat.

Draft a logistical checklist for [Virtual official meeting] using [Approved platform
instructions]. Cover invitations, roles, accessibility requests, and briefing delivery. Do
not invent platform features or security settings. Use only the supplied information.
Flag missing facts and assumptions; identify what a staff reviewer must verify.

12



District Visit Planning

Surge-week
coverage

Planning
assumptions
review

OpenAl

Best used with: Chat.

Build a scheduler coverage checklist for [Busy week] using [Confirmed
responsibilities] and [Available coverage]. Clarify handoff points and unresolved
decisions. Do not assume staff availability or change assignments. Use only the
supplied information. Flag missing facts and assumptions; identify what a staff
reviewer must verify.

Best used with: Chat.

Examine [Tentative work-period plan] for assumptions about member attendance,
travel, host readiness, and preparation. Produce a confirmation list by responsible
role and deadline to agree. Use only the supplied information. Flag missing facts and
assumptions; identify what a staff reviewer must verify.
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Handoffs and Records

End-of-day
handoff

Cancellation
checklist

Schedule source
audit

OpenAl

Best used with: Chat.

Summarize [Scheduling notes] for the next scheduler. Separate confirmed events,
tentative holds, pending replies, and urgent questions. Use [Office handoff format]
and omit unnecessary personal details. Use only the supplied information. Flag
missing facts and assumptions; identify what a staff reviewer must verify.

Best used with: Chat.

Draft a coordination checklist for [Authorized cancellation]. Identify affected
calendar entries, briefing owners, hosts, and draft notices from [Event record]. Do

not take action or claim anyone has been notified. Use only the supplied information.

Flag missing facts and assumptions; identify what a staff reviewer must verify.

Best used with: Chat.

Review [Calendar entry details] for missing confirmation sources, ambiguous time
zones, and inconsistent status labels. Return a correction list for staff review. Do not
treat an invitation as acceptance. Use only the supplied information. Flag missing
facts and assumptions; identify what a staff reviewer must verify.
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Handoffs and Records

Meeting outcome
handoff

Recurring
scheduling guide

OpenAl

Best used with: Chat.

Turn [Scheduler notes after meeting] into a short handoff to [Policy or field lead].
Capture attendance corrections, explicit follow-ups, and logistics lessons. Do not

infer substantive commitments from attendance. Use only the supplied information.

Flag missing facts and assumptions; identify what a staff reviewer must verify.

Best used with: Chat.

Convert [Office scheduling practices] into a one-page desk guide. Include intake,
holds, approval, confirmation, and change handling. Flag missing authority and
avoid inventing chamber-wide scheduling rules. Use only the supplied information.
Flag missing facts and assumptions; identify what a staff reviewer must verify.
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