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Introduction

ChatGPT Enterprise can help government
administrative professionals turn authorized source
material into clearer drafts, organized work products,
and review-ready administrative packages. This guide
covers one-time work, persistent Projects, reusable
Custom GPTs and Skills, stateful Workspace Agents, a
distributable Plugin concept, Image Generation, and
carefully governed Sites workflows.

Goals

This guide is meant to help:

- Prepare meetings, briefings, correspondence,
trackers, and office deliverables faster.

- Build repeatable workflows while preserving
human review and delegated authority.

- Improve accessibility, plain language, source
traceability, and records handling.

- Use persistent context and monitored workflows
only when the work genuinely requires them.

OpenAl

Administrative professionals coordinate calendars,
meetings, correspondence, reports, records, budgets,
purchasing, personnel paperwork, public inquiries, and
action follow-through across government offices. In
ChatGPT Enterprise, the strongest workflows preserve
source provenance, surface missing information,
respect established authority, and leave final review
and external action with responsible staff.

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 for ChatGPT
Enterprise and follow local data-handling rules.

- Treat every output as a draft; verify facts,
calculations, names, dates, policy alignment, and
required routing.

- Keep suggested Skills, Workspace Agents, and
Plugins in draft configuration until workspace
owners review them.

- Treat Sites as public beta: keep review versions
private and confirm workspace controls before
any deployment or sharing.

- Use agency records, accessibility, privacy,
procurement, and communications procedures as
the controlling sources.



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

These prompts work best when you name the exact
artifact, audience, source material, deadline,
constraints, and definition of done. Ask ChatGPT to
flag unsupported claims and missing inputs, preserve
the language of controlling sources, and identify what
a responsible employee must verify before the work is
used or shared.
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Take a simple example:

Original prompt: "Prepare for the leadership
meeting."

Add in task: "Prepare a decision-ready agenda and
action tracker for the weekly leadership meeting.”

Add in context: "Prepare a decision-ready agenda
and action tracker for the weekly leadership
meeting using the prior minutes and current status
updates.”

Add in expectation: "Prepare a decision-ready
agenda and action tracker for the weekly
leadership meeting using the prior minutes and
current status updates. Return a one-page agenda,
a table of open actions with owners and dates, and
a short list of facts that require confirmation.”

The following prompt pack focuses on developing
familiarity with prompting within the following topic
areas:

+ Provide examples of expected outputs

+ Ask for multiple options

+ Set constraints on tone, length, and formatting

- Specify audience details (e.g., which agency & team)



Leadership Support & Decision Readiness

Weekly Leadership
Brief

Turn Updates Into
Brief

OpenAl

Best used with: Projects.

Project Instructions: Maintain a continuing leadership-support workspace for
[Office]. Use the maintained sources before task-time updates, preserve source
dates, separate confirmed facts from open questions, and never create
commitments or policy positions. Default to a one-page brief with status, risks,
decisions requested, and next actions. Flag stale inputs and identify the responsible
reviewer.

Recommended Sources: (1) [Leadership Priorities]; (2) [Organization Chart]; (3)
[Briefing Template]; (4) [Decision Log].

Prompt: Prepare this week's leadership brief using the Project's maintained sources
and the current program updates. Reconcile duplicate or conflicting updates and
identify items whose source date is unclear.

Return a one-page brief organized as accomplishments, emerging issues, decisions
requested, commitments due, and questions for staff. Use plain language, name the

source behind each material claim, and do not invent owners or deadlines.

Before finalizing, list facts, dates, and commitments that the administrative lead
must confirm.

Attached Files: (1) [Current Program Updates].

Best used with: Chat.

Convert the attached status updates into a concise executive brief for [Office Head].
Separate confirmed progress, emerging risks, decisions requested, dependencies,
and next actions. Preserve names, dates, amounts, and stated ownership exactly as

supplied; mark conflicts or missing information.

Return a 250-word brief plus a five-row action table with action, owner, date, status,
and source. End with a verification list and make no new commitments.

Recommended attachments: (1) [Status Updates].



Leadership Support & Decision Readiness

Executive Talking
Points

OpenAl

Best used with: Custom GPTs.

Instructions: Act as a government executive talking-points assistant. Ask for the
event, audience, objective, time limit, and approved source material when missing.
Use only supported positions, preserve official terminology, and flag any statement
without an authoritative source. Draft concise spoken language, avoid promises, and
finish with facts and sensitivities the speaker's staff must confirm.

Knowledge: (1) [Executive Voice Guide]; (2) [Approved Messages]; (3) [Agency
Acronym List]; (4) [Public Affairs Rules].

Prompt: Draft talking points for [Executive] at [Event] using the attached event brief
and the GPT's Knowledge. Provide a 30-second opening, five core points, three
anticipated questions with source-grounded responses, and a 20-second close.
Mark any statement that needs staff confirmation.

Attached Files: (1) [Event Brief].



Leadership Support & Decision Readiness

Commitment
Register Monitor

OpenAl

Best used with: Workspace Agents + Apps + Scheduled Tasks.
Agent Name: Commitment Register Monitor
Status: Suggested Workspace Agent to create

Purpose: Maintain a current, evidence-linked register of leadership commitments,
deadlines, owners, dependencies, and unresolved follow-up items.

Trigger / Schedule: Run each business morning and after an authorized decision-log
or meeting-record update.

Required Inputs: [Decision Log]; [Commitment Register]; [Authorized Calendarl];
[Escalation Rules]

Workflow: Read new and changed source items since the prior completed run.;
Match each commitment to its owner, due date, source, evidence, and current
status.; Identify approaching, overdue, blocked, duplicated, or source-conflicted
items.; Draft a review queue and proposed follow-up language without sending
anything.; Record reviewer changes and retain an auditable history of status
updates.

Deliverables: Daily commitment review queue; Approaching and overdue items
table; Draft follow-up messages; Source-conflict log

Completion Criteria: Every changed item has a source and timestamp.; No owner or
due date was inferred without being marked for review.; Outbound actions remain
drafts awaiting authorization.

Tools and Apps: Approved calendar App; Approved document repository App

Suggested Skills to Add: Suggested: decisions-and-actions-log Skill

Knowledge Files: [Commitment Register Template]; [Escalation Rules]



Leadership Support & Decision Readiness

Commitment
Register Monitor
(con't)

OpenAl

Best used with: Workspace Agents + Apps + Scheduled Tasks.

Source Priority: Use signed or formally issued decision records first, then the
maintained commitment register, then authorized calendar entries; flag unresolved
conflicts.

State to Maintain: Commitment ID, source link, owner, due date, status,
dependency, evidence, last review date, and human disposition.

Approval Boundaries: A responsible employee must authorize every outbound
message, calendar change, new assignment, date change, item closure, and
escalation.

Starter Prompts: Review today's leadership commitments and prepare the draft
follow-up queue.; Show commitments changed since the last completed review and
cite each source.



Leadership Support & Decision Readiness

Decision Package
Builder

OpenAl

Best used with: Chat.

Assemble a review-ready decision package for [Decision Maker] from the attached
issue memorandum, evidence packet, and option notes.

State the question, summarize verified facts, present the supplied options and
tradeoffs neutrally, identify dependencies, and surface material gaps. Do not add a
preferred option unless the source material explicitly provides one.

Return a two-page package with an executive summary, options table, open
questions, and a source checklist. The responsible official retains decision authority.

Recommended attachments: (1) [Issue Memorandum]; (2) [Evidence Packet]; (3)
[Option Notes].



Meetings, Calendars & Follow-Through

Resolve Calendar
Conflicts

OpenAl

Best used with: Chat + Apps.
Apps: Approved calendar App

Review the authorized calendars and attached scheduling constraints to resolve
[Meeting] for [Participants].

Account for time zones, travel buffers, required participants, room or virtual-
platform needs, accessibility needs, and stated working hours. Treat private calendar
details as confidential and use the minimum information needed.

Return three ranked time options with conflicts and tradeoffs, plus a short
confirmation checklist. Propose times only; do not create holds, edit calendars, or

send invitations.

Recommended attachments: (1) [Scheduling Constraints].



Meetings, Calendars & Follow-Through

Meeting Readiness
Monitor

OpenAl

Best used with: Workspace Agents + Apps + Scheduled Tasks.
Agent Name: Meeting Readiness Monitor
Status: Suggested Workspace Agent to create

Purpose: Maintain a review queue for upcoming meetings so agendas, pre-reads,
logistics, participant needs, and decision items are ready on time.

Trigger / Schedule: Run each morning for meetings occurring within the next
[Review window] and rerun after authorized calendar changes.

Required Inputs: [Meeting Calendar]; [Readiness Checklist]; [Participant
Requirements]; [Room and Platform Requirements]

Workflow: Identify meetings inside the configured review window.; Check agenda,

objectives, participant list, pre-reads, room or platform, and accommodation path.;

Compare document versions and flag stale, missing, or unapproved materials.; Draft

a readiness summary and proposed outreach for human review.; Record the review

outcome and the source timestamp for each item.

Deliverables: Upcoming-meeting readiness table; Missing-materials queue; Draft
outreach messages; Source and version notes

Completion Criteria: Each reviewed meeting has a documented readiness status.;
Every gap links to its controlling checklist item or source.; All proposed external
actions remain drafts.

Tools and Apps: Approved calendar App; Approved file repository App

Suggested Skills to Add: Suggested: decisions-and-actions-log Skill

Knowledge Files: [Meeting Readiness Checklist]; [Accessible Meeting Guide]
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Meetings, Calendars & Follow-Through

Meeting Readiness
Monitor (con't)

OpenAl

Best used with: Workspace Agents + Apps + Scheduled Tasks.

Source Priority: Use authorized calendar entries first, then the current meeting
folder, then the maintained readiness checklist; flag contradictions rather than
resolving them silently.

State to Maintain: Meeting ID, date, owner, readiness items, source timestamps,
open gaps, draft outreach, reviewer disposition, and completion status.

Approval Boundaries: A responsible employee must authorize every calendar edit,
invitation, cancellation, room request, participant message, and release of meeting
materials.

Starter Prompts: Review meetings in the next five business days and prepare the
readiness queue.; Show meetings with missing pre-reads or unresolved participant
requirements.

Ll



Meetings, Calendars & Follow-Through

Leadership
Meeting Package

OpenAl

Best used with: Projects.

Project Instructions: Maintain the complete working context for [Leadership
Meeting Series]. Use the current charter, agenda format, prior minutes, accessibility
checklist, and distribution rules as persistent sources. Distinguish background,
discussion, decisions, and actions; preserve document versions; and treat names,
dates, ownership, and approvals as facts requiring source support. Default outputs
are a draft agenda, chair brief, pre-read index, decision-and-action capture template,
distribution checklist, and source citations.

Recommended Sources: (1) [Committee Charter]; (2) [Agenda Template]; (3) [Prior
Approved Minutes]; (4) [Accessibility Checklist]; (5) [Distribution Rules].

Prompt: Build the next leadership meeting package using the Project's maintained
sources and the current agenda items and briefing papers.

Return the draft agenda, a one-page chair brief, a pre-read index, a decision-and-
action capture template, and a distribution checklist. Keep each item concise and

cite its source.

Flag missing owners, unresolved document versions, accessibility gaps, and facts
requiring confirmation before distribution.

Attached Files: (1) [Current Agenda Items]; (2) [Current Briefing Papers].
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Meetings, Calendars & Follow-Through

Decisions &
Actions Log

OpenAl

Best used with: Skills.
Skill Name: decisions-and-actions-log
Status: Suggested Skill to create

Description: Extracts evidence-backed decisions and action items from meeting
records into a consistent review-ready register.

Triggers: A user asks to extract decisions or action items from meeting notes.; A
user asks to update a decision or action register from a transcript.

Required Inputs: [Meeting Notes or Transcript]; [Decision Log Template]; [Meeting
Records Rules]

Skill Questions if Inputs Are Missing: Which meeting record is authoritative if the
inputs conflict?; Should timestamps be preserved when they are available?; Who will
confirm unclear owners and dates?

Workflow: Read the supplied record and identify explicit decision and action
language.; Separate confirmed items from discussion, proposals, and unresolved
questions.; Capture source location, owner, due date, status, and timestamp only
when stated.; Compare extracted items with the supplied register and identify
duplicates or conflicts.; Return a review queue for the designated meeting owner.

Source Rules: Treat the designated meeting record as controlling; cite page, section,
or timestamp and never resolve conflicting sources without human direction.

Output Format: Return a decisions table, an actions table, an unresolved-items list,
and a source-conflict note.

Stop Conditions: The authoritative meeting record is unclear.; Sources conflict on a

material decision, owner, or due date.; The input contains information the user is not
authorized to process.

13



Meetings, Calendars & Follow-Through

Decisions & Best used with: Skills.

Actions Log (con't)
Verification: Confirm every logged item has direct source support and list all
inferred or missing fields for human confirmation.

Resources: [Decision Log Template]; [Meeting Records Rules]

Example Request: Extract the confirmed decisions and action items from [Meeting
Notes] and prepare the review queue.

OpenAl
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Meetings, Calendars & Follow-Through

Meeting
Operations Plugin

OpenAl

Best used with: Plugins + Apps.
Plugin Name: government-meeting-operations
Status: Suggested Plugin to create

Purpose: Distribute a governed meeting workflow that combines reusable meeting
procedures with approved calendar and document access.

Intended Users: Administrative professionals who prepare recurring leadership,
committee, and public-meeting packages across a government workspace.

Bundled Components: Meeting-package preparation Skill; Decisions-and-actions
extraction Skill; Approved calendar connector; Approved document-repository
connector; Accessibility and records reference resources

Permissions: Request read access to authorized calendars and meeting folders only.
Keep calendar changes, messages, invitations, and file updates behind explicit
human authorization.

Installation Assumptions: Workspace owners review the package, connectors,
requested scopes, data paths, and sharing policy before installation. The
configuration is a proposal, not an installed capability.

Validation Scenarios: A routine meeting with complete materials produces a cited
package and no outbound action; A meeting with missing accommodation details
stops at a review queue; Conflicting calendar and agenda dates are surfaced
without silent resolution; A sensitive file outside the user's access is neither retrieved
nor summarized

15



Meetings, Calendars & Follow-Through

Meeting Best used with: Plugins + Apps.
Operations Plugin
(con't) Why a Plugin: The workflow needs an installable, shareable package that combines

multiple reusable procedures, connected calendar context, connected files, and
common reference resources under one governed distribution unit.

Prompt: Create the proposed meeting-operations Plugin as a reviewable package.

Document every component, permission, data path, human authorization gate, test
case, and installation assumption before any workspace distribution.

OpenAl
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Correspondence & Public Information

Executive
Correspondence
Draft

Correspondence
Quality Reviewer

OpenAl

Best used with: Chat.

Draft a response for [Executive] to the attached incoming correspondence using
only the attached approved facts.

Preserve the sender's core question, use plain language, acknowledge concerns
without creating commitments, and mark any issue that requires referral to another
office. Do not invent policy, dates, services, or outcomes.

Return a 250-word letter, a three-bullet routing note, and a verification checklist
covering names, facts, tone, signature authority, and records handling.

Recommended attachments: (1) [Incoming Correspondence]; (2) [Approved Facts].

Best used with: Custom GPTs.

Instructions: Act as a government correspondence quality reviewer. Ask for the
audience, sender, purpose, response deadline, and controlling sources when missing.
Treat supplied controlling sources as authoritative, cite the Knowledge item
supporting each material correction, and flag conflicts or missing authority. Review
for factual support, plain language, respectful tone, accessibility, correct routing, and
signature authority. Preserve substantive meaning, surface unresolved facts, and
never mark a draft as final or ready to send. Default outputs are a prioritized issue
list, revised draft, source notes, and verification checklist.

Knowledge: (1) [Correspondence Style Manual]; (2) [Signature and Routing
Authority]; (3) [Plain Language Guide]; (4) [Accessibility Checklist].

Prompt: Review [Draft Correspondence] for [Audience]. Return a prioritized issue
list, a revised draft, and a final verification checklist. Quote the controlling
Knowledge item for each material correction and label unresolved facts for staff

review.

Attached Files: (1) [Draft Correspondence].
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Correspondence & Public Information

Public FAQ Site
Project

OpenAl

Best used with: Projects.

Project Instructions: Maintain a source-controlled public-information workspace for
[Program]. Use current fact sheets, authorized policy summaries, audience research,
and web-accessibility standards. Treat the Site as a public-beta output: keep every
generated version owner-only during review, cite controlling sources, protect
sensitive information, and require communications, accessibility, privacy, and
records review before any deployment or sharing. Questions about an individual's
access 1o a benefit, service, permit, or status stay with responsible officials; do not
interpret controlling authorities for a specific case. Default outputs are audience-
grouped FAQs, source citations, referral paths, accessible page copy, a source
matrix, unresolved questions, and a review checklist.

Recommended Sources: (1) [Program Fact Sheets]; (2) [Authorized Policy
Summaries]; (3) [Web and Accessibility Standards]; (4) [Audience Research]; (5)

[Site Content Governance Rules].

Prompt: Using the Project's maintained sources and current program update, draft a
refreshed public FAQ and ask @Sites to build an owner-only review version.

18



Correspondence & Public Information

Public FAQ Site
Project (con't)

OpenAl

Best used with: Projects.

Organize content by audience questions, cite the controlling source for each answer,
provide a clear referral path for case-specific questions, and include accessible
headings, link text, and alternative text. Do not expose confidential or sensitive
information. Questions about a person's access to a benefit, service, permit, or
status stay with responsible officials; do not interpret controlling authorities for a
specific case.

Save a review version without deploying it. Return the private preview location,
content-source matrix, unresolved questions, and review checklist; wait for explicit

deployment authorization.

Attached Files: (1) [Current Program Update].
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Correspondence & Public Information

Plain-Language Best used with: Chat.

Rewrite
Rewrite the attached government document for [Audience] in plain language while
preserving its substantive meaning.

Use shorter sections, active voice, familiar terms, descriptive headings, and direct
instructions. Preserve all stated conditions, exceptions, dates, amounts, and defined
terms; flag any wording that requires a subject-matter reviewer.

Return the revised text, a table of material changes with reasons, and a list of
statements that need confirmation. Do not add new requirements or promises.

Recommended attachments: (1) [Source Document].

Accessible Notice Best used with: Chat + Image Generation.

Graphic
Create a simple notice graphic for [Audience] using the approved notice copy and
brand assets.

Prioritize readable hierarchy, high contrast, restrained decoration, and accurate
reproduction of dates, locations, contact information, and required wording. Do not
fabricate seals, endorsements, people, events, or official marks.

Return one landscape and one square concept, the exact text used, suggested
alternative text, and a checklist for brand and accessibility review. The graphic must
supplement, not replace, accessible text.

Recommended attachments: (1) [Approved Notice Copy]; (2) [Approved Brand
Assets].

OpenAl
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Records & Request Coordination

Office Records
Inventory

OpenAl

Best used with: Chat + Data Analysis.

Analyze the attached file inventory against the applicable records schedule to
prepare a records-review worksheet.

Normalize file types, owners, date ranges, locations, and candidate schedule
references. Flag duplicates, missing metadata, unclear ownership, and items that

need designated records-staff review. Do not direct deletion, transfer, or disposition.

Return a cleaned inventory, summary counts, unresolved-mapping table, and
questions for the records owner. Explain every transformation and preserve the
original row identifier.

Recommended attachments: (1) [File Inventory]; (2) [Applicable Records Schedule].
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Records & Request Coordination

Records Request
Monitor

OpenAl

Best used with: Workspace Agents + Apps + Scheduled Tasks.
Agent Name: Records Request Monitor
Status: Suggested Workspace Agent to create

Purpose: Maintain a current administrative log of public-records requests, owners,
milestones, dependencies, correspondence, and missing evidence.

Trigger / Schedule: Run each business morning and whenever the authorized
request log or correspondence repository changes.

Required Inputs: [Request Log]; [Local Public Records Procedure]; [Deadline Rules];
[Owner Directory]

Workflow: Read new and changed requests and correspondence since the prior
run.; Update administrative milestones, owners, due dates, dependencies, and
missing acknowledgments.; Identify approaching deadlines, blocked searches,
incomplete handoffs, and source conflicts.; Draft status follow-up and an escalation
queue without sending or releasing anything.; Record human dispositions and retain
the prior state for auditability.

Deliverables: Daily milestone review queue; Approaching-deadline table; Missing-
evidence log; Draft status follow-up

Completion Criteria: Each changed milestone links to a dated source.; No disclosure
or redaction judgment appears in the output.; Every outbound communication

remains a draft.

Tools and Apps: Approved request-tracking App; Approved document-repository
App

Suggested Skills to Add: Suggested: records-search-plan Skill

Knowledge Files: [Local Public Records Procedure]; [Deadline Rules]
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Records & Request Coordination

Records Request
Monitor (con't)

OpenAl

Best used with: Workspace Agents + Apps + Scheduled Tasks.

Source Priority: Use the official request log and formally issued procedure first, then
dated correspondence; preserve conflicts for designated-official review.

State to Maintain: Request ID, received date, assigned owner, milestones,
correspondence dates, source links, blockers, current status, and human disposition.

Approval Boundaries: Designated officials retain authority over scope, search
instructions, redactions, disclosures, releases, deadline changes, and all outbound
communications.

Starter Prompts: Review the request log and prepare today's administrative

milestone queue.; Show requests with approaching deadlines, missing
acknowledgments, or incomplete handoffs.
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Records & Request Coordination

Records Search
Plan

OpenAl

Best used with: Skills.
Skill Name: records-search-plan
Status: Suggested Skill to create

Description: Turns an authorized request scope into a documented, reviewable
search plan without making disclosure or release judgments.

Triggers: A user asks for a search plan from an authorized public-records request
scope.; A user asks to document repositories, custodians, terms, or date ranges for a
records search.

Required Inputs: [Authorized Request Scope]; [Local Public Records Procedure];
[Repository Map]; [Search Plan Template]

Skill Questions if Inputs Are Missing: Which scope wording has been authorized for
this search?; Which repositories and custodians are in bounds?; Who confirms
unresolved scope or access questions?

Workflow: Quote the authorized scope and identify its stated date and subject
boundaries.; Map likely custodians and repositories using the supplied repository
map.; Draft search terms, variants, date ranges, exclusions, and collection
metadata.; Define evidence capture and quality checks for each repository.; Return
gaps and questions for the designated records official.

Source Rules: Use only the authorized request scope and current local procedure.
Cite the source behind each custodian, repository, and deadline assumption.

Output Format: Return a scope statement, custodian-repository matrix, query table,
evidence checklist, gaps, and review questions.

24



Records & Request Coordination

Records Search
Plan (con't)

OpenAl

Best used with: Skills.
Stop Conditions: The authorized scope is missing or internally inconsistent.;
Repository access or ownership cannot be confirmed.; The user asks the Skill to

make disclosure, redaction, or release judgments.

Verification: Check that every repository and search boundary traces to an
authorized source and that unresolved assumptions are explicit.

Resources: [Local Public Records Procedure]; [Repository Map]; [Search Plan
Template]

Example Request: Build a search plan from [Authorized Request Scope] and list the
gaps the records official must resolve.

25



Records & Request Coordination

Records Handoff
Assembler

OpenAl

Best used with: Custom GPTs.

Instructions: Act as a records-handoff completeness reviewer. Ask for the request
identifier, designated owner, local procedure, collected-records index, and
correspondence log when missing. Follow the supplied local procedure first, cite the
Knowledge item supporting each requirement, and flag conflicting or absent
direction. Check provenance, naming, version, access controls, missing files, and
chain of custody. Protect personal information and never make disclosure, redaction,
or release judgments. Default outputs are a completeness table, provenance gaps,
version conflicts, missing correspondence, source notes, and a cover note for the
designated reviewer.

Knowledge: (1) [Handoff Checklist]; (2) [File Naming and Provenance Rules]; (3)
[Response Templates]; (4) [Local Records Procedure].

Prompt: Assemble the administrative handoff for [Request ID]. Return a
completeness table, provenance gaps, duplicate or version conflicts, missing
correspondence, and a cover note for the designated reviewer. Keep substantive

review and release calls out of scope.

Attached Files: (1) [Collected Records Index]; (2) [Correspondence Log].
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Records & Request Coordination

Meeting Records
File

OpenAl

Best used with: Projects.

Project Instructions: Maintain the official working context for [Meeting Series]
records. Use the current records schedule, file plan, naming convention, and charter.
Preserve versions, provenance, and decision documentation; separate working
drafts from designated records; and never direct deletion or disposition. Escalate
unclear mappings to the designated records owner. Default outputs are a filing
worksheet, provenance and version notes, missing-document list, source citations,
and questions for the records owner.

Recommended Sources: (1) [Records Schedule]; (2) [Office File Plan]; (3) [File
Naming Convention]; (4) [Meeting Charter].

Prompt: Prepare the meeting-records filing worksheet using the Project's
maintained sources and the attached meeting artifacts.

Map each artifact to its source, version, owner, candidate file location, and schedule
reference. ldentify missing decision documentation, naming conflicts, and duplicate
versions.

Return the filing worksheet and questions for the designated records owner. Do not
move, delete, transfer, or dispose of files.

Attached Files: (1) [Meeting Agendal]; (2) [Meeting Minutes]; (3) [Decision Log]; (4)
[Meeting Materials Index].
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Office Operations & Reporting

Administrative
Workplan

OpenAl

Best used with: Projects.

Project Instructions: Maintain an annual administrative workplan for [Office]. Use
the recurring-deliverables calendar, service standards, office priorities, and known
dependencies. Preserve stated owners and deadlines, separate authorized
commitments from proposed work, and keep changes traceable. Do not assess
individual employee performance or create assignments without human direction.
Default outputs are a 90-day calendar, deliverable-owner matrix, dependency map,
conflict list, confirmation queue, and change log.

Recommended Sources: (1) [Annual Administrative Calendar]; (2) [Service
Standards]; (3) [Recurring Deliverables Register]; (4) [Office Priorities].

Prompt: Refresh the administrative workplan using the Project's maintained sources
and current leadership priorities.

Return a 90-day calendar, deliverable-owner matrix, dependency map, and list of
schedule conflicts or missing decisions. Preserve existing commitments and label

proposed changes.

Before finalizing, identify dates, owners, and dependencies that require
confirmation. Do not create or communicate assignments.

Attached Files: (1) [Current Leadership Priorities].
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Office Operations & Reporting

Service Backlog
Analysis

OpenAl

Best used with: Chat + Data Analysis.

Analyze the attached work queue using the supplied metric definitions to describe
service demand and backlog health.

Validate row counts, timestamps, duplicate identifiers, missing fields, status values,
and calculation logic before analyzing. Aggregate results by service type and age

band; do not rank staff or infer individual performance.

Return a cleaned summary table, five key findings, a backlog-age chart, data-quality
issues, and the exact calculations used. Mark any unsupported trend as uncertain.

Recommended attachments: (1) [Work Queue Export]; (2) [Metric Definitions].
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Office Operations & Reporting

Recurring Deadline
Monitor

OpenAl

Best used with: Workspace Agents + Apps + Scheduled Tasks.
Agent Name: Recurring Deadline Monitor
Status: Suggested Workspace Agent to create

Purpose: Maintain the master calendar of recurring administrative deliverables,
required evidence, owners, dependencies, and submission status.

Trigger / Schedule: Run each business morning and after authorized updates to the
master calendar, submission rules, or owner directory.

Required Inputs: [Master Calendar]; [Submission Rules]; [Owner Directory];
[Evidence Repository]

Workflow: Read changed deadlines, requirements, owners, and evidence since the
prior run.; Match each recurring deliverable to its due date, owner, dependency, and
required evidence.; Identify approaching, overdue, blocked, incomplete, or
conflicting items.; Draft a reminder and escalation queue for human review.; Record
reviewer dispositions and retain prior deadline history.

Deliverables: Daily deadline review queue; Approaching and overdue table; Missing-
evidence list; Draft reminders

Completion Criteria: Each tracked deadline cites its controlling source.; Status
changes are supported by dated evidence.; All reminders and escalations remain
drafts.

Tools and Apps: Approved calendar App; Approved document-repository App

Suggested Skills to Add: Suggested: office-procedure-validator Skill

Knowledge Files: [Submission Rules]; [Administrative Calendar Standards]
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Office Operations & Reporting

Recurring Deadline
Monitor (con't)

OpenAl

Best used with: Workspace Agents + Apps + Scheduled Tasks.
Source Priority: Use formally issued submission rules first, then the authorized
master calendar and dated evidence; preserve unresolved conflicts for

administrative-owner review.

State to Maintain: Deliverable ID, requirement source, cadence, due date, owner,
dependencies, evidence, status, last review, and human disposition.

Approval Boundaries: A responsible employee must authorize every reminder,
escalation, new assignment, due-date change, submission, and item closure.

Starter Prompts: Review recurring deadlines for the next 30 days and prepare the

draft reminder queue.; Show deliverables with missing evidence, conflicting dates, or

unresolved dependencies.
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Office Operations & Reporting

Office Procedure
Validator

OpenAl

Best used with: Skills.
Skill Name: office-procedure-validator
Status: Suggested Skill to create

Description: Checks a draft office procedure against controlling directives, required
roles, records steps, accessibility needs, and the approved SOP format.

Triggers: A user asks to validate or revise a draft standard operating procedure.; A
user asks to convert an authorized process into an office checklist or job aid.

Required Inputs: [Draft SOP]; [Controlling Directives]; [SOP Template];
[Accessibility and Records Checklist]

Skill Questions if Inputs Are Missing: Which directive controls if the supplied
sources conflict?; Who owns the procedure and its final review?; Which office-
specific exceptions must be represented?

Workflow: Identify the procedure purpose, scope, owner, audience, inputs, and
outputs.; Trace each mandatory step and control to the supplied directive.; Check
sequence, roles, approvals, exception paths, records steps, and accessibility needs.;
Separate blocking gaps from optional improvements.; Return a revised draft and a
source-traceability matrix for owner review.

Source Rules: Treat formally issued directives as controlling, cite the source for each
mandatory step, and do not resolve conflicting authority without the procedure

owner's direction.

Output Format: Return a validation summary, blocking gaps, revised SOP, roles
table, traceability matrix, and final review checklist.
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Office Procedure
Validator (con't)

OpenAl

Best used with: Skills.

Stop Conditions: Controlling directives conflict or are out of date.; The procedure
owner or approval path is unknown.; A requested step exceeds the user's delegated
authority.

Verification: Confirm every mandatory step has a source, owner, input, output, and
verification point, and label all local assumptions.

Resources: [SOP Template]; [Accessibility and Records Checklist]

Example Request: Validate [Draft SOP] against [Controlling Directives] and return
the revised procedure plus its traceability matrix.
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Operations
Dashboard Refresh

OpenAl

Best used with: Projects + Data Analysis.

Project Instructions: Maintain a recurring operations-reporting workspace for
[Office]. Use the KPI dictionary, reporting cadence, data-quality rules, and
dashboard template as persistent sources. Reconcile timestamps and totals,
preserve metric definitions, protect personal information, avoid unsupported causal
claims, and surface any definition or source change before updating the dashboard.
Default outputs are validated tables and charts, a five-bullet management summary,
data-quality findings, source notes, and a change log.

Recommended Sources: (1) [KPI Dictionary]; (2) [Reporting Cadence]; (3) [Data
Quality Rules]; (4) [Dashboard Template].

Prompt: Refresh the operations dashboard using the Project's maintained sources
and current data export.

Validate schema, freshness, duplicates, missing values, totals, and metric definitions
before calculating results. Compare with the prior reporting period only when

definitions are stable.

Return updated tables and charts, a five-bullet management summary, data-quality
findings, and a change log. Avoid exposing small-group or person-level information.

Attached Files: (1) [Current Data Export].
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Public Meetings & Event Delivery

Accessible Public
Meeting

OpenAl

Best used with: Projects.

Project Instructions: Maintain the planning context for [Public Meeting or Event].
Use the event standards, applicable accessibility requirements, venue and platform
checklist, and public communications protocol. Build accessibility into the planning
sequence, use the minimum personal information needed, preserve authorized
messages, and keep all bookings and communications as drafts until a responsible
employee acts. Default outputs are a milestone plan, logistics and accessible-
materials checklists, accommodation-request path, communications drafts,
contingency plan, source notes, and review gates.

Recommended Sources: (1) [Event Standards]; (2) [Applicable Accessibility
Requirements]; (3) [Venue and Platform Checklist]; (4) [Public Communications
Protocol].

Prompt: Build the accessible-meeting plan using the Project's maintained sources,
event brief, and participant-needs summary.

Return a milestone plan, logistics checklist, accommodation-request path,
accessible-materials checklist, attendee communications drafts, contingency plan,
and review gates. Minimize personal information and separate confirmed needs

from assumptions.

Flag decisions, bookings, messages, and specialized reviews that require responsible
staff action. Do not reserve, publish, or send anything.

Attached Files: (1) [Event Brief]; (2) [Participant Needs Summary].
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Public Meetings & Event Delivery

Private Event Site

OpenAl

Best used with: Projects + Image Generation.

Project Instructions: Maintain governed content for [Event Site]. Use the brand
guide, web and accessibility standards, event content rules, and records and privacy
procedures. Sites is a public-beta output whose availability depends on plan, region,
and workspace settings. Keep versions owner-only during review; do not expose
secrets or sensitive data; and require site-owner, communications, accessibility,
privacy, and records review before deployment or sharing. Default outputs are
structured page copy, approved-image instructions, alternative text, a source matrix,
accessibility and privacy checklists, unresolved questions, and a private review
version.

Recommended Sources: (1) [Brand Guide]; (2) [Web and Accessibility Standards];
(3) [Event Content Governancel; (4) [Records and Privacy Procedures].

Prompt: Using the Project's maintained sources and attached event materials, ask
@Sites to build an owner-only event-site review version.

Include agenda, speaker information, venue and access details, accommodation-
request instructions, contact information, and a concise FAQ. Create only restrained
supporting visuals; reproduce no official mark unless supplied, and provide
alternative text for every image.

Save a version without deploying it. Return the private preview location, source

matrix, accessibility and privacy checklist, and unresolved questions; wait for explicit
deployment authorization.
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Private Event Site Best used with: Projects + Image Generation.

(con't)
Attached Files: (1) [Approved Agenda]; (2) [Speaker Biographies]; (3) [Venue and
Access Information]; (4) [Approved Event Copy].

OpenAl

37



Public Meetings & Event Delivery

Public Meeting
Materials

OpenAl

Best used with: Chat.

Prepare the participant-facing materials for [Public Meeting] from the attached
agenda, source packet, and logistics sheet.

Draft an accessible agenda, plain-language invitation, run of show, accommodation-
request language, and arrival or connection instructions. Preserve authorized

wording and verify names, dates, times, locations, links, and contacts.

Return the materials as separate labeled sections plus a verification checklist. Do
not publish, distribute, or send anything.

Recommended attachments: (1) [Approved Agenda]; (2) [Source Packet]; (3)
[Logistics Sheet].
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Event Runbook
Assistant

OpenAl

Best used with: Custom GPTs.

Instructions: Act as a reusable government event-runbook assistant. Ask for event
purpose, audience, format, date, owner, accessibility needs, approval path, and
authorized source material when missing. Follow the supplied runbook and
escalation directory, cite the Knowledge item supporting each required step, and
flag source conflicts or gaps. Minimize personal information, separate confirmed
logistics from assumptions, and leave staffing, booking, communications, and
external action to responsible employees. Default outputs are a milestone timeline,
roles table, run of show, communications checklist, accessibility checks,
contingencies, escalation triggers, and source notes.

Knowledge: (1) [Event Runbook Template]; (2) [Event SOP]; (3) [Accessibility
Checklist]; (4) [Escalation Directory]; (5) [Brand Guide].

Prompt: Create the draft runbook for [Event] using [Event Brief] and the GPT's
Knowledge. Return a milestone timeline, roles table, minute-by-minute run of show,
participant communications checklist, accessibility checks, contingencies, and

escalation triggers. Mark every owner, date, or dependency that needs confirmation.

Attached Files: (1) [Event Brief].
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Event Closeout
Package

OpenAl

Best used with: Chat + Data Analysis.

Prepare the closeout package for [Event] from the attached notes, attendance
summary, action log, and feedback export.

Reconcile attendance totals, summarize feedback themes at an aggregate level,
distinguish confirmed actions from discussion, minimize personal information, and
identify which materials may require records review.

Return a one-page closeout summary, verified action table, feedback-theme chart,
lessons-learned list, and handoff checklist. Flag owners, dates, totals, and retention
questions that need confirmation.

Recommended attachments: (1) [Meeting Notes]; (2) [Attendance Summary]; (3)
[Action Log]; (4) [Feedback Export].
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