
 

Practical Prompts for Everyday Use 

Introduction 
As AI becomes a more integral part of our daily lives, learning how to interact effectively with tools like 
ChatGPT is essential. This handout will guide you on how to craft prompts that yield useful and accurate 
responses, enhancing both personal and professional tasks. 

Tips for Writing Effective Prompts 
1. Be Clear and Specific: Detail is key to receiving precise answers. 
2. Set the Context: Background information helps ChatGPT understand the bigger picture. 
3. Define the Desired Output: Specify the type of response you want, like a summary, list, or 

explanation. 
4. Use Follow-Up Questions: These help you dig deeper into a topic or refine the AI’s responses. 

Sample Prompts for Everyday Use 

For Personal Use 
'Create a weekly meal plan for a family of four, focusing on vegetarian dishes.' 
'Suggest a list of top-rated mystery novels released in the past year.' 

For Work 
'Write an email to schedule a meeting with a client, proposing two time slots next week.' 
'Generate a monthly report outline focusing on sales performance and key metrics analysis.' 

For Learning and Education 
'Explain the concept of climate change and its impacts on global weather patterns.' 
'Provide a summary of World War II focusing on the causes, major events, and outcomes.' 

For Creative Projects 
'Draft a short story about a lost astronaut in space.' 
'Compose a poem about the sea and its calming effects.' 

Conclusion 
Experiment with different prompts and explore the various ways ChatGPT can assist you in your daily 
activities. Embrace the potential of AI to significantly enhance your productivity and creativity. 
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