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INTRODUCTION

Generative Al is rapidly reshaping how project professionals analyze, communicate, and deliver results. It enables
consistent reporting, rapid document generation, and data-driven insights across all phases of the project lifecycle—
from initiation through closure and portfolio governance.

However, effective use of Al in project management requires more than speed; it demands structure, validation, and
accountability.

This reference manual provides a curated collection of practical, copy-ready prompts written specifically for PMP®,
PgMP®, PFMP®, and PMO leaders. Each prompt is designed to integrate directly into the PMI methodology and the
PMI Talent Triangle®, balancing technical mastery, strategic insight, and leadership communication.

The goal is not to replace professional judgment but to augment it—enabling project managers to work faster, think
more clearly, and maintain rigor while adapting to dynamic demands.

PROMPTING STRUCTURE

When creating or adapting prompts, structure determines the quality and reliability of results.
Each prompt in this manual follows a proven structure that ensures clear, traceable, and professional outputs.

1. Role Definition
Define who is making the request. Example:
“I am the Project Manager for [Project Name].”
This anchors the Al's perspective, tone, and expected context.

2. Audience or Destination
Clarify who the output is for. Example:
“The intended audience is the [Executive Sponsor / Steering Committee].”
This influences tone, level of detail, and formality.

3. Tasks and Inputs
Identify the tasks and provide all necessary data, references, or artifacts.
Specify exactly what sources to use:
“Using the risk register, lessons learned, and stakeholder inputs from [repository], generate...

”

4. Tone and Intent
Instruct the model on how to communicate.
“The tone should be concise, factual, and executive.”
Tone defines how information is conveyed and ensures professionalism.

5. Format and Structure
State the desired output format and level of organization.
“The format should be a structured summary with a table and a 200-word narrative.”

6. Context and Optional Off-the-Record Detail
Context describes what the Al needs to know about project circumstances, constraints, or sensitivities.
Off-the-record insights may be added if they influence tone or nuance, but they are optional and should
never contain confidential information.
Examples:
“Context: This project is under tight regulatory scrutiny.”
“Off the record: The sponsor is cautious about risk visibility.”
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Following this consistent framework ensures the model receives all relevant dimensions—professional role, audience
expectations, inputs, tone, structure, and situational nuance—so the output can be trusted, validated, and easily
refined.

Section 1 - INITIATING DOMAIN

Why: Identifies key stakeholders, their level of influence, and their engagement needs to inform the communication
plan and decision management strategy.

PMI Talent Triangle Alignment: Power Skills, Ways of Working
PMBOK® Domains: Stakeholder, Planning

Context Guidance:
Before running this prompt, assemble data from:

e The stakeholder register or initial contact list identifying roles and authority levels.

¢ Any meeting notes, interviews, or surveys capturing stakeholder interests or concerns.

e Existing organizational charts or reporting structures to map influence paths.
Provide a summary of the project’s phase, scope of stakeholder involvement, and any special political or
interpersonal considerations.
Optionally include off-the-record notes about potential conflicts, strong alliances, or communication
sensitivities that could affect tone.

TYPE OR COPY/PASTE THIS PROMPT:

I am the Project Manager for [Project Name].
The intended audience is the [Sponsor / PMO / Steering Committee].

The task is to perform stakeholder analysis and create a Stakeholder Influence Map using the
following information:

e Stakeholder register from [file or system location].
e Organizational chart and reporting relationships from [source].
o Qualitative insights from kickoff meetings or surveys stored in [location].

Generate an output that includes:
1. A table classifying stakeholders by Power (High, Medium, Low) and Interest (High,
Medium, Low).
2. Identification of key influencers, supporters, and potential sources of resistance.
3. Recommended engagement and communication strategies for each group.
4. A short narrative (%150 words) summarizing engagement priorities and relationship
dynamics.
The tone should be neutral, diplomatic, and objective.
The format should include a table followed by a concise summary paragraph.

The context is [describe the project environment and overall stakeholder landscape].

[If relevant, include off-the-record information about sensitive relationships, known rivalries, or differing leadership
expectations that may influence engagement strategy.]

BUSINESS CASE VALIDATION BRIEF
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Why: Validates that business justification, costs, and benefits remain accurate, achievable, and aligned to
organizational objectives prior to approval or funding.

PMI Talent Triangle Alignment: Business Acumen, Ways of Working
PMBOK® Domains: Governance, Planning

Context Guidance:
Before using this prompt, collect:

e The latest version of the business case document with all assumptions and forecasts.

e Afinancial model or ROI calculation worksheet.

e Risk assessments and dependency logs from earlier drafts.

e Any benefits realization plan or related proposal materials.
Include a description of where the project stands in the approval process and any executive sensitivities
around financial assumptions or delivery confidence.
Add off-the-record insights only if relevant—such as political pressure for early approval, cost skepticism, or
competing priorities.

TYPE OR COPY/PASTE THIS PROMPT:

I am the Project Manager validating the business case for [Project Name].
The intended audience is the [Sponsor / CFO / Portfolio Committee].
The task is to prepare a validation summary using:

e The business case file from [document name or folder].
e Financial forecast and cost-benefit model from [model name or system].
e Associated risk and dependency register from [source].

Generate an output that includes:

1. Strategic alignment and justification.

2. Benefit, cost, ROI, NPV, and Payback Period summary .
3. Key assumptions, dependencies, and external variables.
4. Top three risks with mitigation recommendations.

The tone should be concise, factual, and balanced.

The format should be a professional two-page summary with tables for data and bulleted
commentary.

The context is [summarize decision timeline, business expectations, and financial review
status].

[If relevant, include off-the-record information such as executive skepticism, budget politics, or pressure for
optimistic projections to shape tone and focus.]

INITIAL RISK AND ASSUMPTION REGISTER

Why: Establishes a baseline record of major risks and assumptions to guide detailed planning and mitigation
strategies.

PMI Talent Triangle Alignment: Ways of Working, Power Skills
PMBOK® Domains: Uncertainty, Planning

Context Guidance:
Before running this prompt, assemble:

e Notes from risk workshops or early brainstorming sessions.
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e Adraft assumptions list or documented constraints from early scoping.

¢ Historical lessons learned or known risk categories from similar projects.
Summarize the overall environment (e.g., regulatory, technical, or vendor-driven).
Optionally include off-the-record insights about organizational risk appetite, known sensitivities, or
tendencies to minimize reported risks.

TYPE OR COPY/PASTE THIS PROMPT:

I am the Project Manager for [Project Name].
The intended audience is the [PMO / Risk Committee / Sponsor].

The task is to create an Initial Risk and Assumption Register using:

e Early risk identification notes from [meeting or workshop name].
o Assumption documentation and constraints from [source].
e Historical data or lessons learned from [previous project or archive].

Include in the register:

1. Risk ID, Description, Probability, Impact, Mitigation, and Owner.

2. Key assumptions with validation methods and expected confirmation timing.

3. A narrative (=150 words) summarizing emerging risk patterns or uncertainties.
The tone should be proactive, analytical, and clear.

The format should include a table for risks and a concise narrative summary.

The context is [describe current project phase and key uncertainties].

[If relevant, include off-the-record observations such as leadership’s risk tolerance, sensitivity to external exposure,
or internal dynamics influencing reporting style.]

PROJECT GOVERNANCE AND RACI DEFINITION

Why: Defines project accountability, decision-making, and reporting structure to ensure clarity of responsibility
across functions.

PMI Talent Triangle Alignment: Ways of Working, Power Skills
PMBOK® Domains: Governance, Stakeholder

Context Guidance:
Before using this prompt, compile:

¢ The organizational chart showing reporting lines and sponsor hierarchy.

¢ The scope statement defining major deliverables and responsible groups.

e The resource plan or staffing matrix listing functional assignments.
Explain the project’s governance maturity level and any challenges related to departmental alignment.
Off-the-record context can note internal resistance, competing ownership claims, or requests for clearer
escalation paths.

TYPE OR COPY/PASTE THIS PROMPT:

I am the Project Manager for [Project Name].
The intended audience is the [Sponsor / PMO Director].

The task is to define project governance roles and responsibilities using:

e Organization chart and resource plan from [source or repositoryl].
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e Scope statement and deliverable list from [document name].
Generate an output that includes:

1. A RACI table defining Responsibility, Accountability, Consulted, and Informed parties
for each major deliverable.

2. A 200-word narrative describing governance cadence, decision—making structure, and
escalation flow.

The tone should be authoritative, neutral, and precise.
The format should include a table followed by a short, descriptive paragraph.

The context is [summarize departmental structure, reporting complexity, or project governance
challenges].

[If relevant, include off-the-record details such as reluctance from certain functions to take accountability or PMO
emphasis on auditability.]

SECTION 2 - PLANNING DOMAIN

Why: Decomposes project scope into manageable work packages that support scheduling, resourcing, and progress
measurement.

PMI Talent Triangle Alignment: Ways of Working, Business Acumen
PMBOK® Domains: Planning, Delivery

Context Guidance:
Before using this prompt, gather:

¢ The approved scope statement or project charter section describing deliverables.

e Any preliminary schedule draft or milestone list.

e Existing organizational breakdown structures (OBS) or team assignments.

e Templates or prior WBS examples from similar projects.
Describe the level of definition required (e.g., “high-level for executive approval” or “detailed for work
package scheduling”).
Optionally include off-the-record notes such as concerns about over-complexity or resource contention that
might affect how deep the decomposition should go.

TYPE OR COPY/PASTE THIS PROMPT:

I am the Project Manager for [Project Name].
The intended audience is the [PMO / Project Team / Sponsor].

The task is to develop a comprehensive Work Breakdown Structure using:

e The scope statement and deliverables list from [repository or document name].
e Preliminary milestone plan or Gantt chart from [source].
e Team structure or organizational breakdown from [resource file or org chart].

Generate an output that includes:

1. A hierarchical breakdown from phase to deliverable to work package.
2. Clear numbering and naming for traceability.

3. Ownership assignments per work package.

4. Dependencies or overlaps needing clarification.

The tone should be methodical, factual, and implementation-focused.
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The format should be an indented list or table suitable for scheduling import, with a short
explanatory paragraph.

The context is [describe planning maturity, schedule confidence, and coordination complexity].

[If relevant, include off-the-record notes such as team capacity issues or stakeholder expectations influencing the
level of detail.]

SCHEDULE NETWORK AND CRITICAL PATH ANALYSIS

Why: Establishes activity sequencing and identifies the critical path to guide delivery planning and performance
tracking.

PMI Talent Triangle Alignment: Ways of Working, Business Acumen
PMBOK® Domains: Planning, Measurement

Context Guidance:
Before using this prompt, assemble:

e The current activity list or task breakdown.

e Duration and dependency data from the project scheduling tool or Excel worksheet.

¢ Known constraints or external dependencies (vendor lead times, regulatory reviews).
Provide a description of the scheduling phase (e.g., baseline creation, reforecast, recovery).
Optionally include off-the-record context such as leadership pressure for early delivery or concern about
slack.

TYPE OR COPY/PASTE THIS PROMPT:

I am the Project Scheduler for [Project Name].
The intended audience is the [PMO / Sponsor / Steering Committee].

The task is to produce a Schedule Network and Critical Path Analysis using:

e Activity list and dependencies from [MS Project / Primavera / XLSX].
e (Constraint data or external dependencies from [source].

Include in the analysis:

1. A network diagram or tabular summary of task relationships.
2. Identification of critical and near-critical paths.

3. Activities driving the longest path with total float values.
4. Recommendations for compression or sequencing optimization.

The tone should be objective, analytical, and concise.
The format should be a short report with a dependency table and a 200-word narrative summary.

The context is [describe schedule development status and decision environment].

[If relevant, include off-the-record information such as pressure to reduce duration or resource constraints that limit
optimization.]

RISK MANAGEMENT PLAN

Why: Defines the process, roles, and criteria for managing project risk proactively and consistently.

PMI Talent Triangle Alignment: Ways of Working, Power Skills
PMBOK® Domains: Planning, Uncertainty
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Context Guidance:
Before running this prompt, collect:

e The initial risk register and qualitative notes from workshops.

¢ The organizational risk policy or threshold guidance.

e Prior lessons learned highlighting risk categories.

e Any templates or audit standards for risk documentation.
Summarize the organization’s risk appetite and governance expectations.
Optionally include off-the-record information about how risk visibility is perceived internally (for example,
“executives prefer fewer red flags”).

TYPE OR COPY/PASTE THIS PROMPT:

I am the Project Manager for [Project Name].
The intended audience is the [Sponsor / PMO / Risk Committee].
The task is to develop a Risk Management Plan using:

e The initial risk register from [repository or file].

e (Corporate risk policy or threshold definition from [document name].
e Lessons learned and historical risk data from [archive or databasel].

Generate an output that includes:

1. Risk identification, analysis, monitoring, and escalation procedures.

2. Probability and impact rating scales.

3. Defined roles and responsibilities for risk ownership and review.

4. Risk response strategies and contingency planning framework.

5. A brief (=150-word) summary describing integration with governance cadence.

The tone should be formal, structured, and preventive.
The format should follow standard PMO documentation with clear headings and tables.
The context is [describe organizational risk culture and review cadence].

[If relevant, include off-the-record information about leadership tolerance, political sensitivity, or tendencies to
under-report risk exposure.]

COST BASELINE AND ESTIMATE AT COMPLETION (EAC)

Why: Establishes the approved cost baseline and forecasts final project expenditure for financial governance and
variance control.

PMI Talent Triangle Alignment: Business Acumen, Ways of Working
PMBOK® Domains: Planning, Measurement

Context Guidance:
Before using this prompt, gather:

e The detailed cost estimate spreadsheet with resource, material, and overhead breakdowns.

e The project schedule linked to cost phasing.

e The funding plan or budget approval memo.

e Any prior variance reports if reforecasting.
Provide an overview of budget maturity (e.g., “concept estimate,” “control baseline,” or “EAC reforecast”).
Off-the-record notes may include executive expectations or political sensitivity to over-runs.

AT

TYPE OR COPY/PASTE THIS PROMPT:

I am the Project Manager for [Project Name].
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The intended audience is the [Sponsor / CFO / PMO].

The task is to establish the cost baseline and EAC forecast using:

e (Cost estimate data from [budget spreadsheet or system].
e Schedule and resource phasing from [tool or file].
e Historical or benchmark cost data from [previous projects or PMO database].

Generate an output that includes:

1. Cost baseline by phase, deliverable, and category.

2. EAC calculation and comparison to baseline.

3. Key cost assumptions, reserves, and risk adjustments.

4. A short narrative (s200 words) interpreting variances or sensitivities.

The tone should be factual, balanced, and precise.
The format should use tables for numeric data with a brief management summary .

The context is [describe stage of financial review, funding status, and major cost drivers].

[If relevant, include off-the-record context such as leadership’s desire for budget reduction or reluctance to approve
contingency.]

COMMUNICATION MANAGEMENT PLAN

Why: Defines communication strategy, cadence, and responsibilities to maintain alignment among stakeholders and
project teams.

PMI Talent Triangle Alignment: Power Skills, Ways of Working
PMBOK® Domains: Planning, Stakeholder, Team

Context Guidance:
Before using this prompt, collect:

e The stakeholder register or contact directory.

¢ The governance calendar with recurring meetings.

e Existing reporting templates or dashboard formats.
Describe the communication challenges or priorities (e.g., “executives need concise updates,
zones”).
Optionally add off-the-record insights about communication preferences or sensitivities.

”

multiple time

TYPE OR COPY/PASTE THIS PROMPT:

I am the Project Manager for [Project Name].
The intended audience is the [Sponsor / PMO Communications Lead / Steering Committee].

The task is to develop a Communication Management Plan using:

e Stakeholder register from [file or system].
e Governance and reporting calendar from [repository].
e Templates or dashboard examples from [location].

Generate an output that includes:

1. Stakeholder-specific communication requirements and delivery frequency.
Communication channels, formats, and responsibilities.

Escalation paths and response expectations.

Communication objectives and tone guidelines.

A short summary (=200 words) describing how communication supports transparency and
governance.

ar WN
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The tone should be professional, clear, and adaptive.
The format should be a structured plan with a communication matrix and summary narrative.

The context is [describe team structure, reporting cadence, and communication environment].

[If relevant, include off-the-record notes such as stakeholder fatigue, leadership preferences for brevity, or
departmental communication barriers.]

SECTION 3 - EXECUTING DOMAIN

Why: Evaluates proposed scope, schedule, or cost changes to determine their effect on project baselines and inform
governance decisions.

PMI Talent Triangle Alignment: Ways of Working, Business Acumen
PMBOK® Domains: Delivery, Uncertainty

Context Guidance:
Before using this prompt, collect:

e The change request form or documented proposal.

¢ The current baseline schedule, cost, and scope statements.

e The risk register and relevant issue logs.

e Any supporting impact assessments from team leads.
Describe the type of change (e.g., new feature, design revision, regulatory adjustment) and its origin (client,
team, sponsor).
Optionally include off-the-record insight such as stakeholder resistance or political context influencing the
change’s likelihood of approval.

TYPE OR COPY/PASTE THIS PROMPT:

I am the Project Manager for [Project Name].
The intended audience is the [Change Control Board / Sponsor / PMO].

The task i1s to assess a proposed change request using:

e Change request document from [file or system location].
e Current schedule, cost baseline, and risk register from [sources].
e Impact estimates provided by [teams or departments].

Generate an output that includes:

1. Description and rationale for the change.

2. Impacts on scope, schedule, cost, quality, and risk.

3. Required resources or dependencies affected.

4. Recommendation for approval, deferral, or rejection.

5. A concise summary (s150 words) highlighting trade-offs and next steps.

The tone should be analytical, neutral, and advisory.
The format should be a one-page summary or structured table followed by a short narrative.

The context is [describe timing, urgency, and relevance of the change within the project
lifecycle].

[If relevant, include off-the-record information such as pressure to approve politically sensitive changes or known
disagreements over funding priorities.]
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TEAM PERFORMANCE AND COLLABORATION SUMMARY

Why: Evaluates team effectiveness, communication, and performance trends to inform leadership and guide
interventions.

PMI Talent Triangle Alignment: Power Skills, Ways of Working
PMBOK® Domains: Team, Delivery

Context Guidance:
Before using this prompt, gather:

e The latest retrospective notes, performance reviews, or pulse surveys.

e Feedback from sprint reviews or stakeholder check-ins.

¢ Quantitative measures such as velocity, burn-down, or productivity metrics.
Describe the team’s composition, maturity, and phase of delivery.
Add off-the-record insights only when relevant, such as morale issues, interpersonal conflicts, or leadership
dynamics affecting output.

TYPE OR COPY/PASTE THIS PROMPT:

I am the Project Manager for [Project Name].
The intended audience is the [Sponsor / PMO / HR Business Partner].

The task is to summarize team performance and collaboration using:

e Retrospective data and feedback from [meeting or tool].
e Productivity metrics and velocity data from [system].
e Observations from daily stand-ups or stakeholder meetings.

Generate an output that includes:

1. Team strengths and achievements.

2. Challenges affecting performance or collaboration.

3. Recommended actions to improve engagement and delivery efficiency.
4. A concise narrative (s200 words) summarizing overall performance.

The tone should be constructive, empathetic, and focused on outcomes.
The format should be a structured summary with bullet points followed by a short paragraph.

The context is [describe project phase, team size, and delivery cadence].

[If relevant, include off-the-record notes such as emerging morale risks, interpersonal tension, or hidden workload
pressures requiring sensitivity.]

QUALITY MANAGEMENT AND ASSURANCE PLAN

Why: Defines quality standards, control processes, and assurance mechanisms to ensure outputs meet stakeholder
expectations.

PMI Talent Triangle Alignment: Ways of Working, Business Acumen
PMBOK® Domains: Delivery, Measurement

Context Guidance:
Before running this prompt, collect:

e The scope statement and deliverable specifications.
e Any regulatory or compliance standards applicable to project outputs.
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¢ Past quality audits, checklists, or inspection templates.

e The testing strategy or review process already in use.
Provide a summary of the quality objectives, tolerances, and key deliverables requiring validation.
Include optional off-the-record context about quality risks, previous audit issues, or sponsor expectations for
rigor.

TYPE OR COPY/PASTE THIS PROMPT:

I am the Project Manager for [Project Name].
The intended audience is the [Quality Assurance Lead / PMO / Sponsor].

The task is to develop a Quality Management and Assurance Plan using:

e Deliverable specifications and acceptance criteria from [document or repository].
e Compliance or audit requirements from [source].
e Historical defect or quality data from [database].

Generate an output that includes:

1. Defined quality objectives, standards, and acceptance criteria.

2. Quality control and assurance processes, including frequency and ownership.
3. Key tools, metrics, and thresholds for performance tracking.

4. A 200-word narrative describing quality governance and reporting cadence.

The tone should be precise, procedural, and compliant.
The format should be a structured plan with a matrix or checklist for review activities.

The context is [summarize quality priorities, stakeholder expectations, and audit environment].

[If relevant, include off-the-record insights such as heightened scrutiny, past compliance findings, or executive
sensitivity to quality delays.]

VENDOR AND CONTRACT PERFORMANCE REVIEW

Why: Evaluates supplier performance against contractual obligations and identifies risks or improvement actions.

PMI Talent Triangle Alignment: Business Acumen, Power Skills
PMBOK® Domains: Delivery, Governance

Context Guidance:
Before using this prompt, assemble:

e The vendor contract and associated Service Level Agreements (SLAs).

e Current performance reports, invoices, or delivery metrics.

e Issue logs, correspondence, or escalation records.
Summarize contract type, criticality, and review frequency.
Optional off-the-record context can describe vendor relationship sensitivities, renewal timing, or negotiation
leverage.

TYPE OR COPY/PASTE THIS PROMPT:

I am the Project Manager for [Project Name].
The intended audience is the [Procurement Manager / Sponsor / PMO].

The task is to prepare a Vendor Performance Review using:

e Contract and SLA documentation from [repository].
e Delivery metrics or issue logs from [source].
e Financial and performance summaries from [system].
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Generate an output that includes:

1. Summary of vendor commitments and key deliverables.

2. Performance evaluation against SLAs (timeliness, quality, cost).
3. Identified issues, trends, and recommended corrective actions.
4. Overall rating with 200-word management summary.

The tone should be factual, balanced, and constructive.
The format should use a tabular performance summary followed by a concise narrative.

The context is [describe vendor criticality, contract phase, and relationship maturity].

[If relevant, include off-the-record insights such as vendor reliability concerns, internal stakeholder bias, or political
pressure to retain or replace suppliers.]

ISSUE ESCALATION SUMMARY AND RESOLUTION LOG

Why: Summarizes current issues requiring leadership visibility and provides status of escalations and resolutions.

PMI Talent Triangle Alignment: Power Skills, Ways of Working
PMBOK® Domains: Delivery, Uncertainty

Context Guidance:
Before using this prompt, collect:

¢ The issue log or ticket tracker.
¢ Maeeting minutes or notes from recent escalations.
e Action owners and resolution status updates.
Provide background on the most critical issues or recurring patterns.
Include optional off-the-record context on sensitivities, such as sponsor impatience or organizational politics.

TYPE OR COPY/PASTE THIS PROMPT:

I am the Project Manager for [Project Name].
The intended audience is the [Sponsor / Steering Committee / PMO].

The task is to prepare an Issue Escalation Summary using:

e Issue log or tracker data from [repository].
e Meeting notes and action follow-ups from [source].
e Owner updates and dependencies from [team or function].

Generate an output that includes:

1. Current open issues sorted by priority and impact.

2. Description, owner, due date, and mitigation plan for each.

3. Summary of escalations pending decision.

4. A 150-word overview describing trends and critical focus areas.

The tone should be transparent, composed, and fact-based.
The format should use a structured table followed by a brief summary paragraph.
The context is [describe overall issue environment, team responsiveness, and leadership
visibility].
[If relevant, include off-the-record remarks such as unresolved political friction, delayed decisions, or patterns of
ownership avoidance.]

SECTION 4 - MONITORING AND CONTROLLING DOMAIN

© 2025 En Dash Consulting https://endash.us Page | 14



https://endash.us/

PERFORMANCE DASHBOARD AND STATUS SUMMARY

Why: Provides leadership with a concise, data-driven summary of overall project performance across scope,
schedule, cost, and risk dimensions.

PMI Talent Triangle Alignment: Business Acumen, Ways of Working
PMBOK® Domains: Measurement, Governance

Context Guidance:
Before using this prompt, gather:

e The latest project performance dashboard or status reports from the PMIS or reporting tool.

e Updated schedule progress, EVM metrics, and financial variance data.

e Current risk and issue registers for supporting commentary.
Describe the intended reporting cadence (e.g., “monthly PMO review” or “executive steering update”).
Optionally include off-the-record context, such as management expectations for tone or appetite for
highlighting issues.

TYPE OR COPY/PASTE THIS PROMPT:

I am the Project Manager for [Project Name].
The intended audience is the [Sponsor / PMO / Steering Committee].

The task is to prepare a Performance Dashboard and Status Summary using:

e The latest project dashboard or summary report from [system or tool].
e Financial, schedule, and risk metrics extracted from [repository].
e Key milestone and deliverable progress data from [project tracker].

Generate an output that includes:

1. Summary of status for scope, schedule, cost, quality, and risk (using RAG indicators).
2. Key accomplishments, issues, and corrective actions.

3. Trend commentary for metrics showing significant change.

4. Executive summary (s200 words) describing performance direction and confidence level.

The tone should be professional, factual, and action-oriented.
The format should include a high-level summary table followed by a concise narrative.

The context is [describe current reporting period, focus areas, and visibility requirements].

[If relevant, include off-the-record perspective on political sensitivities, leadership preferences, or tone management
for the report.]

EARNED VALUE MANAGEMENT (EVM) ANALYSIS

Why: Uses objective performance metrics to assess cost and schedule efficiency and forecast final outcomes.

PMI Talent Triangle Alignment: Business Acumen, Ways of Working
PMBOK® Domains: Measurement, Planning

Context Guidance:
Before using this prompt, gather:

e The baseline performance data (PV, EV, AC).
e Updated EVM calculations from the project control system.
¢ The variance analysis reports and supporting notes.
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e Current schedule forecasts for remaining work.
Describe whether this analysis is for a standard progress review or corrective action plan.
Optionally include off-the-record information about budget sensitivity or executive interpretation tendencies.

TYPE OR COPY/PASTE THIS PROMPT:

I am the Project Manager for [Project Name].
The intended audience is the [PMO / Sponsor / CFO].

The task is to prepare an Earned Value Management (EVM) Analysis using:

e Performance data (PV, EV, AC) from [system or report].
e Baseline schedule and cost plan from [repository].
e Variance analysis notes from [meeting or report].

Generate an output that includes:

1. CPI, SPI, CV, and SV values with variance interpretation.

2. Trend commentary highlighting performance shifts.

3. EAC and VAC forecast calculations.

4. A short narrative (s150 words) describing implications and recommended actions.

The tone should be analytical, concise, and data-driven.
The format should include a table for performance metrics followed by an interpretive summary.

The context is [describe current performance cycle, reporting focus, and corrective action
environment].

[If relevant, include off-the-record context about executive concern over budget deviations or prior disputes about
measurement accuracy.]

RISK REVIEW AND MITIGATION UPDATE

Why: Updates the status of active risks, validates effectiveness of mitigation plans, and identifies new or residual
risks requiring escalation.

PMI Talent Triangle Alignment: Ways of Working, Power Skills
PMBOK® Domains: Uncertainty, Governance

Context Guidance:
Before using this prompt, compile:

e The current risk register with probability, impact, and owner data.

e The mitigation action log showing current status.

¢ Relevant incident reports or change requests affecting risk exposure.
Describe the review cadence (e.g., “monthly PMO risk board”).
Optionally add off-the-record observations about executive appetite for risk visibility or stakeholder
alignment on thresholds.

TYPE OR COPY/PASTE THIS PROMPT:

I am the Project Manager for [Project Name].

The intended audience is the [Risk Committee / Sponsor / PMO].

The task is to prepare a Risk Review and Mitigation Update using:
e Risk register and mitigation logs from [repository].

e Incident reports or related change requests from [system].
e Lessons learned from prior risk events, if applicable.
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Generate an output that includes:

1. Summary of all open and high-priority risks.

2. Current mitigation status and new emerging risks.

3. Actions required, responsible owners, and deadlines.

4. A concise narrative (s200 words) describing overall risk posture and trends.

The tone should be factual, transparent, and assurance-focused.
The format should include a structured table followed by a management narrative.
The context is [describe the project risk climate, review frequency, and leadership interest].

[If relevant, include off-the-record details such as resistance to risk escalation or leadership pressure to downplay
exposure.]

CHANGE LOG AND BASELINE TRACKING REPORT

Why: Summarizes approved and pending changes to ensure traceability of baseline modifications and scope
alignment.

PMI Talent Triangle Alignment: Ways of Working, Business Acumen
PMBOK® Domains: Governance, Delivery

Context Guidance:
Before using this prompt, collect:

¢ The change log from the project control system.

e Updated scope, schedule, and cost baselines.

¢ Notes from recent change control board (CCB) meetings.
Provide a brief summary of how frequently baseline adjustments occur and any executive concern about
change volume.
Include off-the-record context only if helpful, such as pressure to limit perceived volatility.

TYPE OR COPY/PASTE THIS PROMPT:
I am the Project Manager for [Project Name].

The intended audience is the [Change Control Board / PMO / Sponsor].

The task is to prepare a Baseline Change Tracking Report using:

e Approved change log from [repository or file].
e Updated baselines from [schedule and budget tools].
e [Meeting notes or decisions from [CCB or governance meeting].

Generate an output that includes:

1. List of approved, pending, and rejected changes.

2. Impacts on schedule, budget, and scope baselines.

3. Frequency and type of change trends.

4. A brief (s150-word) summary interpreting change volume and control effectiveness.

The tone should be neutral, concise, and governance-focused.
The format should include a table of changes and a brief narrative summary.

The context is [describe project phase, change frequency, and leadership expectations].

[If relevant, include off-the-record perspective on sensitivity to change visibility or audit focus on traceability.]

STAKEHOLDER SATISFACTION AND FEEDBACK SUMMARY
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Why: Captures and synthesizes feedback from key stakeholders to assess engagement, communication
effectiveness, and overall satisfaction.

PMI Talent Triangle Alignment: Power Skills, Business Acumen
PMBOK® Domains: Stakeholder, Measurement

Context Guidance:
Before using this prompt, collect:

e The results of stakeholder surveys, interviews, or feedback forms.

e Observations from meetings, retrospectives, or informal discussions.

¢ The communication effectiveness metrics or escalation trends.
Describe how feedback was collected and how it will be used.
Include optional off-the-record information about stakeholder personalities or political considerations
influencing responses.

TYPE OR COPY/PASTE THIS PROMPT:

I am the Project Manager for [Project Name].
The intended audience is the [PMO / Sponsor / Steering Committee].

The task is to prepare a Stakeholder Satisfaction and Feedback Summary using:

e Survey data or interview notes from [repository].
e Communication records and meeting notes from [system].
e Observed sentiment and feedback patterns from [source].

Generate an output that includes:

1. Summary of positive and negative feedback trends.

2. Analysis of communication gaps or engagement risks.

3. Recommended actions to improve satisfaction.

4. A 200-word narrative summarizing key insights and next steps.

The tone should be empathetic, balanced, and professional.
The format should use bullet points or short paragraphs grouped by theme.

The context is [describe reporting period and audience expectations].

[If relevant, include off-the-record context about sensitive relationships, recurring communication breakdowns, or
sponsor sentiment trends.]

SECTION 5 - CLOSING DOMAIN

Why: Captures insights, successes, and challenges from the project to inform future initiatives and continuous
improvement.

PMI Talent Triangle Alignment: Ways of Working, Power Skills
PMBOK® Domains: Measurement, Delivery

Context Guidance:
Before using this prompt, gather:

e The retrospective meeting notes, post-implementation reviews, or closure workshop summaries.
e The issue log, risk register, and change log for recurring patterns.
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¢ Team and stakeholder feedback from surveys or interviews.
Describe the intended audience and purpose (e.g., internal knowledge sharing, PMO archive, or executive
summary).
Optionally include off-the-record observations about process gaps, team dynamics, or leadership challenges
that influenced outcomes.

TYPE OR COPY/PASTE THIS PROMPT:

I am the Project Manager for [Project Name].
The intended audience is the [PMO / Sponsor / Project Team].

The task is to develop a Lessons Learned Summary using:

e Retrospective meeting notes from [source].
e Issue, risk, and change logs from [repository].
e Feedback and survey data from [system].

Generate an output that includes:

1. Major successes, innovations, or best practices worth repeating.

2. Key challenges and their root causes.

3. Recommendations for improvement in future projects.

4. A concise narrative (s250 words) summarizing overall lessons and outcomes.

The tone should be factual, reflective, and constructive.

The format should use a table (Successes / Challenges / Recommendations) followed by a
narrative.

The context is [describe project scope, complexity, and overall outcome].

[If relevant, include off-the-record insights such as team fatigue, political friction, or resource challenges that should
inform process updates.]

POST-IMPLEMENTATION REVIEW (PIR)

Why: Assesses whether the project achieved its intended business outcomes and value realization targets.

PMI Talent Triangle Alignment: Business Acumen, Ways of Working
PMBOK® Domains: Measurement, Value

Context Guidance:
Before using this prompt, collect:

e The original business case and expected benefits.

e Performance data, KPIs, and success metrics from delivery tracking tools.

e Post-launch feedback from stakeholders or customers.
Describe when the review is occurring (e.g., 30, 60, or 90 days after completion).
Optionally add off-the-record information such as organizational reaction to early performance or unreported
adoption issues.

TYPE OR COPY/PASTE THIS PROMPT:

I am the Project Manager for [Project Name].
The intended audience is the [Sponsor / Steering Committee / PMO].

The task is to prepare a Post-Implementation Review using:

e Business case and target benefits from [document name].
e Actual performance and KPI data from [system].
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e Stakeholder or customer feedback from [survey or report].
Generate an output that includes:

1. Comparison of expected vs. actual results.

2. Benefits realized and outstanding deliverables.

3. Analysis of adoption, satisfaction, and operational integration.

4. A 200-word narrative summarizing value realization and lessons learned.

The tone should be balanced, professional, and evidence-based.
The format should include tables for quantitative data and a brief qualitative commentary.

The context is [describe project type, benefit maturity, and review timing].

[If relevant, include off-the-record notes about political visibility, early performance gaps, or data inconsistencies that
may affect interpretation.]

BENEFITS REALIZATION REPORT

Why: Confirms that the promised financial and non-financial benefits have been achieved and documented post-
delivery.

PMI Talent Triangle Alignment: Business Acumen, Ways of Working
PMBOK® Domains: Value, Measurement

Context Guidance:
Before using this prompt, compile:

e The benefits register or original business case benefits section.
¢ Financial and operational data confirming realized value.
e Feedback from benefit owners or functional managers.
Describe how results are verified and any outstanding tracking still in progress.
Optionally add off-the-record context on external recognition, missed benefits, or re-baselining decisions.

TYPE OR COPY/PASTE THIS PROMPT:

I am the PMO or Portfolio Analyst validating benefits for [Project or Program Name].
The intended audience is the [Sponsor / CFO / Executive Board].
The task i1s to prepare a Benefits Realization Report using:

e Benefit register from [repository].
e Financial performance data from [finance system].
e QOperational KPI reports from [tool or dashboard].

Generate an output that includes:

1. Summary of realized vs. planned benefits (quantitative and qualitative).
2. Reasons for any shortfall or deferral.

3. Confirmation of measurement method and owner sign-off.

4. Recommendations for sustaining or improving benefits.

The tone should be analytical, precise, and outcome-focused.

The format should include a table for benefit realization tracking followed by a summary
paragraph.

The context is [describe organizational review period, scope of benefits, and reporting cycle].

[If relevant, include off-the-record insights such as leadership perception of success, data validation gaps, or lessons
from missed targets.]
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PROJECT CLOSURE AND HANDOVER SUMMARY

Why: Officially completes the project, documents final performance, and transitions ownership of deliverables to
operations or maintenance teams.

PMI Talent Triangle Alignment: Ways of Working, Power Skills
PMBOK® Domains: Governance, Delivery

Context Guidance:
Before using this prompt, gather:

e The closure checklist and sign-off forms.

e The deliverable acceptance certificates and operational readiness criteria.

e The final project financials and resource release data.
Describe the operational handover plan and parties involved.
Include optional off-the-record context such as last-minute stakeholder requests or incomplete
documentation being resolved.

TYPE OR COPY/PASTE THIS PROMPT:
I am the Project Manager for [Project Name].
The intended audience is the [Sponsor / PMO / Operations Manager].

The task is to prepare a Project Closure and Handover Summary using:

e (Closure checklist and acceptance records from [repository].
e Financial closure statement from [finance system].
e Handover plan and deliverable documentation from [source].

Generate an output that includes:

1. Summary of final deliverables and sign-offs.

2. Outstanding actions or follow-up items.

3. Financial closure and resource release statement.

4. A 200-word executive summary confirming completion and readiness for transition.

The tone should be formal, concise, and conclusive.

The format should follow a structured report template with summary tables and a final
narrative.

The context is [describe the closing phase, timing of operational handover, and sponsor
engagement] .

[If relevant, include off-the-record information about unresolved documentation, staffing concerns, or transition
risks.]

PROJECT SUCCESS CRITERIA EVALUATION

Why: Measures the project’s success against agreed criteria for performance, value, and stakeholder satisfaction.

PMI Talent Triangle Alignment: Business Acumen, Power Skills
PMBOK® Domains: Value, Measurement

Context Guidance:
Before using this prompt, gather:
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¢ The original success criteria from the project charter or business case.

¢ Data from post-implementation review and benefits reports.

e Feedback from key stakeholders and end users.
Describe the time frame since completion and how success will be measured.
Optionally include off-the-record insights about differing stakeholder perspectives or political definitions of
success.

TYPE OR COPY/PASTE THIS PROMPT:

I am the PMO Analyst evaluating project success for [Project Name].
The intended audience is the [PMO Director / Executive Leadership].

The task is to assess performance against defined success criteria using:

e Approved success metrics from [charter or business case].
e Post-implementation and benefit realization data from [repository].
e Stakeholder satisfaction feedback from [survey or interview summary].

Generate an output that includes:

1. Evaluation of performance against each criterion.

2. Weighted success score and qualitative commentary.

3. Lessons or actions for future improvement.

4. A 200-word executive summary highlighting overall achievement.

The tone should be balanced, data-driven, and professional.
The format should include a scoring table followed by a concise summary.

The context is [describe evaluation period, audience expectations, and relevance to portfolio
reporting].

[If relevant, include off-the-record context about political interpretations, shifting definitions of value, or stakeholder
influence on results.]

SECTION 6 - PORTFOLIO AND PMO MANAGEMENT DOMAIN

Why: Evaluates and ranks projects within the portfolio based on strategic alignment, ROI, and resource capacity to
support data-driven investment decisions.

PMI Talent Triangle Alignment: Business Acumen, Ways of Working
PMBOK® Domains: Governance, Value

Context Guidance:
Before using this prompt, gather:

e The current portfolio project list with budget, benefit, and risk data.
e Strategic objectives or OKRs from the enterprise plan.

¢ Resource allocation and capacity reports by department or function.
Describe the portfolio review cycle (e.g., quarterly reprioritization, annual planning).
Optionally include off-the-record information such as executive preferences, political sensitivities, or
historical prioritization bias.

TYPE OR COPY/PASTE THIS PROMPT:

© 2025 En Dash Consulting https://endash.us Page | 22


https://endash.us/

I am the Portfolio Manager for [Portfolio or Division Name].
The intended audience is the [Executive Leadership Team / Strategy Committee / PMO Board].
The task is to prepare a Portfolio Prioritization and Resource Alignment Report using:
e Pportfolio list and metrics from [repository or PPM tool].
e Strategic objectives and KPI alignment data from [corporate strategy document].
® Resource capacity and utilization reports from [system].
Generate an output that includes:
1. Prioritized list of projects ranked by strategic fit, ROI, and delivery risk.
2. Commentary on resource constraints and opportunities.
3. Recommended reallocation or deferral options.
4. A 250-word executive summary highlighting key trade-offs and alignment outcomes.
The tone should be analytical, strategic, and advisory.
The format should include a ranked table, supporting chart, and concise commentary.
The context is [describe review purpose, scope, and leadership expectations].

[If relevant, include off-the-record perspective such as upcoming funding cuts, favored initiatives, or politically
sensitive projects.]

PMO GOVERNANCE MATURITY ASSESSMENT

Why: Evaluates the effectiveness and maturity of PMO governance processes to identify areas for improvement.

PMI Talent Triangle Alignment: Ways of Working, Business Acumen
PMBOK® Domains: Governance, Performance

Context Guidance:
Before using this prompt, gather:

e The PMO charter and process documentation.
e The audit reports, compliance reviews, or self-assessment surveys.

o Performance metrics such as delivery predictability and stakeholder satisfaction.
Describe the organizational context (centralized vs. distributed PMO) and intended audience (executive
review, internal audit, or external benchmarking).
Include off-the-record insight only if appropriate, such as leadership perception gaps or internal friction
affecting PMO influence.

TYPE OR COPY/PASTE THIS PROMPT:

I am the PMO Director for [Organization or Department].
The intended audience is the [Executive Board / Audit Committee / PMO Team].

The task is to prepare a Governance Maturity Assessment using:
e PMO charter and framework documents from [repository].
e Audit findings and survey results from [source].

e Performance trend data from [reporting tool].

Generate an output that includes:
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Evaluation across maturity dimensions (governance, process, capability, culture).
Current strengths and improvement opportunities.

Recommended next steps and KPIs for maturity growth.

2 W N R

A 250-word executive summary highlighting overall maturity score and value to the
organization.

The tone should be objective, professional, and evidence-based.
The format should include a maturity scoring table and short narrative summary.

The context is [describe assessment purpose, timing, and review authority].

[If relevant, include off-the-record information such as executive skepticism or cultural barriers to governance
enforcement.]

PORTFOLIO RISK HEAT MAP AND TREND REPORT

Why: Provides a portfolio-level view of aggregate risk exposure and trend direction across projects and programs.

PMI Talent Triangle Alignment: Business Acumen, Ways of Working
PMBOK® Domains: Uncertainty, Governance

Context Guidance:
Before using this prompt, collect:

¢ Individual project risk registers with probability and impact scoring.
o PMO-level risk aggregation data or prior heat maps.

¢ Recent escalation logs and incident summaries.
Describe the risk aggregation method (e.g., by category, phase, or strategic theme).
Include off-the-record information if relevant, such as risk under-reporting or leadership appetite for
exposure.

TYPE OR COPY/PASTE THIS PROMPT:

I am the PMO Risk Analyst for [Portfolio or Program Name].
The intended audience is the [Risk Committee / Executive PMO].

The task is to produce a Portfolio Risk Heat Map and Trend Report using:
e Risk registers consolidated from [repository].
e PMO risk dashboard data from [tool].

e Escalation summaries or historical incidents from [source].
Generate an output that includes:

1. Visual heat map showing probability vs. impact by category.

2. Narrative analysis of top systemic risks and trends.

3. Recommended mitigation or portfolio-level interventions.

4. A concise executive summary (=200 words) highlighting major risk movements.
The tone should be analytical, neutral, and assurance-oriented.
The format should include visual data (table or chart) and a clear summary.

The context is [describe review purpose, reporting period, and decision audience].
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[If relevant, include off-the-record context such as under-reported risks, leadership aversion to highlighting exposure,
or data reliability concerns.]

PMO RESOURCE UTILIZATION AND CAPACITY FORECAST

Why: Forecasts and evaluates PMO-wide resource allocation to improve utilization and balance workloads across
active and planned initiatives.

PMI Talent Triangle Alignment: Business Acumen, Ways of Working
PMBOK® Domains: Planning, Governance

Context Guidance:
Before using this prompt, collect:

¢ The resource allocation report and capacity model from HR or PMIS.
e Current project pipeline and forecasted demand.

e Data on contractors, skills availability, and resource cost rates.
Summarize the resourcing challenge (e.g., over-allocation, skill gap, hiring freeze).
Optionally include off-the-record context about team morale, productivity, or organizational restructuring that
may affect planning.

TYPE OR COPY/PASTE THIS PROMPT:

I am the PMO Resource Analyst for [Portfolio or Business Unit Name].
The intended audience is the [PMO Director / HR Partner / Executive Sponsor].
The task is to prepare a Resource Utilization and Capacity Forecast using:

e Resource allocation and demand reports from [system or spreadsheet].

e Upcoming project schedule and staffing data from [repository].

e Skill inventory or capability matrix from [tool].
Generate an output that includes:

1. Current utilization rates and over/under-allocation highlights.

2. Forecasted demand for the next [X] months.

3. Identified capacity gaps or risks.

4. Recommendations for resource reallocation, hiring, or reprioritization.
The tone should be factual, strategic, and solution-focused.
The format should include a summary table and graphical visualization of capacity trends.

The context is [describe review timing, portfolio scope, and key constraints].

[If relevant, include off-the-record insights about political sensitivity to resource redistribution or cross-functional
workload disputes.]

PORTFOLIO BENEFITS REALIZATION PROGRESS REPORT

Why: Monitors ongoing benefit realization across projects and provides early visibility of achieved and at-risk
outcomes.
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PMI Talent Triangle Alignment: Business Acumen, Ways of Working
PMBOK® Domains: Value, Measurement

Context Guidance:
Before using this prompt, collect:

e The benefits register with planned and actual benefit values.
e Updated financial performance reports and KPI dashboards.

o Feedback from benefit owners or operational stakeholders.
Describe the review period and purpose (e.g., quarterly performance tracking).
Include optional off-the-record details on delays, data gaps, or external factors affecting benefit realization.

TYPE OR COPY/PASTE THIS PROMPT:

I am the Portfolio Analyst for [Portfolio or Program Name].
The intended audience is the [Executive Sponsor / CFO / PMO Director].
The task is to prepare a Portfolio Benefits Realization Progress Report using:
e Benefits register from [repository or tool].
e Financial and KPI data from [source].
e Stakeholder feedback from [meeting notes or system].
Generate an output that includes:
1. Summary of achieved, in-progress, and deferred benefits.
2. Comparative analysis of planned vs. realized value by category.
3. Commentary on benefit risk factors and corrective actions.
4. Executive summary (s200 words) highlighting portfolio ROI progress.
The tone should be clear, transparent, and outcome-oriented.
The format should include a benefit tracking table and concise narrative commentary.
The context is [describe reporting cycle, financial period, and strategic relevance].

[If relevant, include off-the-record context such as political pressure for positive reporting or pending audit scrutiny of
benefit validation.]

SECTION 7 - EXECUTIVE COMMUNICATION AND REPORTING DOMAIN

Why: Provides concise, high-level visibility into project health and key issues for senior leadership review.

PMI Talent Triangle Alignment: Power Skills, Business Acumen
PMBOK® Domains: Governance, Measurement

Context Guidance:
Before using this prompt, gather:

e The latest status report, dashboard, or performance summary.

¢ Key milestone and deliverable updates from the project schedule.
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e Current budget and risk summaries.

¢ Any recent executive comments or leadership feedback.
Provide context on the intended audience (e.g., “monthly executive review,” “weekly steering update”).
Optionally include off-the-record information on tone management or sponsor preferences for data
emphasis.

” o«

TYPE OR COPY/PASTE THIS PROMPT:

I am the Project Manager for [Project Name].
The intended audience is the [Executive Sponsor / Steering Committee / Leadership Team].
The task is to create an Executive Status Summary using:

e Project dashboard and progress report from [repository].

e Financial variance and milestone data from [source].

e Risk and issue updates from [system].
Generate an output that includes:

RAG status summary for scope, schedule, cost, and risk.

N

Key accomplishments and next major milestones.
3. Top issues and mitigations requiring leadership attention.
4. A 1560-word executive summary suitable for presentation slides or email.
The tone should be authoritative, factual, and action-oriented.
The format should use bullet points or concise paragraphs under each section heading.
The context is [describe review timing, leadership expectations, and overall tone].

[If relevant, include off-the-record information such as executive fatigue with details, sponsor preference for brevity,
or desire to highlight wins.]

PORTFOLIO PERFORMANCE EXECUTIVE BRIEFING

Why: Synthesizes portfolio-wide status for senior executives to support prioritization and decision-making.

PMI Talent Triangle Alignment: Business Acumen, Power Skills
PMBOK® Domains: Governance, Value

Context Guidance:
Before using this prompt, compile:

e The portfolio dashboard and metrics (budget, schedule, bengfits).
e The strategic KPI alignment report or OKR mapping.

e The major risk and change summaries from the PMO.
Describe the context of delivery (e.g., “quarterly board review”).
Add off-the-record perspective only if relevant, such as anticipated executive pushback or interest in specific
projects.

TYPE OR COPY/PASTE THIS PROMPT:

I am the PMO Analyst preparing an Executive Portfolio Briefing for [Organization or Business
Unit].

The intended audience is the [Executive Leadership Team / Board / CFO].

The task is to synthesize portfolio performance using:
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e Dashboard and performance data from [PPM tool].
e Strategic alignment metrics from [corporate OKR document].

e Risk and benefits summaries from [portfolio repository].
Generate an output that includes:

1. Overview of portfolio health across cost, schedule, and benefits metrics.

2. Top-performing and at-risk initiatives.

3. Key decisions or actions required from leadership.

4. Executive summary (s250 words) emphasizing trends and strategic implications.
The tone should be analytical, executive, and forward-looking.
The format should include a table or chart with supporting commentary.

The context is [describe reporting cadence, portfolio size, and decision context].

[If relevant, include off-the-record insight such as known political sensitivities or leadership focus on particular
initiatives.]

SPONSOR BRIEFING NOTE AND TALKING POINTS

Why: Equips the sponsor with key messages, updates, and risk context for communicating with executives or
stakeholders.

PMI Talent Triangle Alignment: Power Skills, Business Acumen
PMBOK® Domains: Stakeholder, Governance

Context Guidance:
Before using this prompt, gather:

e The latest project update report or executive summary.
¢ Notes from recent meetings or escalations.

¢ Known questions or topics likely to arise during leadership sessions.
Describe the intended purpose (e.g., “board presentation,” “media interview,” or “portfolio review”).
Optionally include off-the-record considerations about messaging sensitivities or organizational politics.

TYPE OR COPY/PASTE THIS PROMPT:

I am the Project Manager preparing briefing notes for the [Sponsor Name] on [Project Name].
The intended audience is the [Sponsor / Executive Stakeholders].
The task is to prepare briefing notes using:

e Project summary data from [status report].

e Risk and financial highlights from [system].

e Talking points and QEA prep from [meeting notes or template].
Generate an output that includes:

1. Summary of current project position and key accomplishments.

2. Top three issues or risks to communicate and mitigations in progress.
3. Talking points and key messages for leadership discussion.
y

A 150-word concise overview suitable for sponsor reference.
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The tone should be clear, supportive, and diplomatic.
The format should use structured bullet points and short narratives.

The context is [describe briefing purpose, audience composition, and timing].

[If relevant, include off-the-record notes such as potential political concerns, sensitive topics, or leadership
expectations for messaging tone.]

EXECUTIVE RISK AND OPPORTUNITY OVERVIEW

Why: Summarizes the most critical project or portfolio risks and opportunities requiring leadership awareness and
decisions.

PMI Talent Triangle Alignment: Ways of Working, Business Acumen
PMBOK® Domains: Uncertainty, Governance

Context Guidance:
Before using this prompt, collect:

e The risk register and opportunity log with ratings and trends.
e Recent escalation notes or risk committee reports.

e Status of mitigation plans or opportunity exploitation strategies.
Clarify the reporting period and level of granularity required.
Optionally include off-the-record input such as leadership anxiety around risk exposure or areas of strategic
overconfidence.

TYPE OR COPY/PASTE THIS PROMPT:

I am the PMO Risk Analyst preparing an Executive Risk and Opportunity Overview for [Portfolio
or Project Name].

The intended audience is the [Executive Leadership Team / Risk Committee / Sponsor].
The task is to prepare a report using:

e Risk and opportunity registers from [repository or tool].

e Escalation updates and mitigation logs from [source].

e Trend analysis from [dashboard or performance tracker].
Generate an output that includes:

1. Top five portfolio or project-level risks with trend indicators.

2. Emerging opportunities offering cost or time advantages.

3. Recommended executive actions or decisions required.

4. A short narrative (s200 words) summarizing strategic exposure and potential value.
The tone should be balanced, factual, and solution-focused.

The format should use a two-column layout (Risks / Opportunities) and a short narrative
summary .

The context is [describe leadership audience, frequency of review, and current environment].

[If relevant, include off-the-record information about leadership tolerance for risk or known political reluctance to
address emerging exposure.]
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STAKEHOLDER SENTIMENT AND COMMUNICATION HEALTH REPORT

Why: Evaluates stakeholder engagement levels and overall communication effectiveness across the project or
portfolio.

PMI Talent Triangle Alignment: Power Skills, Ways of Working
PMBOK® Domains: Stakeholder, Team

Context Guidance:
Before using this prompt, collect:

e The stakeholder feedback surveys or sentiment data.
¢ Communication logs, meeting attendance, and feedback trends.

e Escalation frequency or open communication issues.
Summarize the current communication environment and engagement quality.
Optionally include off-the-record context about leadership dynamics, resistance to transparency, or recurring
communication friction.

TYPE OR COPY/PASTE THIS PROMPT:

I am the PMO Analyst for [Project or Program Name].

The intended audience is the [PMO Director / Sponsor / Communications Office].

The task is to prepare a Stakeholder Sentiment and Communication Health Report using:
e Feedback data and survey results from [repository].
e Communication logs and meeting summaries from [system].
e [Escalation and issue records from [tool].

Generate an output that includes:
1. Summary of stakeholder sentiment and engagement levels (positive, neutral, negative).
2. Communication effectiveness assessment (clarity, frequency, responsiveness).
3. Identified risks or gaps in stakeholder engagement.
4. Recommendations for corrective action.

The tone should be professional, objective, and insight-driven.

The format should include tables for sentiment trends and bullet summaries.

The context is [describe project communication environment and timing of the report].

[If relevant, include off-the-record notes about communication overload, sponsor disengagement, or relationship
recovery strategies.]

Guidelines for Responsible Al Use in Project Management

Generative Al can enhance productivity and quality, but its adoption introduces new governance, ethical, and
operational responsibilities. The following principles establish safe, compliant, and transparent practices for certified
project professionals.

1. Maintain Human Oversight

Al should augment—not replace—professional judgment.

All Al-assisted outputs must be reviewed and approved by a qualified professional before dissemination or official
use.
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2. Ensure Data Integrity and Security
Never upload sensitive, confidential, or personally identifiable information to public or unsecured Al systems.
Use organization-approved tools with encryption, anonymization, and audit capabilities.

3. Preserve Traceability

Document when and how Al was used.

Maintain records of inputs, outputs, model versions, and validation steps to support audit trails and governance
reviews.

4. Validate and Verify Outputs

Al-generated results may contain inaccuracies or incomplete reasoning.

Cross-check all quantitative data, confirm assumptions, and verify compliance with project baselines and PMO
templates.

5. Manage Ethical Risks and Bias
Be aware that Al can unintentionally amplify bias or frame recommendations in misleading ways.
Review outputs critically for fairness, inclusiveness, and accuracy.

6. Protect Intellectual Property
Ensure that the use of Al respects copyright and confidentiality requirements for both input and output data.

7. Reinforce Transparency and Disclosure
Clearly identify when Al-assisted materials are used in official documentation or stakeholder communications.

8. Build Organizational Readiness
PMOs and portfolio offices should establish governance frameworks, training programs, and validation standards to
institutionalize responsible Al use.

Closing Note - From En Dash

Generative Al offers certified project professionals the ability to think faster, communicate more clearly, and manage
complexity with unprecedented efficiency. Yet its value depends entirely on human integrity, discipline, and purpose.

This free book specifically built for Project Management Professionals reflects En Dash’s commitment to responsible
innovation. By combining PMI-aligned rigor with the adaptive power of Al, it enables project professionals to lead
with precision and foresight—turning knowledge into measurable value.

For the complete Generative Al Prompt Library, specialized consulting, or professional development workshops, visit

https://endash.us.
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