
Here’s a simple CHATGPT Cheat Sheet. Feel free to use it in your business for various business-
related tasks, from administrative assistance to customer service and creative projects. 

CHATGPT Cheat Sheet 

 

## Administrative Assistance 

- "Draft an email for a meeting invitation." 

- "Create a weekly work schedule for the team." 

- "Summarize the minutes of our last meeting." 

 

## Customer Service 

- "Respond to a customer asking about our return policy." 

- "Generate a polite response to a customer complaint." 

- "Explain our product warranty terms in simple language." 

 

## Marketing and Sales 

- "Write a product description for our new service." 

- "Generate a catchy tagline for our upcoming campaign." 

- "Provide tips for improving our sales pitch." 

 

## Human Resources 

- "Describe best practices for remote team management." 

- "List interview questions for a sales position." 

- "Explain the benefits of diversity in the workplace." 

 

## Financial Management 

- "Explain the basics of cash flow management." 

- "Provide an overview of tax deductions for SMBs." 

- "List ways to improve our cost-efficiency." 

 

## Creative Projects 

- "Design a concept for our next promotional video." 

- "Suggest themes for our annual company event." 

- "Generate ideas for team-building activities." 

 

## Technical Support 

- "Troubleshoot a common issue with our software." 

- "Explain how to secure our company data." 

- "Provide a step-by-step guide for using our CRM system." 

 

## Training and Development 

- "Create a training module for customer service skills." 

- "List resources for learning about digital marketing." 

- "Suggest a curriculum for leadership development." 

 

## Ethics and Compliance 

- "Outline our company's code of conduct." 

- "Explain GDPR compliance for customer data." 

- "List the steps for reporting unethical behavior." 

 

Remember to adapt these prompts to fit your business's specific context and 

needs. CHATGPT can be a versatile tool for supporting various aspects of your 

SMB operations. 



You can use this cheat sheet as a starting point and customize it further based on your business's 
unique requirements. 


