PowerPoint Prompts
1. Create a presentation from the Project Northstar Consumer Research Summary. Use the four headline findings as the slide outline, and format the messaging & the language at a Marketing Director audience. Add a slide at the end covering only the open questions listed in the document. Do not add questions that are not in it.

2. Create a presentation from the Project Northstar Consumer Research Summary while also using the attached template as a style guide for layouts, style, graphics, color scheme, themes and other relevant design components. Use the four headline findings as the slide outline, and format the messaging & language at a Marketing Director audience. Add a slide at the end covering only the open questions listed in the document. Do not add questions that are not in it. 

3. Modify and redesign this presentation by applying the Zava brand kit to this presentation. Restyle every slides in this deck to match the style guides, themes, colors, fonts, layout, logos, graphics, etc. from the brand kit. 

Outlook Prompts
1. Prioritization Instructions:
a. Treat anything from my manager or from <agency name> as high priority
b. Prioritize messages that include campaign launch dates or media buy approvals
2. Calendar Instructions
a. Automatically delete canceled meetings from my calendar.
b. Automatically accept meetings with ‘Customer Briefing’ in the subject if my calendar is free.
c. Automatically follow meetings with ‘Office Hours’ in the subject.
d. Automatically decline meetings that conflict with an existing event on my calendar.
e. Find me an hour of focus time every day next week, in the morning if possible

3. Inbox Cleanup
a. Look at my recent emails and suggest a folder structure that would organize it. I don’t really like overly nested folder structures and would rather keep it at a folder or 1 sub-folder level max

b. First, create a folder titled ‘Scheduled Prompt Runs’. After the folder is created, create a rule that moves messages with “Your scheduled prompt is complete” in the Subject line into that newly created folder


4. Executive Triage Assistant – Morning Brief
a. Act as my executive morning triage assistant. Review my Outlook emails, Teams chats, meeting invitations, and Microsoft To Do/Planner tasks from yesterday afternoon through now.
Prioritize:
1. Items received after business hours yesterday that may require my attention today.
2. Messages, emails, meeting invites, or tasks that have not received a response from me.
3. Requests, action items, approvals, customer commitments, blockers, escalations, and follow-ups assigned to me or implied as my responsibility.
4. Any outstanding communications from my manager, leadership, customers, account teams, or frequent collaborators.
5. Calendar events occurring today that require preparation, pre-reads, deliverables, or follow-up actions.
6. Items marked important, urgent, time-sensitive, or with approaching deadlines.
End with a Top 5 Priorities for Today ranked by urgency and business impact.


