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Search my Gmail for every email from the last 7 days that is still waiting for a reply from
me. List them by how urgent they are, with one line on what each person wants, and draft a

short reply for the top 3 for me to check before I send.

a4y YXgS> a8 iy A0 (3 Wl Wb &S a2 U)S I Gl VS JgsSwl B0 aS Giclw .dago |z

3/10


https://ostadehoosh.com/g/96c69ttoktmk/#p1

b gt °

l>aos Gulo bl as wS 0 gl - Google Drive
w6 AiS|y

Voaes jl plojed gy U «aig> 0 9 13y 9y Google Drive g5 wlwPDF g loJgaz osiuw 39l
S Jlgaw

105 Olxiol

— oMl (gasuws 5> SlS Sy b S

Find the documents in my Google Drive about my current project. Read them and give me a one-

page summary: what has been decided, what is still open, and the 5 things I need to do next.
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Look at my Google Calendar for next week. Tell me where my free blocks of 2 hours or more are,

which meetings could be shorter or moved, and suggest when to put 3 focused work sessions.
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Create 3 Instagram post designs in Canva for my small business announcing a 20% discount this

week. Keep them clean and modern, with large text that is easy to read on a phone.
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Search my Notion for my notes from this month. Pull out every task or idea I wrote down but

never finished, group them by topic, and create a new Notion page with the list.
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Build me a 10@-slide presentation in Gamma introducing my business to a new client: who we are,
the problem we solve, how we work, 3 results, and a clear next step. Keep the text short on

every slide.
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Look through my Outlook inbox and calendar for this week. Tell me which meetings I need to
prepare for, what each one is about from the emails around it, and what I should read before

each.
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Here is the link to a frame in my Figma file: (link). Write a short handover note for the
developer: the screens, the buttons, the colours and fonts used, and anything that looks

inconsistent.
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Search my Dropbox for the files about my current project. Read them and tell me what each one

is, what has changed most recently, and which ones I should look at first.
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Find me music on Spotify for 2 hours of deep focus work: calm, no lyrics, nothing distracting.

Suggest a few playlists or albums and tell me why each one fits.
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Gmail, Google Drive, Google Calendar
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Canva, Gamma, Figma
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