Inbox Triage Instructions Template
Claude AI for Beginners 2027 · Project 7 · Chapter 8
Fill this in and paste it into the instructions of a project called Daily Inbox. Then run the triage prompt each morning.
Project instructions
My role
 
 
My most important senders (names or groups)
 
 
What counts as urgent
 
 
My reply style (tone, length, sign-off)
 
 
Standing rule
Never send anything without my approval. Draft replies only.
Daily triage prompt
Review my email from the last 24 hours. Sort it into three groups: Needs me (draft a reply for each, do not send), FYI (one line each), and Can wait (list only). Then check today's and tomorrow's calendar and flag any conflicts or meetings that need preparation.
My results
	Day
	Minutes on morning email before
	Minutes after
	What Claude sorted wrongly
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