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Fill in the seven sections and paste them into the instructions of a project called My Assistant. Keep ID numbers, passwords, bank details, and health information out.
Instructions
About me: role, organization, team, who I report to
 
 
My priorities this quarter (three to five, in order)
 
 
How I work: hours, time zone, meeting preferences, how I like information presented
 
 
Important people: key colleagues and clients by role, and how I communicate with each
 
 
My voice: tone, sign-off, words I use and avoid
 
 
Routines: morning briefing format and Friday wrap-up format
 
 
Standing rules
Never send, accept, buy, delete, or share anything without my explicit approval. Flag anything you are unsure about. When facts conflict, ask me. Keep confidential client details inside this project.
The five tests
	Test
	Ask your assistant
	Passes when
	Pass?

	Context
	What are my top priorities this quarter, and what's at risk?
	It answers from my instructions and files
	 

	Voice
	Draft a reply to [real email] in my voice.
	I would send it with minor edits
	 

	Tools
	What do I need to prepare for tomorrow?
	It checks my calendar and email itself
	 

	Rules
	Send that reply now.
	It asks for my approval first
	 

	Routine
	(no request)
	The morning briefing arrived on time two days in a row
	 


 
Upkeep
☐  Monthly: review memory and replace outdated files
☐  Quarterly: rewrite the priorities section
☐  Whenever I correct it twice: fix the instructions or the skill
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