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10	AI	Prompts	for	HR	Administrators	
These	ready-to-use	prompts	are	designed	to	help	HR	professionals	save	time,	improve	
clarity,	and	strengthen	communication.	Each	prompt	can	be	customized	for	your	district’s	
needs.	Include	context	(who	it’s	for),	tone	(professional,	friendly,	urgent),	and	format	
(email,	letter,	summary)	to	get	the	best	results.	

1.	Draft	a	Professional	Announcement	
Write	a	professional	but	encouraging	email	to	all	staff	announcing	a	new	district	procedure.	
Keep	it	clear,	positive,	and	aligned	with	HR	tone.	

2.	Simplify	a	Policy	or	Statute	
Summarize	Florida	Statute	1012.61	in	3–4	bullet	points	using	plain,	accessible	language	for	
employees.	

3.	Write	a	Formal	Letter	or	Notice	
Create	a	formal	board	letter	requesting	additional	compensation	for	training	completion.	
Include	purpose,	rationale,	and	fiscal	note.	

4.	Prepare	a	Policy	Update	Notification	
Draft	a	message	to	staff	explaining	updates	to	the	hybrid	work	procedure.	Keep	the	tone	
professional	and	supportive.	

5.	Create	a	Compliance	Reminder	
Write	a	brief	reminder	email	about	completing	mandatory	compliance	training,	
emphasizing	the	due	date	and	accountability	expectations.	

6.	Draft	a	Sensitive	Employee	Relations	Message	
Rewrite	this	employee	relations	message	so	it	is	professional,	direct,	and	respectful	while	
clearly	communicating	expectations	and	next	steps.	

7.	Prepare	Board	or	Audit	Talking	Points	
Summarize	this	issue	into	concise	talking	points	for	a	board	meeting	or	audit	response,	
using	a	professional	and	factual	tone.	

8.	Document	a	Difficult	Conversation	
Draft	a	factual	follow-up	email	documenting	a	difficult	phone	call	or	complaint	
conversation,	including	the	concern	raised,	the	response	provided,	and	the	next	steps.	

9.	Write	a	Thank-You	Message	
Compose	a	professional	thank-you	message	to	event	sponsors	that	expresses	gratitude	
while	encouraging	future	partnership.	

10.	Draft	a	Workflow	or	Process	Summary	
Outline	a	step-by-step	process	for	volunteer	fingerprint	reimbursements	that’s	easy	for	
schools	to	follow	and	share.	


