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10 Email Prompts That Save 
Your Monday

Mondays drain you. Inbox, calendar chaos, replying to things from Friday. These 
are the exact 10 prompts we keep saved for those mornings. Paste the brackets 
with your details, hit go, edit lightly.

futurefactors.ai/ai-courses  ·  hello@futurefactors.ai
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The Apology Email

"Write a 60-word apology email on behalf of [your name], [role]. To: 

[recipient]. Apologizing for: [what]. Tone: warm but not groveling. End 

with one specific commitment for what changes."
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The Decline-with-Grace Email

"Decline [request] in 40 words. Sound human, not corporate. Open with 

one line of genuine warmth. Decline clearly. End with one concrete 

alternative I can offer instead."
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The Status Update Nobody Asked For

"I owe [person] an update on [project]. Draft a 5-bullet status: what 

shipped, what's blocked, what's next, what I need from them, when I'll 

send the next update. No throat-clearing."
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The Push-Back Email

"I need to push back on [request from sender]. Draft a 60-word reply that 

disagrees respectfully, states my reasoning in one sentence, proposes one 

alternative, ends with a question that hands the ball back."
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The 'Catch You Up' Forwarder

"Forwarding [thread] to [person] who needs to catch up. Draft a 3-line 

preamble: what this thread is about, what action I want from them, by 

when. Tone: friendly, brief."
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The Meeting Recap

"We just finished [meeting]. Draft a recap email to [attendees]: 3 decisions 

made, 3 action items (owner + due date for each), 1 open question for next 

time. Less is more."
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The Polite Chase

"I asked [person] for [thing] on [date] and they haven't replied. Draft a 40-

word follow-up. Assume they're busy, not ignoring me. End with a softball 

question they can answer in 10 seconds."
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The 'Yes But Conditional' Email

"I want to say yes to [request], with [my conditions]. Draft a reply that 

leads with the yes, states the conditions matter-of-factly, ends by checking 

they're workable."
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The Boundary Email

"I need to set a boundary about [issue] with [person]. Draft a 50-word 

email that is kind, clear, and not apologetic for the boundary. Frame it as 

how we work going forward, not a complaint about the past."

AI Scoop · Issue 002 · Email Prompts Pack · 9/10



10

The Friday Wrap

"Draft a 4-bullet end-of-week email to [stakeholder]: this week's win, this 

week's lesson, next week's focus, one thing I need from them. Casual tone, 

like a Slack message."
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Want to build workflows like this with 
your team?

Our courses turn email prompts like these into full operational workflows. 

Built for working professionals, not engineers.

See our AI courses → futurefactors.ai/ai-courses
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