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Welcome
Consultants and coaches in South Africa juggle more roles than most professions realise: rainmaker, practitioner, marketer, administrator and quality controller, often all in the same day. This guide was created to help independent consultants, executive and life coaches, and boutique consulting practices use AI as a practical productivity tool, not as a theoretical concept.
The prompts in this guide are designed for everyday practice-building tasks. They can help you win more clients, design sharper programmes, prepare for sessions, and communicate value more clearly. They do not replace your professional judgement, your methodology or your ethical obligations to clients. They help you organise your thinking and produce useful first drafts, plans, frameworks and reports.
	Important mindset
AI works best when you treat it like a capable assistant that needs clear instructions. Vague instructions produce vague answers. Clear goals, useful context, relevant source information and clear expectations produce far better results.




What Is the GCSE Framework?
The GCSE Framework is a simple prompt structure that helps you explain what you want from an AI tool. It stands for Goal, Context, Source and Expectation.
	Element
	Meaning
	Why It Matters

	G
	Goal
	What do you want the AI tool to do?

	C
	Context
	What background information does it need?

	S
	Source
	What information, data, notes, documents or examples should it use?

	E
	Expectation
	What should the final answer look like?


Why the GCSE Framework Works
1. Goal - gives the AI tool a clear task instead of leaving it to guess what you want.
1. Context - makes the answer relevant to your practice, clients, niche and constraints.
1. Source - tells the AI what information to use, which reduces generic answers and improves accuracy.
1. Expectation - clarifies the format, tone, level of detail and practical output you need.


How to Use This Prompt Library
1. Choose the prompt that matches the task you are working on.
1. Copy the prompt into your AI tool.
1. Edit the placeholders in square brackets so the prompt reflects your practice and your client.
1. Add any relevant source information, such as notes, session records or client feedback.
1. Check the response carefully. AI can make mistakes and may miss important context.
1. Ask follow-up questions to improve the answer, make it more practical or change the format.
1. Save the prompts and versions that work best for your practice.
	Practical reminder
Do not paste confidential client information, personal details, assessment results, health information or sensitive business information into an AI tool unless you are certain your professional obligations and the tool's privacy settings allow it.


Tips for Better AI Results
1. Be specific about your niche, client type, methodology and desired outcome.
1. Use real detail where possible: session structure, programme length, fees, client goals or common objections.
1. Ask for tables, checklists, scripts or frameworks when you need practical outputs.
1. Ask the AI to challenge your assumptions, identify risks and suggest practical next steps.
1. Refine weak answers by saying what is missing, what is too generic, or what needs to be more client-specific.
1. Use your professional judgement. AI is a support tool, not a substitute for accountable professional practice.


Tips for Safe and Effective AI Use
AI can be a powerful tool for your practice, but it works best inside sensible guardrails. Keep these principles in mind every time you use an AI tool for client or business tasks.
Protect client confidentiality
1. Never paste client ID numbers, health information, financial details, assessment results or identifying personal information into a public AI tool.
1. If in doubt about what is confidential, treat it as confidential and leave it out of the prompt, or anonymise it first.
Check every output before you use it
1. AI can produce confident-sounding answers that are inaccurate, outdated or simply wrong. Always verify facts, frameworks and any legal, tax or regulatory references.
1. Treat AI output as a first draft. Read it critically, correct it, and add your own professional expertise before it goes to a client.
Keep a human in charge of decisions
1. Use AI to organise your thinking and speed up drafting, not to make final ethical, clinical, legal or high-stakes decisions on its own.
1. For anything with legal, ethical, regulatory or safeguarding implications, confirm the output with a qualified professional or your professional body.
Protect your professional voice and relationships
1. Edit AI-generated messages so they sound like you, not like a generic template.
1. Be transparent with clients about when AI has been used to support (not replace) your work, where relevant.
Manage access and accountability
1. Decide which AI tools are approved for use with client information and what may or may not be shared with them.
1. Keep a record of prompts and outputs used for important client decisions, in case you need to explain your reasoning later.
	Golden rule
AI produces a first draft. You produce the final output. Your name, and your professional reputation, go on it. Always own the result.




The Consultant or Coach Prompt Library
The following 50 prompts are grouped into 10 practical practice areas. They are written for South African consultants and coaches and can be adapted to almost any niche, methodology or specialism.
	How to customise the prompts
Replace the words in square brackets with your own information. Add more context whenever possible: your niche, client type, methodology, current numbers and desired outcome. After the first answer, ask follow-up questions until the output is useful enough to act on.




Prompt Library 1: Client Acquisition and Business Development
Use these prompts to identify prospects, sharpen your positioning and turn conversations into signed engagements.
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Prompt 1: Create a 90-Day Client Acquisition Plan
	COPY, EDIT AND PASTE PROMPT
Create a 90-Day Client Acquisition Plan
Use this when: you need a focused plan to fill your pipeline over the next quarter.
Goal: Create a practical 90-day client acquisition plan for my consulting or coaching practice.
Context: I offer [type of consulting/coaching] to [target client type] in [location/sector]. My current pipeline is [describe], and my biggest challenge is [challenge].
Source: Use the information above and any additional notes I provide below: [paste notes].
Expectation: Present a 90-day plan with weekly priorities, actions, channels, expected impact, risks and success measures. Keep it realistic for a solo or small practice with limited time.


Useful follow-up prompts:
1. Turn this into a weekly outreach calendar.
1. Create a one-page summary I can review every Monday.
1. Identify the 3 highest-leverage actions in this plan.

Prompt 2: Define My Ideal Client Profile
	COPY, EDIT AND PASTE PROMPT
Define My Ideal Client Profile
Use this when: your marketing and outreach feel unfocused or you keep attracting the wrong-fit clients.
Goal: Help me define my ideal client profile as a consultant or coach.
Context: I work with [type of client] on [type of problem/outcome]. My best clients so far have been [describe]. The clients I want more of are [describe].
Source: Use these notes about past clients, results and feedback: [paste notes].
Expectation: Create 2-3 ideal client profiles with their situation, pain points, triggers for seeking help, objections, where to find them and messaging that would resonate.


Useful follow-up prompts:
1. Rank these profiles by likely lifetime value.
1. Suggest where each profile is most active online and offline.
1. Create outreach messaging for each profile.

Prompt 3: Draft a Referral Request Strategy
	COPY, EDIT AND PASTE PROMPT
Draft a Referral Request Strategy
Use this when: you rely on word of mouth and want a more consistent referral flow.
Goal: Create a structured referral request strategy for my practice.
Context: My clients typically get results such as [describe outcomes]. My best referral sources have been [past clients, colleagues, other professionals]. I currently ask for referrals [rarely/never/inconsistently].
Source: Use these notes about my client relationships and past referrals: [paste notes].
Expectation: Create a referral process with the right timing, a request script, a follow-up message, an incentive idea if appropriate, and a simple tracking sheet.


Useful follow-up prompts:
1. Draft a LinkedIn message version of the referral request.
1. Create a thank-you message for a successful referral.
1. Suggest professional partners who could refer clients to me.

Prompt 4: Prepare for a Discovery Call
	COPY, EDIT AND PASTE PROMPT
Prepare for a Discovery Call
Use this when: you have a call booked with a prospective client and want to make the best use of it.
Goal: Help me prepare for an upcoming discovery call with a prospective client.
Context: The prospect is [name/company/individual] and they are dealing with [challenge]. My goal for the call is [desired outcome]. My offer is [describe service].
Source: Use these notes about the prospect and their situation: [paste notes].
Expectation: Create a call agenda, discovery questions, listening cues to watch for, a way to explain my process, likely objections and how to close with a clear next step.


Useful follow-up prompts:
1. Create a one-page pre-call briefing note.
1. Draft the follow-up email to send after the call.
1. Create questions that uncover budget and decision-making process.

Prompt 5: Handle Objections About Cost or Value
	COPY, EDIT AND PASTE PROMPT
Handle Objections About Cost or Value
Use this when: prospects hesitate over price or are unsure whether the investment is worth it.
Goal: Help me respond professionally to objections about cost or perceived value.
Context: I offer [service] at [fee structure]. Common objections are [list objections, e.g. too expensive, need to think about it, want to try it alone first].
Source: Use these details about my offer and typical client conversations: [paste notes].
Expectation: Create a table with each objection, what the prospect may really be concerned about, a strong response, a clarifying question and a suggested next step.


Useful follow-up prompts:
1. Create a role-play where you act as the hesitant prospect.
1. Make the responses warmer and less defensive.
1. Create a one-page value justification I can send by email.



Prompt Library 2: Discovery, Onboarding and Contracting
Use these prompts to run strong discovery conversations, set clear expectations and onboard new clients smoothly.
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Prompt 6: Design a Client Discovery Questionnaire
	COPY, EDIT AND PASTE PROMPT
Design a Client Discovery Questionnaire
Use this when: you want to gather structured information before the first working session.
Goal: Create a client discovery questionnaire for a new engagement.
Context: I am starting a [consulting engagement/coaching relationship] with a client in [industry/life area]. I need to understand [goals, history, constraints, stakeholders, current state].
Source: Use these notes about the engagement type and what I typically need to know: [paste notes].
Expectation: Create a discovery questionnaire grouped into logical sections, with open and closed questions, and a note on how each answer will shape my approach.


Useful follow-up prompts:
1. Create a shorter version for a first phone call.
1. Turn this into an online form structure.
1. Suggest follow-up questions for vague answers.

Prompt 7: Create a Client Onboarding Sequence
	COPY, EDIT AND PASTE PROMPT
Create a Client Onboarding Sequence
Use this when: you want new clients to feel confident and clear from day one.
Goal: Create a professional onboarding sequence for a new client.
Context: My engagement is [type, e.g. 6-month coaching programme, 3-month consulting project]. The client needs to understand [process, tools, expectations, communication channels].
Source: Use these notes about my typical engagement structure: [paste notes].
Expectation: Create a week-by-week onboarding sequence with welcome message, logistics, expectations document, first session structure and early check-in points.


Useful follow-up prompts:
1. Draft the welcome email.
1. Create a client welcome pack outline.
1. Create a checklist I can use internally for every new client.

Prompt 8: Draft a Coaching or Consulting Agreement Outline
	COPY, EDIT AND PASTE PROMPT
Draft a Coaching or Consulting Agreement Outline
Use this when: you need to set out scope, fees and terms clearly before starting work.
Goal: Help me draft a clear, professional engagement agreement outline for a new client.
Context: The engagement is [describe scope, duration, deliverables or session count]. My fee structure is [describe]. My cancellation and rescheduling policy is [describe].
Source: Use these details about the engagement: [paste notes].
Expectation: Create an agreement outline covering scope, deliverables, fees and payment terms, confidentiality, cancellation policy, communication expectations and signature section. Note that a qualified legal professional should review the final agreement.


Useful follow-up prompts:
1. Create a plain-language summary version for the client.
1. Draft a confidentiality clause suited to coaching work.
1. Create a simple scope-change request process.

Prompt 9: Set Clear Expectations About Confidentiality and POPIA
	COPY, EDIT AND PASTE PROMPT
Set Clear Expectations About Confidentiality and POPIA
Use this when: you need to explain how client information will be handled, in line with South African privacy law.
Goal: Help me draft a clear confidentiality and data-privacy explanation for clients.
Context: I collect and store [types of client information, e.g. session notes, assessments, personal details] using [tools/systems]. My practice operates in South Africa and is subject to POPIA.
Source: Use these notes about how I currently handle client information: [paste notes].
Expectation: Explain in plain language what information is collected, how it is stored and protected, who can access it, and the client's rights under POPIA. Recommend having this reviewed by a qualified professional before use.


Useful follow-up prompts:
1. Create a shorter version for a website privacy notice.
1. Draft a client consent statement.
1. Identify practical steps to improve how I currently store client data.

Prompt 10: Prepare a Kick-Off Session Agenda
	COPY, EDIT AND PASTE PROMPT
Prepare a Kick-Off Session Agenda
Use this when: you are starting a new engagement and want the first session to be productive.
Goal: Create a structured agenda for a client kick-off session.
Context: This is the first working session with a client in a [coaching/consulting] engagement focused on [goal/topic]. The session is [length] minutes.
Source: Use these discovery notes about the client: [paste notes].
Expectation: Create a kick-off agenda with objectives, opening questions, goal clarification exercise, working agreement discussion, logistics confirmation and next steps.


Useful follow-up prompts:
1. Create talking points for explaining my methodology.
1. Draft a working agreement I can review together with the client.
1. Create a summary template to send after the session.



Prompt Library 3: Coaching and Consulting Methodology
Use these prompts to sharpen frameworks, structure your thinking tools and strengthen how you deliver value.
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Prompt 11: Structure a Coaching Framework for a Common Challenge
	COPY, EDIT AND PASTE PROMPT
Structure a Coaching Framework for a Common Challenge
Use this when: you want a repeatable structure for a challenge you see often in clients.
Goal: Help me build a structured coaching framework for a common client challenge.
Context: Clients I coach often struggle with [challenge, e.g. confidence, decision-making, work-life balance, leadership presence]. My coaching approach is generally [describe style/model].
Source: Use these observations and examples from past sessions: [paste notes].
Expectation: Create a step-by-step framework with stages, key questions for each stage, tools or exercises, and signs that the client is progressing.


Useful follow-up prompts:
1. Create a one-page visual summary of this framework.
1. Suggest exercises I could use between sessions.
1. Create a client handout explaining the framework simply.

Prompt 12: Design a Consulting Diagnostic Tool
	COPY, EDIT AND PASTE PROMPT
Design a Consulting Diagnostic Tool
Use this when: you need a structured way to assess a client's current state before recommending solutions.
Goal: Design a diagnostic tool to assess a client organisation's current state.
Context: My consulting focus is [area, e.g. strategy, operations, leadership, culture]. I typically need to assess [dimensions, e.g. processes, people, systems, performance].
Source: Use these notes about what I usually need to uncover: [paste notes].
Expectation: Create a diagnostic tool with categories, rating criteria, key questions per category and guidance on interpreting the results.


Useful follow-up prompts:
1. Turn this into a scorecard format.
1. Create a client-facing summary of the diagnostic results.
1. Suggest which findings should trigger urgent recommendations.

Prompt 13: Build a Powerful Coaching Question Bank
	COPY, EDIT AND PASTE PROMPT
Build a Powerful Coaching Question Bank
Use this when: you want a stronger set of questions for a specific coaching theme.
Goal: Generate a bank of powerful coaching questions for a specific theme.
Context: The coaching theme is [e.g. career transition, leadership growth, work-life balance, resilience]. My clients are typically [describe client profile].
Source: Use these examples of client situations related to this theme: [paste notes].
Expectation: Create 20 open, non-leading coaching questions grouped by stage: exploring the issue, challenging assumptions, generating options and committing to action.


Useful follow-up prompts:
1. Suggest which questions work best early versus late in a session.
1. Create follow-up questions for common vague answers.
1. Adapt these questions for a group coaching setting.

Prompt 14: Create a Client Case Study Structure
	COPY, EDIT AND PASTE PROMPT
Create a Client Case Study Structure
Use this when: you want to document a client success story for learning or marketing purposes.
Goal: Help me structure a client case study from a successful engagement.
Context: The client faced [challenge] before working with me. The engagement involved [approach/methodology]. The outcome was [result, if known].
Source: Use these notes and any client feedback: [paste notes]. Note: only use with explicit client permission and anonymise where required.
Expectation: Create a case study structure with situation, approach, actions taken, results and a client quote placeholder. Keep the tone credible and specific rather than promotional.


Useful follow-up prompts:
1. Create a short version suitable for a LinkedIn post.
1. Draft a permission request message to send to the client.
1. Suggest which metrics would make this case study more compelling.

Prompt 15: Compare Two Coaching or Consulting Models
	COPY, EDIT AND PASTE PROMPT
Compare Two Coaching or Consulting Models
Use this when: you are deciding which methodology or framework best fits a client's needs.
Goal: Help me compare two coaching or consulting models to decide which fits a client situation.
Context: I am considering using [model/framework 1] versus [model/framework 2] for a client dealing with [situation]. My decision criteria are [fit, complexity, time required, client readiness].
Source: Use these notes about the client and the two models: [paste notes].
Expectation: Compare the two models on strengths, weaknesses, best-fit situations and practical considerations. Recommend one with reasoning, and note what to verify with the client first.


Useful follow-up prompts:
1. Create a hybrid approach combining useful elements of both.
1. Create a simple way to explain the chosen model to the client.
1. Identify risks of using this model with this particular client.



Prompt Library 4: Marketing and Thought Leadership
Use these prompts to build visibility, share expertise and attract the right clients through content.
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Prompt 16: Create a 30-Day Content Plan
	COPY, EDIT AND PASTE PROMPT
Create a 30-Day Content Plan
Use this when: you want consistent visibility without spending hours planning content.
Goal: Create a 30-day content plan to build visibility as a consultant or coach.
Context: My expertise is in [niche/topic]. My audience is [target audience]. I currently post on [platforms, e.g. LinkedIn, Instagram, email newsletter].
Source: Use these notes about my expertise, client questions and recent work: [paste notes].
Expectation: Create a 30-day content calendar with weekly themes, post ideas, a mix of educational and personal-brand content, and suggested formats.


Useful follow-up prompts:
1. Write the first 5 posts in full.
1. Create a LinkedIn-specific version.
1. Suggest which posts are most likely to attract enquiries.

Prompt 17: Write a Signature Talk or Webinar Outline
	COPY, EDIT AND PASTE PROMPT
Write a Signature Talk or Webinar Outline
Use this when: you want a repeatable talk that showcases your expertise and attracts leads.
Goal: Help me create a signature talk or webinar outline.
Context: My expertise is [topic]. My audience is [type of attendee, e.g. HR leaders, small business owners, individuals facing career change]. The goal of the talk is [awareness/lead generation/authority building].
Source: Use these notes about my methodology and key insights: [paste notes].
Expectation: Create a talk outline with a hook, 3 key messages, supporting stories or frameworks, a call to action, and suggested slide structure.


Useful follow-up prompts:
1. Create a shorter 10-minute version.
1. Draft promotional copy to invite people to attend.
1. Create discussion questions for a Q&A section.

Prompt 18: Draft a Thought Leadership Article
	COPY, EDIT AND PASTE PROMPT
Draft a Thought Leadership Article
Use this when: you want to publish an article that positions you as an expert in your field.
Goal: Help me draft a thought leadership article on a topic in my field.
Context: The topic is [topic]. My unique perspective or experience is [describe]. My audience is [target readers].
Source: Use these notes, examples and client observations: [paste notes].
Expectation: Create an article structure with a strong opening, 3-4 key points supported by examples, a practical takeaway and a closing call to action. Keep the tone credible and South African in context where relevant.


Useful follow-up prompts:
1. Create a shorter LinkedIn article version.
1. Suggest 3 alternative headlines.
1. Create a summary graphic outline for social media.

Prompt 19: Build a Lead Magnet Concept
	COPY, EDIT AND PASTE PROMPT
Build a Lead Magnet Concept
Use this when: you want a free resource that attracts your ideal client and starts a relationship.
Goal: Help me design a lead magnet to attract my ideal client.
Context: My ideal client struggles with [problem]. My offer eventually solves [outcome]. My audience typically finds me through [channels].
Source: Use these notes about my ideal client's pain points: [paste notes].
Expectation: Suggest 3 lead magnet concepts (e.g. checklist, assessment, mini-guide) with a title, structure outline and how it naturally leads to my paid offer.


Useful follow-up prompts:
1. Develop the strongest concept into a full outline.
1. Draft the landing page copy for this lead magnet.
1. Create a follow-up email sequence after someone downloads it.

Prompt 20: Improve My Website or LinkedIn Bio
	COPY, EDIT AND PASTE PROMPT
Improve My Website or LinkedIn Bio
Use this when: your current bio or website copy does not clearly communicate your value.
Goal: Improve the messaging on my website or professional profile.
Context: I am a [consultant/coach] specialising in [niche]. I want visitors to [book a call, download a resource, follow my content].
Source: Here is my current bio or website text: [paste text].
Expectation: Rewrite the copy with a strong headline, clear description of who I help and how, credibility markers, and a clear call to action. Keep the tone professional and authentic.


Useful follow-up prompts:
1. Create a shorter LinkedIn headline version.
1. Create 3 alternative headline options.
1. Suggest credibility elements I should add or highlight.



Prompt Library 5: Pricing, Proposals and Contracts
Use these prompts to price your services with confidence and present proposals that win business.
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Prompt 21: Review My Pricing Structure
	COPY, EDIT AND PASTE PROMPT
Review My Pricing Structure
Use this when: you are unsure whether your fees reflect the value you deliver.
Goal: Help me review my pricing structure as a consultant or coach.
Context: I currently charge [describe fees/packages]. My main costs are [time, tools, associate fees]. Competitors in my niche charge about [if known].
Source: Use the pricing information above plus these notes: [paste notes].
Expectation: Analyse whether my pricing appears too low, too high or unclear relative to the value delivered. Suggest pricing options, value-based messaging and a simple test plan.


Useful follow-up prompts:
1. Create a good-better-best package structure.
1. Draft a price increase communication for existing clients.
1. Suggest how to justify premium pricing to a hesitant prospect.

Prompt 22: Create a Winning Proposal Outline
	COPY, EDIT AND PASTE PROMPT
Create a Winning Proposal Outline
Use this when: you need to turn a discovery conversation into a compelling written proposal.
Goal: Create a professional proposal outline for a prospective client.
Context: The client is [describe]. They need [problem/goal]. My proposed approach is [describe methodology/programme].
Source: Use these details about the client, scope and pricing: [paste notes].
Expectation: Create a proposal structure with executive summary, understanding of the challenge, proposed approach, scope and deliverables, timeline, investment, and next steps.


Useful follow-up prompts:
1. Draft the full proposal text.
1. Create a one-page summary version.
1. Create a follow-up email to send with the proposal.

Prompt 23: Design Service Packages
	COPY, EDIT AND PASTE PROMPT
Design Service Packages
Use this when: you want to move from ad-hoc pricing to clear, sellable packages.
Goal: Help me design clear service packages for my practice.
Context: I offer [type of service]. My clients typically need [range of support]. I want to offer [number] tiers or packages.
Source: Use these notes about what I currently deliver and what clients ask for most: [paste notes].
Expectation: Create package options with names, what's included, ideal client for each, pricing guidance and how to present the choice without overwhelming the prospect.


Useful follow-up prompts:
1. Create a comparison table of the packages.
1. Draft the package descriptions for my website.
1. Suggest an upsell path between packages.

Prompt 24: Respond to a Request for a Discount
	COPY, EDIT AND PASTE PROMPT
Respond to a Request for a Discount
Use this when: a prospect or client asks you to lower your fee.
Goal: Help me respond professionally to a request for a discount.
Context: The client said [describe their request/reasoning]. My standard fee is [amount]. I am open to [flexibility, if any, e.g. adjusted scope, payment plan].
Source: Use this context about the request and the relationship: [paste notes].
Expectation: Draft a response that holds the value of my pricing, offers reasonable alternatives if appropriate, and maintains the relationship professionally.


Useful follow-up prompts:
1. Create a firmer version if I do not want to offer any discount.
1. Create a version that offers a scope adjustment instead of a discount.
1. Suggest how to handle this pattern if it happens repeatedly.

Prompt 25: Draft Payment Terms and Late Payment Follow-Up
	COPY, EDIT AND PASTE PROMPT
Draft Payment Terms and Late Payment Follow-Up
Use this when: you need clear payment terms or a client payment is overdue.
Goal: Help me draft clear payment terms and a professional late-payment follow-up message.
Context: My standard payment terms are [describe, e.g. 50% upfront, monthly retainer, invoice on completion]. A client's payment is currently [amount] overdue by [time period].
Source: Use these details about the engagement and payment history: [paste notes].
Expectation: Draft clear payment terms wording for future agreements, plus a polite but firm follow-up message for the overdue payment, escalating in tone if needed.


Useful follow-up prompts:
1. Create a friendlier first-reminder version.
1. Create a firmer final-notice version.
1. Suggest how to prevent late payments in future engagements.



Prompt Library 6: Session and Programme Design
Use these prompts to design coaching sessions, consulting workshops and multi-session programmes with clear structure.
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Prompt 26: Design a Multi-Session Coaching Programme
	COPY, EDIT AND PASTE PROMPT
Design a Multi-Session Coaching Programme
Use this when: you are structuring a coaching engagement over several months.
Goal: Design a structured multi-session coaching programme.
Context: The programme runs for [duration/number of sessions] and focuses on [goal/theme]. The client is [describe client type].
Source: Use these notes about the client's goals and starting point: [paste notes].
Expectation: Create a session-by-session outline with objectives, key themes, exercises or tools for each session, and milestones to track progress.


Useful follow-up prompts:
1. Create a one-page programme overview for the client.
1. Suggest homework or reflection tasks between sessions.
1. Create a mid-programme review checklist.

Prompt 27: Plan a Consulting Workshop Agenda
	COPY, EDIT AND PASTE PROMPT
Plan a Consulting Workshop Agenda
Use this when: you are facilitating a workshop with a client team.
Goal: Create a detailed agenda for a consulting workshop.
Context: The workshop is [duration] with [number] attendees from [client organisation]. The purpose is [objective, e.g. strategy alignment, problem-solving, planning].
Source: Use these notes about the client's context and desired outcomes: [paste notes].
Expectation: Create a workshop agenda with timings, objectives per segment, facilitation activities, materials needed and expected outputs.


Useful follow-up prompts:
1. Create a facilitator script with prompts for each segment.
1. Create a pre-workshop briefing note for attendees.
1. Create a post-workshop summary template.

Prompt 28: Create a Single Session Structure
	COPY, EDIT AND PASTE PROMPT
Create a Single Session Structure
Use this when: you want a reliable structure for a one-off or recurring session.
Goal: Create a clear structure for an individual coaching or consulting session.
Context: The session is [length] minutes with a client working on [topic/goal]. This is session [number] in the engagement.
Source: Use these notes on where the client currently stands: [paste notes].
Expectation: Create a session structure with opening check-in, main working segment, key questions or exercises, and a closing summary with action commitments.


Useful follow-up prompts:
1. Create a version for a virtual/video session.
1. Suggest how to handle a client who arrives distracted or low-energy.
1. Create a session notes template to complete afterwards.

Prompt 29: Design Between-Session Accountability Tasks
	COPY, EDIT AND PASTE PROMPT
Design Between-Session Accountability Tasks
Use this when: you want clients to make progress between sessions, not just during them.
Goal: Help me design meaningful accountability tasks for clients between sessions.
Context: The client is working on [goal]. Their tendency is to [describe pattern, e.g. avoid difficult conversations, overthink decisions, procrastinate].
Source: Use these notes about the client's situation and recent session: [paste notes].
Expectation: Suggest 2-3 accountability tasks that are specific, achievable and tied to the client's goal, plus a way to check in on progress at the next session.


Useful follow-up prompts:
1. Create a simple accountability tracking sheet for the client.
1. Suggest how to respond if the client did not complete the task.
1. Create a check-in message to send between sessions.

Prompt 30: Create a Group Coaching or Mastermind Format
	COPY, EDIT AND PASTE PROMPT
Create a Group Coaching or Mastermind Format
Use this when: you are launching or improving a group programme.
Goal: Design a group coaching or mastermind session format.
Context: The group has [number] participants working on [shared theme]. Sessions run [frequency] for [duration].
Source: Use these notes about the group's goals and dynamics: [paste notes].
Expectation: Create a session format with opening, individual check-ins, group discussion or hot-seat structure, peer input guidelines and closing commitments.


Useful follow-up prompts:
1. Create ground rules for group confidentiality and participation.
1. Suggest how to handle a dominant or disengaged participant.
1. Create a welcome document for new group members.



Prompt Library 7: Client Progress, Accountability and Retention
Use these prompts to track progress, handle difficult conversations and keep clients engaged for the long term.
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Prompt 31: Create a Client Progress Review Template
	COPY, EDIT AND PASTE PROMPT
Create a Client Progress Review Template
Use this when: you want a structured way to review progress at key milestones.
Goal: Create a client progress review template.
Context: The engagement started with the goal of [initial goal]. We are now at [milestone, e.g. midpoint, month 3]. Progress so far includes [describe].
Source: Use these session notes and observations: [paste notes].
Expectation: Create a progress review structure covering goals achieved, obstacles encountered, adjustments needed and priorities for the next phase.


Useful follow-up prompts:
1. Create a client-facing summary version.
1. Create questions to ask the client during this review.
1. Suggest how to reframe the goal if progress has stalled.

Prompt 32: Handle a Client Who Is Not Making Progress
	COPY, EDIT AND PASTE PROMPT
Handle a Client Who Is Not Making Progress
Use this when: a client seems stuck despite consistent sessions.
Goal: Help me think through how to support a client who is not making expected progress.
Context: The client's goal is [goal]. Progress has been [describe, e.g. minimal, inconsistent, resistant]. Possible factors include [describe if known].
Source: Use these session notes and observations: [paste notes].
Expectation: Suggest possible root causes, questions to explore with the client, adjustments to approach, and how to have an honest conversation about the lack of progress.


Useful follow-up prompts:
1. Draft the opening of that honest conversation.
1. Suggest when it may be appropriate to end or pause the engagement.
1. Create a revised plan if we agree to continue.

Prompt 33: Draft a Client Check-In or Pulse Survey
	COPY, EDIT AND PASTE PROMPT
Draft a Client Check-In or Pulse Survey
Use this when: you want structured feedback on how the client feels the engagement is going.
Goal: Create a short check-in or pulse survey for an active client.
Context: The engagement is [type/duration]. I want to understand satisfaction, progress and any concerns before they become bigger issues.
Source: Use these notes about the engagement so far: [paste notes].
Expectation: Create a short survey or conversation guide with 5-7 questions covering satisfaction, progress, communication and any unmet needs.


Useful follow-up prompts:
1. Create a version suitable for an anonymous online form.
1. Suggest how to respond if feedback is negative.
1. Create a summary format to track feedback across all clients.

Prompt 34: Create a Renewal or Extension Proposal
	COPY, EDIT AND PASTE PROMPT
Create a Renewal or Extension Proposal
Use this when: an engagement is ending and you want to propose continuing the relationship.
Goal: Help me create a renewal or extension proposal for an existing client.
Context: The current engagement focused on [goal] and achieved [results]. I believe continued work could help with [next phase/goal].
Source: Use these notes about the results achieved and the client's likely next needs: [paste notes].
Expectation: Create a renewal proposal that reflects on results achieved, proposes a next phase with clear objectives, and includes updated scope and pricing.


Useful follow-up prompts:
1. Draft the conversation opener to introduce this proposal.
1. Create a shorter version focused only on the next 90 days.
1. Suggest how to price a loyal, long-term client fairly.

Prompt 35: Design a Client Offboarding Process
	COPY, EDIT AND PASTE PROMPT
Design a Client Offboarding Process
Use this when: an engagement is ending and you want to close it professionally.
Goal: Create a professional offboarding process for the end of a client engagement.
Context: The engagement is ending because [natural completion/client decision/other]. I want the client to leave with [clarity, resources, a positive final experience].
Source: Use these notes about the engagement and its outcomes: [paste notes].
Expectation: Create an offboarding process with a final session structure, a summary of outcomes and resources, a request for feedback or testimonial, and a way to stay connected.


Useful follow-up prompts:
1. Draft the final session summary document.
1. Draft a testimonial request message.
1. Create a light-touch way to stay in contact for future referrals.



Prompt Library 8: Business Operations and Productivity
Use these prompts to manage your time, systems and admin so you can focus on client-facing work.
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Prompt 36: Create a Weekly Practice Productivity Plan
	COPY, EDIT AND PASTE PROMPT
Create a Weekly Practice Productivity Plan
Use this when: you need to balance client sessions, marketing and admin more effectively.
Goal: Create a weekly productivity plan for my consulting or coaching practice.
Context: My responsibilities include [client sessions, marketing, admin, proposals, invoicing, professional development]. I currently struggle with [describe].
Source: Use these tasks and commitments: [paste list].
Expectation: Organise my week into client-facing blocks, business development blocks, admin blocks and personal development time. Include what to stop, start and continue.


Useful follow-up prompts:
1. Create a daily checklist version.
1. Identify tasks I could delegate or automate.
1. Create a Friday weekly review template.

Prompt 37: Build a Simple Client Management System
	COPY, EDIT AND PASTE PROMPT
Build a Simple Client Management System
Use this when: you are tracking clients across spreadsheets, notebooks and memory and want more structure.
Goal: Help me design a simple client management system for my practice.
Context: I currently manage [number] active clients using [current method, e.g. spreadsheet, notebook, memory]. I need to track [session dates, notes, invoices, goals, follow-ups].
Source: Use these notes about my current process and pain points: [paste notes].
Expectation: Design a simple system structure (fields, categories, tracking cadence) that could work in a spreadsheet or lightweight tool, without requiring expensive software.


Useful follow-up prompts:
1. Create the column headings for a spreadsheet version.
1. Suggest a simple weekly routine to keep it updated.
1. Identify what information should never be stored insecurely.

Prompt 38: Standardise My Session Notes Process
	COPY, EDIT AND PASTE PROMPT
Standardise My Session Notes Process
Use this when: your session notes are inconsistent and hard to refer back to.
Goal: Create a standard template and process for taking client session notes.
Context: I run [type of sessions] and need to record [goals discussed, insights, commitments, follow-ups] consistently.
Source: Use this example of a recent session: [paste example notes].
Expectation: Create a session notes template with clear sections and a short process for completing it within a set time after each session, respecting confidentiality.


Useful follow-up prompts:
1. Create a version optimised for quick typing during the session.
1. Suggest how long notes should be retained and how to store them securely.
1. Create a template for summarising notes before the next session.

Prompt 39: Reduce Time Spent on Admin Tasks
	COPY, EDIT AND PASTE PROMPT
Reduce Time Spent on Admin Tasks
Use this when: admin work is eating into billable or client-facing time.
Goal: Help me identify ways to reduce time spent on practice administration.
Context: My main admin tasks are [invoicing, scheduling, note-taking, proposal writing, follow-ups]. I currently spend about [time] per week on admin.
Source: Use these notes about my current admin workflow: [paste notes].
Expectation: Identify which admin tasks could be templated, batched, delegated or automated, and suggest a realistic weekly admin routine.


Useful follow-up prompts:
1. Create templates for the most repetitive admin tasks.
1. Suggest which tasks are worth outsourcing first as the practice grows.
1. Create a simple weekly admin checklist.

Prompt 40: Plan My Professional Calendar and Capacity
	COPY, EDIT AND PASTE PROMPT
Plan My Professional Calendar and Capacity
Use this when: you want to avoid overbooking and protect time for delivery quality.
Goal: Help me plan my calendar and manage client capacity sustainably.
Context: I currently take on [number] clients at a time, each requiring [session frequency/duration]. I also need time for [marketing, admin, professional development, rest].
Source: Use these notes about my current schedule and capacity limits: [paste notes].
Expectation: Suggest a sustainable capacity model with a maximum client load, buffer time between sessions, and protected time for business development and rest.


Useful follow-up prompts:
1. Create a waitlist message for when I am at capacity.
1. Suggest how to raise prices as demand increases rather than overloading my calendar.
1. Create a policy for session rescheduling and cancellations.



Prompt Library 9: Professional Development, Ethics and Boundaries
Use these prompts to strengthen your practice ethically, maintain professional boundaries and keep developing your craft.
[image: ]
Prompt 41: Prepare for Supervision or Peer Consultation
	COPY, EDIT AND PASTE PROMPT
Prepare for Supervision or Peer Consultation
Use this when: you want to bring a client situation to supervision or peer discussion thoughtfully.
Goal: Help me prepare a case for supervision or peer consultation.
Context: The situation involves a client where [describe the challenge, dilemma or pattern], without disclosing identifying details. I want input on [specific question].
Source: Use these anonymised notes about the situation: [paste notes, removing identifying details].
Expectation: Help me structure the case presentation with context, the specific dilemma, what I have tried, and clear questions for my supervisor or peers.


Useful follow-up prompts:
1. Suggest questions my supervisor might ask me.
1. Create a short written version to send in advance.
1. Suggest relevant ethical considerations to raise.

Prompt 42: Think Through an Ethical Dilemma
	COPY, EDIT AND PASTE PROMPT
Think Through an Ethical Dilemma
Use this when: you are unsure about the right course of action in a client situation.
Goal: Help me think through an ethical dilemma in my coaching or consulting practice.
Context: The situation is [describe the dilemma without identifying the client, e.g. conflicting interests, confidentiality concerns, scope boundaries]. Relevant professional body guidelines may include [ICF, COMENSA, or other applicable code of ethics].
Source: Use these anonymised notes about the situation: [paste notes].
Expectation: Help me consider the ethical principles at play, possible courses of action, likely consequences of each, and questions to ask a mentor, supervisor or professional body. Recommend consulting your professional body's ethics guidance for a final decision.


Useful follow-up prompts:
1. Identify the most conservative, lowest-risk option.
1. Suggest how to document my reasoning for this decision.
1. Create talking points if I need to raise this with the client directly.

Prompt 43: Create a Personal Continuing Professional Development Plan
	COPY, EDIT AND PASTE PROMPT
Create a Personal Continuing Professional Development Plan
Use this when: you want to keep developing your skills and meet CPD requirements for your professional body.
Goal: Help me create a continuing professional development (CPD) plan for the year.
Context: I am accredited with or working towards [professional body, e.g. ICF, COMENSA, IODSA, or other]. My current skill gaps or growth areas are [describe]. My CPD requirement is [hours/points, if known].
Source: Use these notes about my current skills, interests and requirements: [paste notes].
Expectation: Create a CPD plan with learning priorities, suggested activities (courses, reading, supervision, peer learning), a rough timeline and how to record evidence of completion.


Useful follow-up prompts:
1. Suggest free or low-cost CPD resources relevant to South African practitioners.
1. Create a simple CPD log template.
1. Identify which growth area would most improve my client results.

Prompt 44: Set Boundaries With a Demanding Client
	COPY, EDIT AND PASTE PROMPT
Set Boundaries With a Demanding Client
Use this when: a client is contacting you outside agreed hours or expecting more than the engagement includes.
Goal: Help me set clear, professional boundaries with a client who is exceeding agreed scope.
Context: The client is [describe behaviour, e.g. messaging outside sessions, requesting extra work without additional fees, expecting immediate responses]. Our agreement specifies [describe original scope].
Source: Use these notes about the pattern and the original agreement: [paste notes].
Expectation: Draft a respectful but clear message that restates the agreed scope, sets a boundary going forward, and offers an appropriate alternative if more support is needed.


Useful follow-up prompts:
1. Create a firmer version if the pattern continues.
1. Suggest how to prevent this in future client agreements.
1. Create talking points for raising this in the next session.

Prompt 45: Reflect on My Own Practice and Growth Edges
	COPY, EDIT AND PASTE PROMPT
Reflect on My Own Practice and Growth Edges
Use this when: you want to self-reflect honestly on your development as a practitioner.
Goal: Help me reflect honestly on my growth edges as a consultant or coach.
Context: I have been practising for [time period] focusing on [niche/area]. Recent feedback or patterns I have noticed include [describe].
Source: Use these reflections, client feedback or supervision notes: [paste notes].
Expectation: Ask me structured reflective questions covering strengths, blind spots, patterns across clients, and one or two specific growth edges to focus on next.


Useful follow-up prompts:
1. Turn my answers into a short development goal statement.
1. Suggest resources or approaches to address the identified growth edge.
1. Create a simple quarterly self-reflection template I can reuse.



Prompt Library 10: Growth, Scaling and New Offers
Use these prompts to grow beyond one-to-one delivery, test new offers and build a longer-term vision for your practice.
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Prompt 46: Explore Scaling Beyond One-to-One Delivery
	COPY, EDIT AND PASTE PROMPT
Explore Scaling Beyond One-to-One Delivery
Use this when: you have reached a capacity ceiling and want to grow revenue without only trading more hours.
Goal: Help me explore realistic ways to scale my practice beyond one-to-one delivery.
Context: I currently deliver [type of service] one-to-one at [capacity]. My strengths are [describe] and my constraints are [time, team, budget].
Source: Use these notes about my current practice and client demand: [paste notes].
Expectation: Suggest scaling options such as group programmes, digital products, licensing my methodology, or building an associate team. Rank by ease, cost, risk and revenue potential.


Useful follow-up prompts:
1. Create a 90-day test plan for the most promising option.
1. Identify what could go wrong with each option.
1. Create a simple financial comparison of the options.

Prompt 47: Develop a New Programme or Product Idea
	COPY, EDIT AND PASTE PROMPT
Develop a New Programme or Product Idea
Use this when: you want to turn an idea for a new offer into something testable.
Goal: Help me develop a new coaching or consulting offer into a testable concept.
Context: The idea is [describe idea, e.g. a group programme, online course, retainer offer]. It is aimed at [target client]. The problem it solves is [problem].
Source: Use these notes, client requests or observed demand: [paste notes].
Expectation: Develop the idea into a simple offer with target client, core promise, structure, pricing options, delivery process and a 30-day test plan before a full launch.


Useful follow-up prompts:
1. Create a landing page outline for this offer.
1. Create 10 questions to validate demand with past clients.
1. Create a launch checklist.

Prompt 48: Build an Associate or Partner Network
	COPY, EDIT AND PASTE PROMPT
Build an Associate or Partner Network
Use this when: you want to refer overflow work or expand capacity through trusted partners.
Goal: Help me plan how to build an associate or referral partner network.
Context: I want to work with [associate coaches/consultants, complementary professionals] to [handle overflow, offer complementary services, expand reach]. My standards for quality are [describe].
Source: Use these notes about my network and standards: [paste notes].
Expectation: Suggest partner types, vetting criteria, a simple agreement structure, referral fee or reciprocal arrangement options, and how to maintain quality control.


Useful follow-up prompts:
1. Draft an outreach message to a potential associate.
1. Create a simple onboarding checklist for new associates.
1. Create quality-control questions to check in on referred work.

Prompt 49: Use AI in My Practice Responsibly
	COPY, EDIT AND PASTE PROMPT
Use AI in My Practice Responsibly
Use this when: you want to identify where AI can genuinely help your practice without compromising client trust.
Goal: Identify practical and responsible ways to use AI in my coaching or consulting practice.
Context: My practice involves [client sessions, content creation, admin, proposal writing, research]. My current pain points are [describe].
Source: Use these tasks and problems: [paste list].
Expectation: Identify AI use cases ranked by impact, ease of implementation and risk, with particular attention to client confidentiality. Include recommended first steps and safeguards, and note that AI should never replace core coaching or consulting judgement.


Useful follow-up prompts:
1. Create a simple AI usage policy to share with clients if relevant.
1. Identify tasks that should never be delegated to AI in this practice.
1. Create a 30-day plan to adopt one AI use case well.

Prompt 50: Build a 12-Month Practice Growth Roadmap
	COPY, EDIT AND PASTE PROMPT
Build a 12-Month Practice Growth Roadmap
Use this when: you want a longer-term but practical plan for growing your practice.
Goal: Create a 12-month growth roadmap for my consulting or coaching practice.
Context: My practice currently generates about R[amount] annually from [service types]. My goal is to [growth goal, e.g. increase revenue, add a group offer, build a team]. My main constraints are [constraints].
Source: Use these notes on current strengths, weaknesses, opportunities and threats: [paste notes].
Expectation: Create a 12-month roadmap by quarter with priorities, capability building, revenue actions, marketing focus, risks and success measures.


Useful follow-up prompts:
1. Turn this into a quarterly scorecard.
1. Create first-quarter action steps.
1. Identify what support or resources I need to achieve this roadmap.



Final Thoughts
AI becomes valuable when it is used consistently on real practice-building tasks. The aim is not to use AI for everything. The aim is to use it where it saves time, sharpens your thinking, strengthens your client communication or helps you show up with more clarity and confidence.
As you work through this guide, keep building your own prompt library. Save the prompts that work, improve the ones that are too generic, and adapt them for your niche, your methodology and your clients. Over time, this becomes a practical business asset for your practice.
	Your next step
Choose one practice area that matters most right now. Pick three prompts from that section. Use them this week. Refine the outputs, turn them into actions, and review what changed. Small, consistent use is where the value starts.




About Gen AI Innovation™
This guide is part of the Gen AI Innovation™ Prompt Library Series: practical, sector-specific AI prompt collections created for South African business owners and professionals.
Gen AI Innovation™ provides practical AI training, strategic consulting and hands-on workshops that help teams and independent practitioners turn AI from a buzzword into a daily working habit.
If this guide helped your practice, consider building a companion library for another role in your network. Sales, operations, finance, HR or customer service each benefit from their own tailored prompt set.
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