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The South African Practical AI Prompt Library for Financial Advisors
50 practical GCSE prompts to save time, strengthen client relationships and grow your advisory practice.
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Welcome
Financial advisors in South Africa carry a demanding mix of responsibilities: prospecting for new clients, preparing sound financial advice, managing compliance obligations, reviewing portfolios, and maintaining trusted long-term relationships. This guide was created to help financial advisors use AI as a practical productivity tool, not as a theoretical concept.
The prompts in this guide are designed for everyday advisory work. They can help you prepare faster, communicate more clearly, structure your thinking and produce useful first drafts of plans, reviews, reports and client communication. They do not replace your judgement, qualifications, or your obligations under the Financial Advisory and Intermediary Services (FAIS) Act. They help you work more efficiently so you can spend more time with clients.
	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, your clients, their risk profiles and their life stage.
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 advisory 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, product details, illustrations or meeting points.
1. Check the response carefully. AI can make mistakes and may miss important regulatory or product 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, ID numbers, policy numbers, bank details, passwords or sensitive financial information into an AI tool unless you are certain your compliance framework allows it and you understand the privacy settings of the tool you are using.



Tips for Better AI Results
1. Be specific about the client's life stage, risk profile, goals and product holdings.
1. Use numbers where possible: contribution amounts, target retirement age, existing cover, portfolio values or fee structures.
1. Ask for tables, checklists, scripts or comparison summaries 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 general, or what needs to be more localised to South African regulation.
1. Use your judgement. AI is a support tool, not a substitute for accountable, licensed financial advice.


Tips for Safe and Effective AI Use
AI can be a powerful practice tool, but it works best inside sensible guardrails. Keep these principles in mind every time you or your team use an AI tool for advisory work.
Protect confidential client information
1. Never paste client ID numbers, banking details, passwords, medical information or policy numbers into a public AI tool.
1. If in doubt about what is confidential, treat it as confidential and leave it out of the prompt.
Check every output before you use it
1. AI can produce confident-sounding answers that are inaccurate, outdated or simply wrong. Always verify product terms, rates, tax figures and regulatory requirements.
1. Treat AI output as a first draft. Read it critically, correct it, and add your own professional knowledge before it goes to a client, product provider or compliance officer.
Keep a human, and a licensed advisor, in charge of advice
1. Use AI to organise your thinking and speed up drafting, not to generate final financial advice, product recommendations or compliance sign-off on its own.
1. For anything with FAIS, tax, legal or estate-planning implications, confirm the output against current legislation and your compliance officer.
Protect your brand voice and client relationships
1. Edit AI-generated messages so they sound like you and your practice, not like a generic template.
1. Be transparent with clients about when AI has been used to support (not replace) your advice process, where relevant.
Manage access and accountability
1. Agree with your team which AI tools are approved for practice use and what client information may or may not be shared with them.
1. Keep a record of prompts and outputs used for important advice decisions, in case you need to explain your reasoning later or during a compliance review.

	Golden rule  AI produces a first draft. You produce the final advice. Your licence, your name and your practice's reputation go on it. Always own the result.




The Financial Advisor Prompt Library
The following 50 prompts are grouped into 10 practical advisory areas. They are written for South African financial advisors and can be adapted across advice specialisations, including retirement planning, investments, risk and life cover, estate planning, employee benefits and healthcare cover.
	How to customise the prompts  Replace the words in square brackets with your own information. Add more context whenever possible: your client's life stage, goals, product holdings, risk profile 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 Lead Generation
Use these prompts to attract new clients, sharpen your value proposition and generate referrals without a large marketing budget.
Prompt 1: Create a 90-Day New Client Acquisition Plan
	COPY, EDIT AND PASTE PROMPT: Prompt 1: Create a 90-Day New Client Acquisition Plan
Use this when: you want a structured plan to grow your client base.
Goal: Create a practical 90-day new client acquisition plan for my financial advisory practice.
Context: I am a [type of advisor, e.g. independent financial advisor / tied agent] based in [location] focusing on [retirement planning/investments/risk cover/employee benefits]. I currently have [number] active clients 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, target audience, expected impact, risks and success measures. Keep it practical and compliant for a small practice with limited resources.


Useful follow-up prompts:
1. Turn this into a weekly activity calendar.
1. Create a one-page summary for my practice manager.
1. Identify the top 5 risks in this plan and how to manage them.

Prompt 2: Define My Ideal Client Profile
	COPY, EDIT AND PASTE PROMPT: Prompt 2: Define My Ideal Client Profile
Use this when: you want clearer targeting before spending time or budget on prospecting.
Goal: Help me define my ideal client profile.
Context: I advise clients on [product/service focus]. My most profitable and satisfying clients currently look like [describe]. The clients I want more of are [describe].
Source: Use client notes, referral patterns or portfolio history here: [paste notes].
Expectation: Create 3 ideal client profiles with life stage, financial goals, pain points, likely objections, best channels to reach them and messaging that would appeal to each.


Useful follow-up prompts:
1. Create messaging for each client profile.
1. Rank these profiles by long-term value.
1. Suggest where I am most likely to find clients like these.

Prompt 3: Generate More Referrals
	COPY, EDIT AND PASTE PROMPT: Prompt 3: Generate More Referrals
Use this when: you want to grow your practice through warm introductions rather than cold outreach.
Goal: Create a low-cost, professional referral generation plan.
Context: I am a financial advisor in [location] serving [describe client type]. My current referral sources are [accountants/attorneys/employers/existing clients/other]. My goal is [number] new introductions per month.
Source: Use these notes about my referral network: [paste notes].
Expectation: Suggest practical referral actions using existing clients, centres of influence, professional partners and client events. Present a 4-week action plan with sample outreach messages.


Useful follow-up prompts:
1. Draft a referral request message for a satisfied client.
1. Create talking points for approaching an accountant or attorney.
1. Create a simple referral tracking sheet.

Prompt 4: Prepare for a First Client Meeting
	COPY, EDIT AND PASTE PROMPT: Prompt 4: Prepare for a First Client Meeting
Use this when: you are meeting a new prospect for the first time.
Goal: Help me prepare for a first meeting with a prospective client.
Context: The prospect is [describe: age, occupation, family situation, referral source]. My goal for the meeting is [build trust/understand needs/discuss a specific product].
Source: Use these notes about the prospect: [paste notes].
Expectation: Create a meeting plan with objectives, discovery questions covering goals and risk tolerance, documents to bring, compliance disclosures required, and a follow-up plan.


Useful follow-up prompts:
1. Create a 1-page pre-meeting briefing note.
1. Draft the follow-up email after the meeting.
1. Create questions that uncover the prospect's real financial priorities.

Prompt 5: Handle Common Prospect Objections
	COPY, EDIT AND PASTE PROMPT: Prompt 5: Handle Common Prospect Objections
Use this when: prospects hesitate over fees, trust, timing or existing arrangements.
Goal: Help me respond professionally to common objections from prospective clients.
Context: I offer [advice focus] to [client type]. The most common objections are [list objections, e.g. fees, already have an advisor, want to think about it]. My strengths are [strengths].
Source: Use these notes about my value proposition: [paste notes].
Expectation: Create a table with each objection, what the prospect may really be concerned about, a professional response, a follow-up question and a next-step suggestion.


Useful follow-up prompts:
1. Create a role-play where you act as a hesitant prospect.
1. Make the responses more concise for a WhatsApp follow-up.
1. Create a training sheet for a junior advisor.



Prompt Library 2: Financial Planning and Advice Preparation
Use these prompts to structure financial plans, prepare recommendations and organise your thinking before drafting formal advice.
Prompt 6: Structure a Comprehensive Financial Plan
	COPY, EDIT AND PASTE PROMPT: Prompt 6: Structure a Comprehensive Financial Plan
Use this when: you need to organise a financial plan before drafting the formal record of advice.
Goal: Help me structure a comprehensive financial plan for a client.
Context: The client is [age/occupation/family situation] with goals of [list goals, e.g. retirement, education funding, debt reduction]. Current holdings include [products and approximate values]. Risk profile is [conservative/moderate/aggressive].
Source: Use the client details above and these additional notes: [paste notes].
Expectation: Create a structured plan outline covering current position, goals, gap analysis, recommendations by category, assumptions, risks and next steps. This is a planning aid, not the final record of advice.


Useful follow-up prompts:
1. Turn this into client-friendly language.
1. Identify gaps I should ask the client about.
1. Create a summary I can present verbally in the next meeting.

Prompt 7: Prepare a Retirement Planning Illustration Discussion
	COPY, EDIT AND PASTE PROMPT: Prompt 7: Prepare a Retirement Planning Illustration Discussion
Use this when: you want to explain retirement projections clearly to a client.
Goal: Help me prepare talking points for a retirement planning discussion.
Context: The client is [age] and plans to retire at [age]. Current retirement savings are approximately R[amount], monthly contribution is R[amount]. Their target monthly income in retirement is R[amount].
Source: Use these figures and any illustration output here: [paste notes/illustration summary].
Expectation: Explain in plain English what the projection shows, what assumptions matter most, what could go wrong, and 3-5 practical options the client could consider. Avoid presenting this as guaranteed outcomes.


Useful follow-up prompts:
1. Simplify this further for a client with low financial literacy.
1. Create a one-page visual summary of the options.
1. Draft questions to ask the client about their retirement lifestyle expectations.

Prompt 8: Compare Risk Cover Options
	COPY, EDIT AND PASTE PROMPT: Prompt 8: Compare Risk Cover Options
Use this when: you are helping a client understand different life, disability or severe illness cover structures.
Goal: Help me compare risk cover structures for a client in plain English.
Context: The client needs [life cover/disability cover/severe illness cover/income protection] for the purpose of [debt cover, income replacement, estate liquidity]. Current cover is [describe existing cover, if any].
Source: Use these product options and quotes: [paste notes].
Expectation: Create a comparison table with cover type, purpose, key features, typical exclusions to check, and questions the client should ask. Do not recommend a specific insurer or product; help me structure my own recommendation.


Useful follow-up prompts:
1. Explain the difference between accelerator and stand-alone benefits in plain English.
1. Create a client-facing summary of this comparison.
1. Suggest questions to check for cover gaps.

Prompt 9: Prepare an Estate Planning Discussion
	COPY, EDIT AND PASTE PROMPT: Prompt 9: Prepare an Estate Planning Discussion
Use this when: you need to raise estate planning considerations with a client.
Goal: Help me prepare for an estate planning discussion with a client.
Context: The client is [age/marital status/family situation]. They currently have a will [in place/not in place] dated [date, if known]. Their estate includes [describe major assets].
Source: Use these notes about the client's situation: [paste notes].
Expectation: Create discussion points covering will currency, estate duty considerations, liquidity needs, guardianship (if applicable) and beneficiary nominations. Recommend the client consult an estate planning attorney for the legal drafting.


Useful follow-up prompts:
1. Create a checklist the client can complete before our next meeting.
1. Draft a referral note to an estate planning attorney.
1. Explain estate duty in plain English for the client.

Prompt 10: Build a Debt Reduction Strategy Discussion
	COPY, EDIT AND PASTE PROMPT: Prompt 10: Build a Debt Reduction Strategy Discussion
Use this when: a client needs help prioritising debt repayment alongside saving and investing.
Goal: Help me structure a debt reduction strategy discussion for a client.
Context: The client has the following debts: [list debts, balances and interest rates]. Monthly disposable income after expenses is approximately R[amount]. Their other financial goals are [list goals].
Source: Use these figures and notes: [paste notes].
Expectation: Suggest a prioritised repayment approach, trade-offs between debt reduction and continued saving/investing, and practical next steps. Present this as a framework for discussion, not final advice.


Useful follow-up prompts:
1. Create a simple visual repayment timeline.
1. Explain the snowball versus avalanche method for this client.
1. Suggest questions to check for hidden financial stress.



Prompt Library 3: Client Communication and Relationship Management
Use these prompts to communicate clearly, strengthen trust and keep clients engaged between formal reviews.
Prompt 11: Draft a Professional Client Email
	COPY, EDIT AND PASTE PROMPT: Prompt 11: Draft a Professional Client Email
Use this when: you need a clear, professional message for a client.
Goal: Draft a professional client email.
Context: I need to email [client name] about [topic, e.g. market update, document request, meeting confirmation]. The desired outcome is [outcome]. The tone should be [reassuring/professional/concise].
Source: Use these points that must be included: [paste points].
Expectation: Write a clear email with subject line, greeting, concise body, call to action and a professional closing. Provide a shorter WhatsApp-friendly version as well.


Useful follow-up prompts:
1. Make this more reassuring for a nervous client.
1. Make it shorter for a busy executive client.
1. Create a version suitable for a joint email to a couple.

Prompt 12: Explain Market Volatility to a Concerned Client
	COPY, EDIT AND PASTE PROMPT: Prompt 12: Explain Market Volatility to a Concerned Client
Use this when: markets have moved and clients are asking whether they should react.
Goal: Help me explain recent market movements to a concerned client in plain English.
Context: The client holds [describe portfolio type, e.g. balanced fund, retirement annuity]. They are worried about [describe concern]. Their time horizon is [years] and risk profile is [conservative/moderate/aggressive].
Source: Use this market context: [paste notes or summary of recent movements].
Expectation: Write a calm, factual explanation that avoids making promises about future performance, reinforces the client's long-term plan, and suggests a follow-up action if appropriate.


Useful follow-up prompts:
1. Create a shorter version for a WhatsApp message.
1. Draft a general client newsletter update on the same topic.
1. Suggest questions to ask to confirm the client is not making an emotional decision.

Prompt 13: Create a Client Communication Cadence
	COPY, EDIT AND PASTE PROMPT: Prompt 13: Create a Client Communication Cadence
Use this when: you want to stay in touch with clients consistently between annual reviews.
Goal: Create a client communication cadence for my practice.
Context: I manage approximately [number] clients across [client segments, e.g. high net worth, young professionals, retirees]. My current communication is [describe, e.g. annual review only].
Source: Use these notes about my client base and capacity: [paste notes].
Expectation: Suggest a practical communication rhythm by client segment, including check-in frequency, content themes, and channel (email, WhatsApp, call, in person). Keep it realistic for my available time.


Useful follow-up prompts:
1. Create a content calendar for quarterly client updates.
1. Draft a template for a mid-year check-in message.
1. Suggest which clients should receive more frequent contact.

Prompt 14: Respond to a Difficult Client Question
	COPY, EDIT AND PASTE PROMPT: Prompt 14: Respond to a Difficult Client Question
Use this when: a client raises a sensitive or difficult question about fees, performance or a mistake.
Goal: Draft a professional, honest response to a difficult client question.
Context: The client asked about [describe question or concern]. The background is [facts]. My desired outcome is [maintain trust/clarify misunderstanding/acknowledge an error].
Source: Use the client's question below: [paste question].
Expectation: Write a calm, transparent and empathetic response. Acknowledge the concern, avoid defensive language, and be clear about any next steps, without making commitments outside my mandate.


Useful follow-up prompts:
1. Make this response shorter for a phone call talking-point version.
1. Make it more formal for a written record.
1. Suggest what I should log for compliance purposes.

Prompt 15: Build a Client Onboarding Communication Sequence
	COPY, EDIT AND PASTE PROMPT: Prompt 15: Build a Client Onboarding Communication Sequence
Use this when: you want new clients to feel informed and confident from the start.
Goal: Create a client onboarding communication sequence.
Context: New clients typically go through [describe onboarding steps, e.g. FNA, application, underwriting, policy issue]. Clients often feel uncertain about [describe common concerns].
Source: Use this onboarding journey: [describe steps].
Expectation: Create a sequence of 4-5 messages timed across the onboarding journey, each explaining what is happening, what the client needs to do, and what to expect next.


Useful follow-up prompts:
1. Draft the welcome message for a new client.
1. Create a message for the underwriting waiting period.
1. Create a message to confirm the policy has been issued.



Prompt Library 4: Investment Research and Portfolio Reviews
Use these prompts to organise research, prepare for portfolio discussions and support (not replace) your investment analysis.
Prompt 16: Prepare a Portfolio Review Summary
	COPY, EDIT AND PASTE PROMPT: Prompt 16: Prepare a Portfolio Review Summary
Use this when: you are preparing for a client's annual or interim portfolio review.
Goal: Help me prepare a client-friendly portfolio review summary.
Context: The client's portfolio includes [list holdings and approximate allocation]. Performance over the review period was [describe/paste figures]. The client's goals and risk profile are [describe].
Source: Use these portfolio figures and notes: [paste notes].
Expectation: Create a plain-English summary covering performance versus goals, changes in the client's circumstances, rebalancing considerations and questions to raise in the meeting. Verify all figures independently before use.


Useful follow-up prompts:
1. Create a one-page visual summary for the client.
1. Draft discussion questions about the client's changing goals.
1. Suggest what to check before recommending any changes.

Prompt 17: Explain an Asset Class in Plain English
	COPY, EDIT AND PASTE PROMPT: Prompt 17: Explain an Asset Class in Plain English
Use this when: a client needs a clear explanation of an asset class or fund type before deciding.
Goal: Explain an asset class or fund type in plain English for a client.
Context: The client is considering [asset class/fund type, e.g. offshore equity, multi-asset fund, money market fund]. Their risk profile and time horizon are [describe].
Source: Use this fund fact sheet or product summary: [paste details].
Expectation: Explain what the asset class or fund invests in, typical risk and return characteristics, and how it may fit the client's goals. Avoid making specific return predictions.


Useful follow-up prompts:
1. Create a simple analogy to help the client understand the risk.
1. Compare this fund type to another option in the client's portfolio.
1. Create 5 questions the client should be able to answer before investing.

Prompt 18: Organise Research Notes on a Fund or Product
	COPY, EDIT AND PASTE PROMPT: Prompt 18: Organise Research Notes on a Fund or Product
Use this when: you want to organise your own research before forming a recommendation.
Goal: Help me organise my research notes on a fund or investment product.
Context: I am researching [fund/product name] for potential use with clients who need [describe client need]. My notes so far include [paste raw notes, fact sheet extracts or comparisons].
Source: Use the notes and any fact sheet information provided above.
Expectation: Organise the research into a structured summary: investment objective, fees, risk factors, suitability considerations and open questions I still need to verify with the provider or compliance.


Useful follow-up prompts:
1. Create a comparison table against a similar fund.
1. List questions I should ask the product provider.
1. Flag anything that needs independent verification before use with clients.

Prompt 19: Prepare for a Rebalancing Conversation
	COPY, EDIT AND PASTE PROMPT: Prompt 19: Prepare for a Rebalancing Conversation
Use this when: a client's portfolio has drifted from target allocation or their circumstances have changed.
Goal: Help me prepare for a portfolio rebalancing conversation with a client.
Context: The client's target allocation is [describe]. Current allocation is [describe]. The reason for reviewing is [market drift/life change/goal change].
Source: Use these allocation figures and client notes: [paste notes].
Expectation: Explain why rebalancing may be needed, the trade-offs involved (costs, tax, timing), and questions to confirm the client's goals have not changed before making changes.


Useful follow-up prompts:
1. Create a simple before-and-after allocation table.
1. Draft the client email summarising the proposed changes.
1. Suggest what to document for compliance purposes.

Prompt 20: Build a Watchlist Review Checklist
	COPY, EDIT AND PASTE PROMPT: Prompt 20: Build a Watchlist Review Checklist
Use this when: you want a consistent process for reviewing funds or products on your recommended list.
Goal: Create a checklist for reviewing funds or products on my watchlist.
Context: My practice recommends products across [categories, e.g. unit trusts, retirement annuities, endowments]. I currently review these [frequency, e.g. quarterly/annually].
Source: Use these current review criteria, if any: [paste notes].
Expectation: Create a structured checklist covering performance consistency, fee changes, manager changes, risk metrics and continued suitability, with a simple flag/no-flag outcome for each item.


Useful follow-up prompts:
1. Turn this into a spreadsheet layout.
1. Create a summary template to record review outcomes.
1. Suggest a realistic review frequency for a small practice.



Prompt Library 5: Compliance, Risk and Regulatory (FAIS, FICA, POPIA)
Use these prompts to organise compliance thinking and documentation. AI output must always be checked against current legislation and your compliance officer.
Prompt 21: Structure a Record of Advice Checklist
	COPY, EDIT AND PASTE PROMPT: Prompt 21: Structure a Record of Advice Checklist
Use this when: you want to confirm you have covered the required elements before finalising a record of advice.
Goal: Create a checklist to confirm my record of advice is complete.
Context: The advice relates to [product/service category]. The client's needs analysis covered [describe]. My practice's standard record of advice template includes [describe sections, if known].
Source: Use these notes about my process: [paste notes].
Expectation: Create a checklist covering needs analysis, disclosure, product comparison rationale, risks disclosed, and client acknowledgement. Recommend that the final checklist be verified against current FAIS requirements and my compliance officer.


Useful follow-up prompts:
1. Identify gaps compared to my current template.
1. Create a plain-English explanation for the client of what the record of advice covers.
1. Suggest questions to ask my compliance officer.

Prompt 22: Explain a Compliance Requirement in Plain English
	COPY, EDIT AND PASTE PROMPT: Prompt 22: Explain a Compliance Requirement in Plain English
Use this when: you or a junior team member need a plain-English explanation of a compliance concept before verifying it formally.
Goal: Explain a compliance concept in plain English so I can verify the detail with my compliance officer.
Context: The concept is [e.g. FICA client due diligence, POPIA consent, replacement advice requirements, conflict of interest disclosure].
Source: Use any internal policy notes I have here: [paste notes, optional].
Expectation: Explain the general purpose and principle of the requirement in plain English, and list specific questions I should confirm with my compliance officer or the current legislation, since requirements may have changed.


Useful follow-up prompts:
1. Create a one-page staff explainer.
1. Create a checklist version for day-to-day use.
1. Suggest what documentation is typically required.

Prompt 23: Draft a POPIA-Aligned Client Data Notice
	COPY, EDIT AND PASTE PROMPT: Prompt 23: Draft a POPIA-Aligned Client Data Notice
Use this when: you want a plain-English draft to discuss with your compliance officer or attorney before use.
Goal: Help me draft a plain-English explanation of how client data is used, for compliance review.
Context: My practice collects [describe data types] for the purpose of [advice, administration, marketing]. Data is shared with [product providers/administrators, if applicable].
Source: Use these notes about my data practices: [paste notes].
Expectation: Draft a plain-English explanation covering what is collected, why, how it is protected, and client rights. Clearly note that this draft must be reviewed and approved by a qualified compliance or legal professional before use.


Useful follow-up prompts:
1. Create a shorter client-facing summary.
1. Create an internal staff briefing on data handling.
1. List questions to raise with my compliance officer.

Prompt 24: Build a Conflict of Interest Disclosure Checklist
	COPY, EDIT AND PASTE PROMPT: Prompt 24: Build a Conflict of Interest Disclosure Checklist
Use this when: you want to confirm potential conflicts are identified and disclosed consistently.
Goal: Create a checklist for identifying and disclosing potential conflicts of interest.
Context: My practice earns commission or fees from [describe remuneration structure]. Potential conflict areas include [describe, e.g. product provider incentives, in-house products].
Source: Use these notes about my remuneration and product relationships: [paste notes].
Expectation: Create a checklist of situations that may require disclosure, sample disclosure wording for discussion with compliance, and a record-keeping suggestion.


Useful follow-up prompts:
1. Create client-facing disclosure wording for review.
1. Create an internal training note for new advisors.
1. Suggest a record-keeping format.

Prompt 25: Prepare for a Compliance File Review
	COPY, EDIT AND PASTE PROMPT: Prompt 25: Prepare for a Compliance File Review
Use this when: you want to be ready ahead of an internal or external compliance audit.
Goal: Help me prepare for an upcoming compliance file review.
Context: The review covers [describe scope, e.g. new business files from the last 12 months]. My common documentation gaps in the past have been [describe, if known].
Source: Use these notes about my file-keeping process: [paste notes].
Expectation: Create a preparation checklist covering documentation completeness, common gap areas, and a suggested timeline to prepare before the review date. Recommend final verification with my compliance officer.


Useful follow-up prompts:
1. Create a file-by-file self-audit checklist.
1. Draft a staff reminder about documentation standards.
1. Suggest a process to prevent recurring gaps.



Prompt Library 6: Marketing and Practice Visibility
Use these prompts to build visibility, share credible content and stay compliant while marketing your practice.
Prompt 26: Create a 30-Day Content Plan
	COPY, EDIT AND PASTE PROMPT: Prompt 26: Create a 30-Day Content Plan
Use this when: you want consistent, credible content without overcommitting your time.
Goal: Create a 30-day content plan for my financial advisory practice.
Context: My practice focuses on [advice area]. My audience is [describe target clients]. Current channels are [LinkedIn/email/WhatsApp/website].
Source: Use these notes about my audience and content ideas: [paste notes].
Expectation: Create a practical 30-day content calendar with weekly themes, post ideas, and simple compliance reminders (no specific return promises, no unapproved product claims).


Useful follow-up prompts:
1. Write the first 5 posts.
1. Create a LinkedIn-specific version.
1. Turn this into an email newsletter outline.

Prompt 27: Improve My Website or LinkedIn Profile Message
	COPY, EDIT AND PASTE PROMPT: Prompt 27: Improve My Website or LinkedIn Profile Message
Use this when: your online presence does not clearly communicate your value.
Goal: Improve the message on my website or LinkedIn profile.
Context: I offer [advice focus] to [client type]. I want visitors to [book a consultation/get in touch/download a guide].
Source: Use my current profile or website text here: [paste text].
Expectation: Rewrite the messaging with a clear headline, credibility statement, description of who I help and how, and a call to action. Keep the tone professional, trustworthy and compliant.


Useful follow-up prompts:
1. Create a shorter LinkedIn headline version.
1. Create a stronger call to action.
1. Suggest credibility elements I should add, such as qualifications.

Prompt 28: Create Educational Content Ideas for Clients
	COPY, EDIT AND PASTE PROMPT: Prompt 28: Create Educational Content Ideas for Clients
Use this when: you want to build trust through helpful, non-promotional content.
Goal: Generate educational content ideas for my clients and prospects.
Context: My audience frequently asks about [common questions, e.g. retirement planning, tax-free savings, offshore investing]. My brand tone is [professional/approachable/technical].
Source: Use these frequently asked client questions: [paste list].
Expectation: Create 15 content ideas grouped by education, myth-busting, and life-stage relevance, with a suggested angle for each, avoiding specific product or return claims.


Useful follow-up prompts:
1. Write captions for the first 5 ideas.
1. Create a version formatted for a client email newsletter.
1. Turn these into a quarterly content calendar.

Prompt 29: Request Client Testimonials Appropriately
	COPY, EDIT AND PASTE PROMPT: Prompt 29: Request Client Testimonials Appropriately
Use this when: you want social proof while staying within advertising and compliance guidelines.
Goal: Create a professional, compliant process for requesting client testimonials.
Context: My practice serves [client type]. I want to gather testimonials for [website/LinkedIn/proposals] while remaining compliant with FAIS advertising requirements.
Source: Use this client relationship context: [describe when clients are most satisfied].
Expectation: Create a testimonial request process with timing, a sample request message, and questions to ask, while flagging that testimonial use in financial services marketing should be checked against current regulatory guidance.


Useful follow-up prompts:
1. Draft the client request message.
1. Create a way to feature testimonials without naming amounts or returns.
1. Suggest what to avoid in testimonial wording.

Prompt 30: Plan a Client Appreciation or Educational Event
	COPY, EDIT AND PASTE PROMPT: Prompt 30: Plan a Client Appreciation or Educational Event
Use this when: you want to strengthen relationships and generate warm referrals through an event.
Goal: Help me plan a client appreciation or educational event.
Context: My practice serves [describe client base]. The event purpose is [strengthen relationships/educate on a topic/generate referrals]. My budget is approximately R[amount].
Source: Use these notes about my client base and goals: [paste notes].
Expectation: Create an event plan with format options, suggested topic, guest list approach, invitation message, and a simple follow-up plan to convert goodwill into referrals.


Useful follow-up prompts:
1. Draft the invitation message.
1. Create a short talk outline for the event.
1. Create a follow-up message to send after the event.



Prompt Library 7: Client Reporting and Reviews
Use these prompts to prepare clear reports, structure annual reviews and keep clients informed of progress toward their goals.
Prompt 31: Create an Annual Review Meeting Agenda
	COPY, EDIT AND PASTE PROMPT: Prompt 31: Create an Annual Review Meeting Agenda
Use this when: you want annual reviews to be structured, consistent and valuable.
Goal: Create a structured annual review meeting agenda for a client.
Context: The client's plan covers [goals, e.g. retirement, risk cover, investments]. Since the last review, changes include [describe changes, if any].
Source: Use these notes about the client and any changes: [paste notes].
Expectation: Create an agenda covering progress against goals, life changes, portfolio and cover review, questions to ask, and next steps. Keep it to a realistic 45-60 minute meeting.


Useful follow-up prompts:
1. Create a client-facing pre-meeting checklist.
1. Create a shorter version for a telephonic review.
1. Draft the follow-up summary email.

Prompt 32: Draft a Plain-English Progress Report
	COPY, EDIT AND PASTE PROMPT: Prompt 32: Draft a Plain-English Progress Report
Use this when: a client wants to understand progress toward their financial goals in simple terms.
Goal: Draft a plain-English progress report for a client.
Context: The client's goal is [goal, e.g. retirement at 60 with R[amount] monthly income]. Progress to date is [describe/paste figures].
Source: Use these figures and notes: [paste notes].
Expectation: Write a clear summary of progress, what is on track, what needs attention, and 2-3 practical next steps. Verify all figures before sending.


Useful follow-up prompts:
1. Create a one-page visual version.
1. Simplify further for a client with low financial literacy.
1. Draft a version suitable for a couple reviewing jointly.

Prompt 33: Summarise a Client Review Meeting
	COPY, EDIT AND PASTE PROMPT: Prompt 33: Summarise a Client Review Meeting
Use this when: you need to turn meeting notes into a clear record and follow-up plan.
Goal: Turn my client review meeting notes into a clear summary.
Context: This was an annual review with [client name] covering [topics discussed]. Key decisions or changes discussed were [describe].
Source: Meeting notes: [paste notes].
Expectation: Summarise the meeting into key points, decisions made, actions required, responsible party, deadlines, and a follow-up message to the client.


Useful follow-up prompts:
1. Draft the follow-up email to the client.
1. Create an internal file note for compliance records.
1. Identify any unresolved items needing a follow-up call.

Prompt 34: Create a Simple Client Dashboard Layout
	COPY, EDIT AND PASTE PROMPT: Prompt 34: Create a Simple Client Dashboard Layout
Use this when: you want a consistent, easy-to-read way to present client financial data.
Goal: Design a simple client dashboard layout for reviews.
Context: I want to track the key figures that matter to clients: portfolio value, contributions, cover in place, progress to goal, and any outstanding actions.
Source: Use these available data points: [list what you currently track].
Expectation: Create a dashboard layout with metric, plain-English definition, why it matters to the client, and how to flag if attention is needed.


Useful follow-up prompts:
1. Create a spreadsheet layout for this dashboard.
1. Explain each metric in client-friendly language.
1. Create a version suitable for a one-page printed summary.

Prompt 35: Prepare a Report for a Corporate or Group Scheme Client
	COPY, EDIT AND PASTE PROMPT: Prompt 35: Prepare a Report for a Corporate or Group Scheme Client
Use this when: you manage an employee benefits or group scheme relationship and need to report to a decision-maker.
Goal: Help me prepare a report for a corporate or group scheme client.
Context: The scheme covers [number] members with benefits including [retirement fund/group risk/medical aid]. Key developments since the last report are [describe].
Source: Use these scheme figures and notes: [paste notes].
Expectation: Create a report structure covering scheme performance, member trends, benefit changes, compliance matters, and recommendations, in a format suitable for HR or trustee review.


Useful follow-up prompts:
1. Create an executive summary version.
1. Draft talking points for presenting this to trustees.
1. Create a simplified version for employee communication.



Prompt Library 8: Practice Operations and Productivity
Use these prompts to organise your workload, document processes and manage your time across a busy advisory practice.
Prompt 36: Create a Weekly Advisor Productivity Plan
	COPY, EDIT AND PASTE PROMPT: Prompt 36: Create a Weekly Advisor Productivity Plan
Use this when: you need to focus your own time better across client work, admin and prospecting.
Goal: Create a weekly productivity plan for me as a financial advisor.
Context: My responsibilities include [client meetings, plan preparation, compliance admin, prospecting, portfolio reviews]. I currently lose time to [describe time drains]. My priorities this week are [goals].
Source: Use these tasks and commitments: [paste list].
Expectation: Organise my week into client-facing time, deep work blocks for plan preparation, admin blocks, and prospecting time. Include what I should stop, start and continue.


Useful follow-up prompts:
1. Create a daily checklist.
1. Identify what I can delegate to a practice assistant.
1. Create a Friday weekly review template.

Prompt 37: Build a New Business Process Checklist
	COPY, EDIT AND PASTE PROMPT: Prompt 37: Build a New Business Process Checklist
Use this when: new business applications are slow, inconsistent or prone to errors.
Goal: Help me build a standard checklist for processing new business applications.
Context: The process covers [describe steps, e.g. FNA, application, underwriting, policy issue]. Common delays happen at [describe bottlenecks].
Source: Use these current steps or notes: [paste process notes].
Expectation: Create a step-by-step checklist with responsible person, required documents, typical timeframes, and quality checks to reduce errors and delays.


Useful follow-up prompts:
1. Turn this into a client-facing timeline explanation.
1. Create a version for training a new practice assistant.
1. Identify steps that could be automated or templated.

Prompt 38: Prioritise My Task List
	COPY, EDIT AND PASTE PROMPT: Prompt 38: Prioritise My Task List
Use this when: you have too much to do and need a practical priority order.
Goal: Help me prioritise my task list for the week.
Context: I run a [solo/small team] advisory practice. My current task list is below. I need to decide what to do first, what to delegate and what to postpone.
Source: Task list: [paste tasks].
Expectation: Categorise tasks as urgent and important, important but not urgent, delegate, or postpone. Explain the reasoning and create a practical work plan for the next 5 working days.


Useful follow-up prompts:
1. Create a delegation plan for my assistant.
1. Turn this into a daily schedule.
1. Identify tasks most linked to client outcomes or revenue.

Prompt 39: Improve Document and File Management
	COPY, EDIT AND PASTE PROMPT: Prompt 39: Improve Document and File Management
Use this when: client files, disclosures and records are difficult to find or inconsistently organised.
Goal: Suggest a simple, consistent file and document management structure for my practice.
Context: My practice currently stores client files [describe current method]. Common problems are [describe issues, e.g. missing documents, inconsistent naming].
Source: Use these notes about my current filing approach: [paste notes].
Expectation: Suggest a folder and naming structure, a document checklist per client, and a simple process to keep records complete and audit-ready.


Useful follow-up prompts:
1. Create a document checklist template per client type.
1. Create a staff instruction sheet for consistent filing.
1. Suggest a periodic file audit process.

Prompt 40: Create a Practice Handover or Backup Plan
	COPY, EDIT AND PASTE PROMPT: Prompt 40: Create a Practice Handover or Backup Plan
Use this when: you want continuity of service if you are unavailable due to illness, leave or an emergency.
Goal: Help me create a simple practice continuity and handover plan.
Context: My practice has [number] active clients and [number] staff. Critical ongoing matters include [describe, e.g. pending applications, upcoming reviews].
Source: Use these notes about my current workload and team: [paste notes].
Expectation: Create a continuity plan covering who covers client queries, where key documents are stored, priority clients to monitor, and a communication plan for clients if needed.


Useful follow-up prompts:
1. Create a one-page reference sheet for a covering colleague.
1. Draft a client communication template for planned absence.
1. Identify the highest-risk gaps in my current continuity plan.



Prompt Library 9: Team Management and Growing Your Practice
Use these prompts to build your team, train staff and strengthen how your practice operates as it grows.
Prompt 41: Create a Role Description for a Practice Assistant
	COPY, EDIT AND PASTE PROMPT: Prompt 41: Create a Role Description for a Practice Assistant
Use this when: you are hiring or clarifying the role of support staff.
Goal: Create a clear role description for a practice assistant or paraplanner.
Context: The role supports [advisor name/practice] with responsibilities including [list, e.g. diary management, new business processing, client queries]. The person reports to [role].
Source: Use these notes about the role: [paste notes].
Expectation: Create a practical role description with purpose, responsibilities, required skills, performance measures and boundaries of authority regarding client advice.


Useful follow-up prompts:
1. Create interview questions for this role.
1. Create a 30-day onboarding plan.
1. Create KPIs appropriate for this support role.

Prompt 42: Build an Onboarding Plan for a New Advisor
	COPY, EDIT AND PASTE PROMPT: Prompt 42: Build an Onboarding Plan for a New Advisor
Use this when: you are bringing a new advisor into the practice.
Goal: Create a practical onboarding plan for a new financial advisor joining my practice.
Context: The new advisor will focus on [advice area]. They need to learn [systems, compliance processes, client service standards, product providers used].
Source: Use these notes about the practice and role: [paste notes].
Expectation: Create a 30-60-90 day onboarding plan with training topics, shadowing, compliance sign-off milestones, and check-ins.


Useful follow-up prompts:
1. Create a first-week checklist.
1. Create a compliance knowledge check for the new advisor.
1. Create a mentoring schedule.

Prompt 43: Improve Team Communication
	COPY, EDIT AND PASTE PROMPT: Prompt 43: Improve Team Communication
Use this when: communication gaps between advisors and support staff are causing delays or errors.
Goal: Improve communication within my small advisory team.
Context: We have [number] staff. Communication happens through [meetings, WhatsApp, email]. Current problems include [missed deadlines, unclear responsibilities, client handover issues].
Source: Use these examples: [paste examples].
Expectation: Suggest a simple communication rhythm, meeting structure, client handover process, and an action tracker to reduce errors and improve accountability.


Useful follow-up prompts:
1. Create a weekly team meeting agenda.
1. Create a client handover checklist template.
1. Create simple WhatsApp group rules for the team.

Prompt 44: Prepare for a Staff Performance Conversation
	COPY, EDIT AND PASTE PROMPT: Prompt 44: Prepare for a Staff Performance Conversation
Use this when: you need to address a performance issue with a team member professionally.
Goal: Help me prepare for a fair and professional staff performance conversation.
Context: The employee is in the role of [role]. The performance issues are [describe facts]. The impact on clients or the practice is [impact].
Source: Use these examples or incidents: [paste notes].
Expectation: Create a meeting structure, talking points, questions to ask, support options, and a follow-up template. Recommend that serious matters be checked with an HR or labour specialist.


Useful follow-up prompts:
1. Create a performance improvement plan.
1. Make the script more supportive in tone.
1. Create a written meeting summary template.

Prompt 45: Build a Staff Training Plan on Compliance and Product Knowledge
	COPY, EDIT AND PASTE PROMPT: Prompt 45: Build a Staff Training Plan on Compliance and Product Knowledge
Use this when: you want to keep the team's knowledge current in a structured way.
Goal: Create a staff training plan covering compliance and product knowledge.
Context: My team needs to improve in [compliance updates, product knowledge, client service, systems use]. Current knowledge gaps are [describe].
Source: Use these current skills gaps: [paste notes].
Expectation: Create a 60-day training plan with topics, learning outcomes, delivery method, responsible person, and a way to confirm understanding.


Useful follow-up prompts:
1. Create a short quiz to test understanding.
1. Create a one-page reference guide per topic.
1. Create a schedule for ongoing refresher training.



Prompt Library 10: Growth, Innovation and New Opportunities
Use these prompts to identify growth opportunities, use AI responsibly in your practice, and build a longer-term roadmap.
Prompt 46: Find Growth Opportunities for My Practice
	COPY, EDIT AND PASTE PROMPT: Prompt 46: Find Growth Opportunities for My Practice
Use this when: you want to grow but need practical, realistic ideas.
Goal: Identify realistic growth opportunities for my South African financial advisory practice.
Context: My practice focuses on [advice area] in [location]. We currently serve [client type]. Our strengths are [strengths] and constraints are [constraints, e.g. time, compliance capacity].
Source: Use these notes about my client base, competitors and capacity: [paste notes].
Expectation: Suggest 10 growth opportunities ranked by ease, cost, risk and potential impact. Include quick tests for the top 3.


Useful follow-up prompts:
1. Create a 90-day growth plan.
1. Identify which opportunities are lowest risk from a compliance perspective.
1. Create a client survey to test demand for a new service.

Prompt 47: Evaluate Adding a New Advice Specialisation
	COPY, EDIT AND PASTE PROMPT: Prompt 47: Evaluate Adding a New Advice Specialisation
Use this when: you are considering expanding into a new advice area, such as employee benefits or offshore investing.
Goal: Evaluate whether adding a new advice specialisation is worth pursuing.
Context: The specialisation is [describe]. It would require [additional licensing/CPD/product accreditation]. Potential demand comes from [describe].
Source: Use these details and assumptions: [paste notes].
Expectation: Evaluate based on client demand, licensing and compliance requirements, revenue potential, and capacity. Recommend go, no-go, or test first, and note that licensing requirements must be verified with the regulator.


Useful follow-up prompts:
1. Create a pilot plan to test demand before committing.
1. Identify the top compliance requirements to confirm.
1. Create questions to ask a product provider about accreditation.

Prompt 48: Use AI Responsibly in My Advisory Practice
	COPY, EDIT AND PASTE PROMPT: Prompt 48: Use AI Responsibly in My Advisory Practice
Use this when: you want to identify where AI can help without compromising compliance or client trust.
Goal: Identify practical, compliant ways to use AI in my advisory practice.
Context: My practice activities include [prospecting, plan preparation, client communication, compliance admin, reporting]. 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 compliance risk. Include example prompts, recommended first steps and safeguards, especially around client confidentiality and final advice sign-off.


Useful follow-up prompts:
1. Create a 30-day AI adoption plan for my practice.
1. Identify tasks that should never be delegated to AI, such as final advice decisions.
1. Create an AI usage policy for my team.

Prompt 49: Build a Strategic Partnership Plan
	COPY, EDIT AND PASTE PROMPT: Prompt 49: Build a Strategic Partnership Plan
Use this when: you want to grow through partnerships with accountants, attorneys or employers.
Goal: Create a strategic partnership plan for my advisory practice.
Context: My practice serves [target clients]. Potential partners include [accountants, attorneys, employers, medical aid brokers, other professionals].
Source: Use these notes about my network and market: [paste notes].
Expectation: Identify partnership types, ideal partner profiles, value exchange for both sides, outreach messages, and a 30-day partnership action plan.


Useful follow-up prompts:
1. Draft a partner outreach email to an accountant.
1. Create a partner qualification checklist.
1. Suggest a mutual referral structure that is compliant and fair.

Prompt 50: Build a 12-Month Practice Growth Roadmap
	COPY, EDIT AND PASTE PROMPT: Prompt 50: Build a 12-Month Practice Growth Roadmap
Use this when: you want a longer-term but practical growth plan for your practice.
Goal: Create a 12-month growth roadmap for my financial advisory practice.
Context: My practice currently manages approximately [number] clients and R[amount] in assets under advice. My goal is to [growth goal, e.g. grow AUA by X%, add a new specialisation, hire support staff].
Source: Use these current strengths, weaknesses, opportunities and threats: [paste notes].
Expectation: Create a 12-month roadmap by quarter with priorities, projects, capabilities needed, client and revenue actions, compliance considerations and success measures.


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



Final Thoughts
AI becomes valuable when it is used consistently on real advisory tasks. The aim is not to use AI for everything. The aim is to use it where it saves time, improves thinking, strengthens client communication or helps you act with more clarity, while your professional judgement and compliance obligations remain firmly in charge.
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 specialisation, your clients and your compliance requirements. Over time, this becomes a practical practice asset.
	Your next step  Choose one advisory 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 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 team. Paraplanning, client service or compliance each benefit from their own tailored prompt set.
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