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A repeatable, step-by-step AI email work�ow anyone can use 

This guide is tool-agnostic and works with any generative AI system that accepts structured text

prompts.
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Section 1: The AI Email Workflow — At a Glance

This work�ow begins when an email arrives and ends when the task is completed, delegated, or

closed. The same steps are followed every time.

Stages:

× Email Received

� Clarify Request with AI

� Choose Response Path

✍️ Draft Response with AI

✅ Human Review & Send

Ï Capture Follow-Up
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Section 2: Step-by-Step AI Email Workflow

STEP 1 — × Read and Classify (Human)

Read once. Determine if this is a request or decision. If not, stop.

STEP 2 — � Clarify with AI
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* GENERATIVE AI PROMPT — Email Clari�cation

I received the email below.

1. Summarize what the sender is asking me to do in one sentence.

2. List any missing, unclear, or assumed information.

3. Identify the type of response required:

- Approve / say yes

- Decline / push back

- Delegate

- Ask clarifying questions

- Provide information

Email:

[PASTE EMAIL HERE]

If the request is unclear, send a clari�cation email. If clear, proceed to Step 3.

STEP 3 — � Select Response Path (Human)

Approve, Decline, Delegate, Ask Questions, or Provide Info.

STEP 4 — ✍️ Draft Response with AI
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* GENERATIVE AI PROMPT — Draft Email Response

Draft a professional email response based on the details below.

Context:

- My role: [CEO / Manager / Sales / IC]

- Response type: [Approve / Decline / Delegate / Clarify / Inform]

- Desired tone: clear, professional, concise

Requirements:

- Address the request directly

- Include next steps

- Do not assume decisions I have not made

STEP 5 — ✅ Human Review (Mandatory)

Check accuracy, tone, commitments, names, and dates.

STEP 6 — Ï Send & Capture

Send the email. Create follow-up if required. Close the loop.
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Section 3: AI Project Setup (Repeatable Use)

* AI SYSTEM PROMPT — Use Once

You are helping me process email requests using a �xed work�ow.

Rules:

- You do not make decisions for me.

- You clarify requests and draft responses.

- I always choose the �nal action.

- Keep outputs structured and concise.

- Never skip steps unless I explicitly say so.



2026 Complete AI Guide to Handling Email Requests

2026 Complete AI Guide to Handling Email Requests

Section 4: One-Page Printable Checklist
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× Read & Classify

☐ Request or decision con�rmed

� Clarify with AI

☐ Summary clear

☐ Missing info identi�ed

� Choose Path

☐ One response type selected

✍️ Draft with AI

☐ Professional draft created

✅ Human Review

☐ Accuracy and tone con�rmed

Ï Send & Capture

☐ Follow-up captured
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Section 5: Workflow Flowchart Diagram

× Email Received → � Human Reads → ❓ Request/Decision? No → END

  

Yes → � AI Clari�es → ❓ Clear? No → Draft Clari�cation → Send → END

  

Yes → � Choose Path → ✍️ AI Drafts → � Review → Ö Send → Ï Capture → END
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Section 6: Worked Example — Sales Role

Incoming email asks to clarify pricing, timeline, and �exibility.

AI clari�es the request and identi�es negotiation.

Human selects response path.

AI drafts the response.

Human reviews and sends.

Follow-up scheduled. Work�ow complete.



2026 Complete AI
Guide to Handling
Email...

Master the art of email management with "2026 Complete AI Guide to Handling

Email Requests." This comprehensive guide provides a repeatable, step-by-step

work�ow that leverages AI to streamline your email responses, ensuring clarity

and e�ciency every time. From classifying requests to drafting professional

replies, this book equips you with the tools needed to handle any email with

con�dence and precision.


