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How to Get a Polished EMAIL DONE in 30 Seconds

This guide provides comprehensive guidance on leveraging the university-approved tool, Microsoft Copilot, to enhance and streamline your email communications.
Adopting this methodology can significantly reduce time spent on routine correspondence, empowering you to focus on high-value tasks and strategic initiatives. This resource offers a defined process for generating effective, professional drafts to support you in your daily operations.
The 4-Component Prompt Framework
To optimize the output from Copilot, we recommend adhering to a 4-component framework. This methodology provides the tool with the necessary parameters to ensure clarity and drive a successful outcome.
1. Audience: Define the recipient(s) of the communication.
a. Example: "My department head," "A colleague in another department," "An external vendor," "A new employee."
2. Intent: Specify the primary objective of the email.
a. Example: "Request a status update on a project," "Announce a new procedure," "Politely decline a meeting invitation."
3. Key Details: Provide all essential, non-negotiable data points.
a. Example: "The project deadline is this Friday at 5 PM," "The new process is effective starting December 1st," "I am unavailable due to a scheduling conflict."
4. Tone: Establish the required professional style.
a. Example: "Formal and concise," "Helpful and welcoming," "Direct and professional."

CRITICAL DATA WARNING: PROTECT UNIVERSITY INFORMATION
Adherence to university data security protocols is mandatory. DO NOT input any confidential or sensitive university data. This includes:
· Personally Identifiable Information (PII) of university members.
· Internal-only financial data, budgets, or contracts.
· Specific, proprietary internal process details.
Keep your prompts general. You can add specific data points (e.g., names, budget figures) manually during the "Final Review" phase.

Use Case 1: Departmental Process Notification
This use case outlines a common task: informing a team of a new procedure.
Your Prompt: "Draft a professional and clear email to my department. Inform them that the new procedure for submitting travel requests is now in effect. All new requests must go through the new portal starting December 1st. Include the link to the portal and mention that a 'How-To' guide is attached."
The Result: Copilot will generate a comprehensive, clear draft that you can then review and send, streamlining the communication process.
Use Case 2: Cross-Functional Collaboration
This use case involves coordinating with stakeholders from other units.
Your Prompt: "Draft a polite email to a manager in another department. I need to schedule a 30-minute meeting with them next week to discuss the upcoming 'Welcome Week' initiative and how our departments can collaborate. Ask them for a few windows of availability."
The Result: The tool will facilitate this request by handling the professional pleasantries and crafting a concise, actionable email.
Optimizing for Your Professional Voice
You can enhance the tool's output by providing examples of your preferred communication style. This customization can streamline your editing process and ensure consistency. After your 4-component prompt, add a line such as:
· "My typical style is friendly, professional, and uses short sentences. Please adopt this style."
· "Here is an example of an email I've written in the past: [paste a generic example]. Please match this tone."
Final Review and Validation
This is a mandatory step in the process. Copilot generates a first draft, not a final, send-ready product.
Always perform a final review to:
· Ensure all information is accurate.
· Manually insert any confidential details (names, project numbers, etc.) that were omitted from the prompt.
· Validate that the communication aligns with your intended outcomes.
By leveraging this service, staff can confidently navigate routine communications, enhance productivity, and realize their strategic objectives.
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