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Go through my inbox: archive newsletters and promos I haven't opened, flag

anything that actually needs a reply, and send me a 5-line summary of what
matters most today. Don't delete anything.
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Look at my calendar and my open tasks for the week ahead, and email me a
clear, prioritized list of exactly what I need to get done, most important
first, with anything time-sensitive flagged.
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Pull my calendar for today, any emails I was tagged on or that look urgent,
and the top news in [my industry], and send me a one-page morning brief.

wEoun 3l ald, 3l 5,85 .4

Pull this week's activity from my connected apps, build a short report of
what happened and what's still open, compare it to last week, and email it
to me.
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Check my sent email for anyone I said I'd follow up
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with and haven't, and send me a short list of who I owe a reply or a next
step, so nothing slips.
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