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1. Introduction  

Generative AI is rapidly transforming industries, and project management is no 

exception. From automating routine documentation to providing intelligent insights for 

planning and reporting, generative AI tools can supercharge the efficiency, accuracy, and 

creativity of project managers (PMs). But to harness their full potential, hands-on practice 

is essential—simply reading about AI is no substitute for engaging with the tools directly.  

1.1 Brief Overview of Generative AI in Project Management  

● Definition: Generative AI refers to artificial intelligence systems capable of 

creating new content or ideas based on prompts or user inputs. In the project 

management context, this might include drafting reports, generating project 

plans, summarizing discussions, or even forecasting project risks.  

● Impact: By intelligently automating repetitive tasks and offering creative 

solutions, generative AI allows PMs to focus more on strategic leadership and 

stakeholder engagement. For example, instead of spending hours drafting a 

project status update, a PM could use an AI tool to generate a first draft, 

which they can then review and customize.  

● Examples in Action:  

Automatically creating meeting summaries from call transcripts.  

Generating risk registers and mitigation plans based on historical project data.  

Assisting in scheduling and resource allocation with intelligent recommendations.  
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1.2 The Importance of Hands-On Practice  

● Bridging the Theory-Practice Gap: While understanding the principles of 

AI is important, true mastery comes from experimentation. For example, 

tweaking input prompts in ChatGPT to see how the output changes helps 

users develop an intuition for effective AI collaboration.  

● Developing Critical Judgment: Hands-on practice helps PMs recognize 

when to trust AI-generated content, and when human oversight is essential. 

For instance, while an AI might suggest a project timeline, only an 

experienced PM can assess if the sequence is truly feasible given 

organizational realities.  

● Certification and Career Advancement: For those pursuing certifications 

(such as PMP, PMI-ACP, or PRINCE2), familiarity with AI tools can set 

candidates apart, as the ability to leverage emerging technology is 

increasingly valued by employers.  

1.3 How to Use This Toolkit  

● This toolkit is designed as a practical, step-by-step guide for anyone looking 

to incorporate generative AI into their project management workflow.  

● Ideal Users:  

○  Learners who want to understand generative AI in a real-world PM 

context.  

○  Practicing project managers seeking to streamline their processes and 

add value to their teams.  
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○  Certification aspirants who wish to demonstrate advanced digital 

skills.  

● Each section presents concise explanations, real-life examples, and suggested 

exercises to encourage active experimentation. The goal is to move beyond 

theory and help readers build confidence through doing.  

● Mock-ups and tool walkthroughs are included to provide a clear starting 

point, regardless of your current experience level with AI.  

2. Key AI Tools Covered  

Project managers today have access to a range of AI-powered tools, each offering distinct 

features that can be leveraged for various project management tasks. Below is a quick-

start guide to the tools referenced in the mock-ups, focusing on functionalities most 

relevant to PM use cases.  

2.1 ChatGPT (OpenAI)  

○  Overview: ChatGPT is a conversational AI that can understand 

prompts in natural language and generate human-like text responses. 

It can be accessed via web apps, APIs, and as integrations within other 

platforms.  

○  Features Relevant to PMs:  

■  Drafting project documentation (e.g., project charters, status 

updates, meeting notes).  

■  Brainstorming and outlining project plans.  
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■  Summarizing lengthy documents or meeting transcripts.  

■  Generating risk and issue logs based on project data.  

○  Example: A PM can input, “Summarize the key action items from this 

meeting transcript,” and ChatGPT will produce a concise and 

organized list. Alternatively, asking, “Draft a stakeholder 

communication plan for a software rollout,” can yield a strong first 

draft to customize.  

2.2 Google Gemini (formerly Bard)  

○  Overview: Google Gemini is an AI chatbot designed for advanced 

reasoning, information retrieval, and collaboration. It integrates 

seamlessly with Google Workspace tools like Docs, Sheets, and Gmail.  

○  Features Relevant to PMs:  

■  Auto-summarizing documents and extracting key points.  

■  Generating reports and visualizations directly in Google Sheets.  

■  Assisting in drafting professional emails and announcements.  

○  Example: A PM managing a cross-functional project can ask Gemini 

to, “Analyze this project Gantt chart and summarize risks,” or, “Draft 

an email update to stakeholders based on this project report.”  

2.3 Claude (Anthropic)  

○  Overview: Claude is a conversational AI focused on safety, 

helpfulness, and transparency. It handles large volumes of text, 

making it suitable for processing lengthy project documents.  
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○  Features Relevant to PMs:  

■  Processing and summarizing project documentation (e.g., 

requirements, contracts).  

■  Helping with brainstorming sessions and idea generation.  

■  Answering complex policy or compliance questions based on 

supplied documents.  

○  Example: When onboarding a new team member, a PM might use 

Claude to, “Summarize the key responsibilities from this 30-page 

project handbook,” or, “List compliance requirements from the 

attached document.”  

2.4 Microsoft Copilot / Office 365 AI  

○  Overview: Microsoft Copilot is integrated into Office 365 applications 

(Word, Excel, PowerPoint, Outlook, Teams), bringing AI-driven 

assistance directly into daily productivity tools.  

○  Features Relevant to PMs:  

■  Generating reports and slide decks from raw project data.  

■  Drafting and organizing emails and meeting agendas in 

Outlook.  

■  Scheduling meetings and automating follow-ups in Teams.  

○  Example: A PM can use Copilot in Excel to, “Analyze this resource 

allocation table for bottlenecks,” or in Word to, “Draft a project 

closeout report based on team feedback.”  

http://www.gsdcouncil.org/
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2.5 Notion AI  

○  Overview: Notion AI is an enhancement to the Notion workspace 

platform, offering smart content creation and organization features.  

○  Features Relevant to PMs:  

■  Drafting and organizing project wikis, knowledge bases, and 

action items.  

■  Generating meeting agendas and auto-filling task lists.  

■  Summarizing notes and extracting key decisions from meeting 

minutes.  

○  Example: When planning a project kickoff, a PM might use Notion AI 

to, “Generate a checklist for a new product launch,” or, “Summarize 

the main outcomes from the last team meeting.”  

2.6 Trello AI  

○  Overview: Trello, a popular task and project management tool, now 

integrates AI to automate workflows and enhance team collaboration.  

○  Features Relevant to PMs:  

■  Predicting task deadlines and surfacing overdue items.  

■  Auto-generating progress reports based on activity.  

■  Offering suggestions for task prioritization and workflow 

optimization.  

http://www.gsdcouncil.org/
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○  Example: For a project sprint, Trello AI can recommend which tasks 

to prioritize based on historical completion rates or flag potential 

bottlenecks before they become critical issues.  

2.7 Quick-Start Tips for Learners and Aspirants  

● Start with one tool at a time—experiment with simple prompts and gradually 

move to more complex workflows.  

● Document your findings and results in a digital notebook or project wiki. This 

process not only reinforces learning but also builds a reference for future 

projects.  

● Join online communities for each tool (e.g., OpenAI forums, Notion 

communities) to exchange tips, templates, and best practices.  

● When preparing for certifications, practice using AI tools for sample exam 

questions or to summarize complex PM concepts.  

With deliberate practice and a willingness to experiment, generative AI can become an 

indispensable partner in your project management toolbox—streamlining tasks, 

unlocking insights, and elevating the quality of every deliverable.  

3. How to Set Up for the Mock-Ups  

3.1 Tools You’ll Need (Accounts & Access)  

● Create accounts for each AI platform highlighted above (e.g., Google Gemini, 

Claude, Microsoft Copilot, Notion AI, Trello). Ensure you have appropriate 
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permissions for integrating these tools into your workflow (e.g., connecting 

to your Google Workspace, enabling Notion AI in workspace settings, linking 

Trello Power-Ups).  

● Familiarize yourself with access requirements: Some tools may require 

admin approval or business plan subscriptions for full AI feature access.  

● Install and configure browser extensions or desktop apps if needed (e.g., 

Copilot in Microsoft 365 apps, Notion desktop, Trello integrations).  

3.2 Prompting Basics  

The effectiveness of AI responses often depends on how you structure your prompts. A 

simple and proven formula is:  

● Role: Specify who/what the AI should ‘be’ (e.g., “You are an expert project 

manager”)  

● Task: Clearly articulate what you want done (e.g., “Summarize the following 

requirements…”)  

● Input: Provide the necessary context or raw material (e.g., paste 

requirements text or provide a meeting transcript)  

Sample Structure:  

● Role: Expert project manager  

● Task: Draft a project kickoff announcement email  

● Input: [Project overview, team list, and key dates]  

http://www.gsdcouncil.org/
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3.3 Tips for Effective AI Usage in PM Scenarios  

● Be specific and concise clarity leads to better outputs.  

● Provide context wherever possible (project phase, stakeholders, constraints).  

● Iterate: Refine your prompts based on initial outputs to hone the response.  

● Always review and edit AI-generated content for accuracy and organizational 

tone before sharing.  

● Use AI as a supplement to, not a replacement for, human judgment and 

expertise.  

4. Mock-Up Scenario Templates  

Each scenario below is structured for practical, hands-on learning. Experiment with these 

templates to develop your own workflow enhancements using generative AI in project 

management.  

4.1 Mock-Up 1: Project Kickoff Brief Generator  

● Context: You're preparing for a client-facing project kickoff.  

● Objective: Set clear expectations, outline scope, and align all stakeholders 

from the outset.  

● AI Task: Generate a professional agenda and summary of objectives.  

● Sample Prompt: "Act as a project manager preparing for a kickoff meeting. 

Create a clear agenda for a 1-hour meeting with stakeholders to outline 

scope, timelines, risks, and next steps."  

http://www.gsdcouncil.org/
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● Expected Output: Agenda with time slots, bullet points, and key talking 

points.  

● Real-World Application Tip: Use AI output to create visuals in PowerPoint 

or send directly as an email.  

4.2 Mock-Up 2: AI-Powered Risk Register  

● Context: Midway through a project, you need to identify and document 

emerging risks.  

● Objective: Proactively manage uncertainties and maintain stakeholder 

confidence.  

● AI Task: Analyze project notes, meeting minutes, or status reports to surface 

potential risks and categorize them (likelihood, impact, mitigation).  

● Sample Prompt: "Given this project summary and recent status updates, 

identify and list at least five possible project risks, their likelihood 

(high/medium/low), potential impact, and suggested mitigation strategies. 

Present the results in table format."  

● Expected Output: Structured risk register with columns for risk, likelihood, 

impact, and mitigation.  

● Real-World Application Tip: Use the AI-generated register as a living 

document, continuously updating and validating with team input.  

http://www.gsdcouncil.org/
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4.3 Mock-Up 3: Sprint Planning & Backlog Grooming using 

GenAI  

● Context: At the start of a sprint, the team needs to prioritize and sequence 

backlog items.  

● Objective: Maximize value delivered in the sprint while balancing team 

capacity and stakeholder priorities.  

● AI Task: Classify user stories by complexity and urgency, suggest sprint 

priorities, and flag dependencies.  

● Sample Prompt: "Based on the following backlog items and sprint goals, 

suggest a prioritized list for the upcoming sprint. Highlight items that are 

urgent, complex, or have dependencies."  

● Expected Output: Prioritized backlog with clear labels (urgent, complex, 

dependency) and rationale for sequence.  

● Real-World Application Tip: Use AI’s suggestions as a starting point and 

adjust during team retrospectives or planning meetings for consensus.  

4.4 Mock-Up 4: Daily Status Report Drafting  

● Context: PMs need to provide succinct updates for leadership or clients each 

day.  

● Objective: Communicate project momentum, blockers, and next steps 

efficiently.  

● AI Task: Summarize daily activities, highlight completed tasks, ongoing work, 

and impediments.  

http://www.gsdcouncil.org/
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● Sample Prompt: "Summarize today’s project activities, listing completed 

tasks, tasks in progress, any blockers, and planned actions for tomorrow. 

Format as a concise daily status report."  

● Expected Output: Structured status report with sections for 

accomplishments, ongoing tasks, blockers, and action items.  

● Real-World Application Tip: Standardize your prompt and template for 

consistent, rapid reporting throughout the project lifecycle.  

4.5 Mock-Up 5: Stakeholder Communication Email  

● Context: A change in project scope or schedule needs to be communicated to 

stakeholders.  

● Objective: Ensure clear, transparent communication and manage 

expectations.  

● AI Task: Draft a professional, empathetic email explaining the change, 

rationale, and next steps.  

● Sample Prompt: "Write an email to project stakeholders notifying them of a 

schedule change. Explain the reason, impact, and new timeline, and offer a 

call to discuss further if desired."  

● Expected Output: Well-structured email draft with appropriate tone and key 

points addressed.  

● Real-World Application Tip: Personalize the AI-generated email with 

stakeholder names and project-specific details before sending.  

http://www.gsdcouncil.org/
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4.6 Mock-Up 6: Lessons Learned Summary after Project 

Closure  

● Context: The project has concluded, and you want to document takeaways 

for future reference.  

● Objective: Capture what worked, what didn’t, and recommendations for 

future projects.  

● AI Task: Synthesize feedback, project artifacts, and performance metrics into 

a “lessons learned” summary.  

● Sample Prompt: "Review the following project documents and team 

feedback. Create a structured summary of key lessons learned, including 

successes, challenges, and actionable recommendations."  

● Expected Output: Lessons learned document organized by topic (successes, 

challenges, recommendations).  

● Real-World Application Tip: Incorporate these summaries into onboarding 

materials for new team members or as reference for future projects.  

4.7 Mock-Up 7: AI-Generated Meeting Minutes  

● Context: After a cross-functional meeting, a summary of decisions and 

actions is required.  

● Objective: Ensure accountability and clarity on next steps.  

● AI Task: Extract decisions, action items, responsible parties, and deadlines 

from meeting transcripts or notes.  

http://www.gsdcouncil.org/
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● Sample Prompt: "Based on this meeting transcript, extract key decisions, 

assigned action items with owners and deadlines. Present in a structured 

table."  

● Expected Output: Clear, actionable meeting minutes tabled by action item, 

responsible person, and due date.  

● Real-World Application Tip: Use these minutes to follow up with team 

members and update project management tools.  

4.8 Mock-Up 8: Change Impact Assessment with AI  

● Context: A major technical or business change is proposed mid-project.  

● Objective: Quickly assess potential risks, impacts, and mitigation strategies.  

● AI Task: Analyze change description and current project plan to highlight 

affected deliverables, risks, and required adjustments.  

● Sample Prompt: "Given this change request and the current project plan, 

identify affected tasks, potential risks, and suggest mitigation steps."  

● Expected Output: Change impact summary with a list of affected areas and 

mitigation recommendations.  

● Real-World Application Tip: Incorporate AI assessments into your formal 

change control process for faster approvals.  

4.9 Mock-Up 9: Resource Allocation Optimizer  

● Context: Multiple projects are competing for limited resources.  

● Objective: Optimize resource allocation for maximum project success.  

http://www.gsdcouncil.org/
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● AI Task: Review project priorities, deadlines, and skillsets to propose 

optimal allocation.  

● Sample Prompt: "Given the following projects, deadlines, and resource skills, 

suggest an optimized resource allocation plan minimizing conflicts."  

● Expected Output: Resource assignment table with rationale and 

recommendations for adjustments.  

● Real-World Application Tip: Use AI-generated allocations as a basis for 

team discussions and address potential bottlenecks early.  

4.10 Mock-Up 10: Project Health Dashboard Summary  

● Context: Leadership requests a quick snapshot of overall project 

performance.  

● Objective: Provide an at-a-glance summary of key metrics, risks, and 

progress.  

● AI Task: Aggregate data points (progress, budget, risks, milestones) into a 

digestible summary.  

● Sample Prompt: "Summarize the following project data into a one-page 

dashboard with status, key risks, milestones achieved, and upcoming 

deadlines."  

● Expected Output: Concise dashboard summary with traffic-light indicators 

and bullet points.  

● Real-World Application Tip: Pair AI-generated summaries with visual 

dashboard tools for compelling executive updates.  
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4.11 Mock-Up 11: Issue Escalation Report  

● Context: An unresolved issue is at risk of derailing the project timeline.  

● Objective: Escalate the issue with clear documentation and 

recommendations for resolution.  

● AI Task: Compile relevant background, current status, and escalation 

recommendations.  

● Sample Prompt: "Draft an escalation report for this issue, summarizing 

what’s happened, attempted resolutions, and proposed next steps."  

● Expected Output: Structured escalation report for leadership review.  

● Real-World Application Tip: Use AI’s objective summary to facilitate 

swifter, data-informed decision-making.  

4.12 Mock-Up 12: AI-Driven Retrospective Insights  

● Context: After a sprint or milestone, team feedback is collected for 

continuous improvement.  

● Objective: Identify patterns, pain points, and actionable improvements from 

qualitative feedback.  

● AI Task: Analyze retrospective comments to group themes and suggest 

process enhancements.  

● Sample Prompt: "Review these retrospective notes and identify recurring 

themes, pain points, and concrete suggestions for process improvement."  

● Expected Output: Thematic summary with top issues and actionable 

suggestions.  
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● Real-World Application Tip: Integrate AI insights into team action plans for 

the next sprint or project phase.  

5. AI Prompt Bank for PMs  

To streamline project management tasks, here is a curated set of 15–20 ready-to-use AI 

prompts, conveniently grouped by project phase. These prompts are designed for 

immediate application, yet flexible enough to adapt for any methodology or platform.  

5.1 Initiation  

● Project Charter Draft: “Given this project overview, draft a concise project 

charter including objectives, stakeholders, and high-level risks.”  

● Stakeholder Mapping: “Analyze these stakeholder notes and generate a 

detailed stakeholder map with influence and interest ratings.”  

● Business Case Summary: “Summarize the business case for this initiative, 

highlighting expected benefits, costs, and success factors.”  

5.2 Planning  

● Work Breakdown Structure Creation: “Break down these project 

deliverables into a hierarchical WBS with phases and sub-tasks.”  

● Risk Register Population: “From the planning notes, extract and tabulate 

identified risks, their likelihood, impact, and mitigation strategies.”  

● Schedule Estimation: “Based on these task lists and provided durations, 

generate a draft project timeline with dependencies.”  
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● Resource Planning: “Suggest an optimal resource allocation for these roles 

and deadlines, minimizing over-allocation.”  

5.3 Execution  

● Meeting Minutes Extraction: “Extract action items, decisions, and upcoming 

deadlines from this meeting transcript. Present in a structured table.”  

● Status Report Generation: “Summarize project progress, current blockers, 

and upcoming milestones for an executive status update.”  

● Change Impact Assessment: “Given this change request and project plan, 

list affected tasks, risks introduced, and proposed mitigation strategies.”  

● Issue Escalation Draft: “Summarize unresolved critical issues, attempted 

resolutions, and recommend next steps for escalation.”  

● Retrospective Insights: “Analyze sprint feedback and highlight recurring 

themes, pain points, and actionable improvements.”  

5.4 Closure  

● Lessons Learned Summary: “Review project closure notes and generate a 

lessons learned summary, grouped by theme.”  

● Project Closure Report: “Draft a final project report including summary of 

objectives met, key successes, challenges, and recommendations for future 

projects.”  

● Post-Implementation Review: “Evaluate project outcomes against initial 

KPIs and document gaps, successes, and next steps.”  

http://www.gsdcouncil.org/
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5.5 Bonus: Prompt Customization Tips  

● Tailor prompts by referencing your project methodology (e.g., Agile, 

Waterfall) or naming specific tools (Jira, Asana, MS Project) for more targeted 

outputs.  

● Clarify your desired format: “Provide as a table,” “Summarize in bullet 

points,” or “Draft as an executive email.”  

● When collaborating, specify the audience or purpose to ensure contextual 

relevance, such as “for a sponsor briefing” or “for team onboarding.”  

6. Conclusion  

Integrating AI into your project management toolkit can drive efficiency, clarity, and 

innovation across every phase. By leveraging curated prompts, robust tools, and a culture 

of continuous improvement, project managers can focus on strategic decision-making 

and stakeholder engagement. Use the resources and examples provided as a springboard 

to evolve your practices—and transform challenges into opportunities for success. For 

ongoing support and fresh ideas, revisit the prompt bank and recommended resources 

as you advance your AI-enabled PM journey.  
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