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Pricing: Free | Plus $20/mo |
Vendor: OpenAl Tier: Enterprise / Consumer Team $25/user/mo | Enterprise
custom

Context Window: 128K tokens
(GPT-40)

KEY CAPABILITIES

O Custom Instructions set once, apply to every conversation 0 GPTs: pre-built assistants for specific workflows
O Code Interpreter: run Python, analyze data, create charts 0 DALL-E integration: generate images in conversation
O Voice & Vision: talk, upload images for analysis O Memory: builds context across sessions automatically

SHORTCUTS & COMMANDS

Shortcut / Command How To Use

Custom Instructions Settings — Personalization - Custom Instructions
New GPT ChatGPT.com — Explore GPTs - Create

Code Interpreter Start message with 'Analyze this data:' + upload CSV
Branch conversations Hover message - Edit - creates parallel thread
Export chat m menu - Export data - JSON or text

Pin conversations Hover chat title - Pin for quick access

Voice mode Microphone icon (mobile) or headphone icon (desktop)
Temporary chat New chat — Temp Chat toggle (no memory saved)

[TOP USE CASES

RFP response generator with company boilerplateMeeting notes — action items parserResume screener with your hiring criteriaCompetitor
intelligence brieferincident report writer following your templateExecutive dashboard summary from raw data

STANDARD CHECKLIST

m Custom Instructions set with role and format preferences m 3 personal GPTs created for repeated workflows

m Code Interpreter used for data analysis this week m Image generation tested for presentations/mockups
m Voice mode enabled and tested m Memory enabled for ongoing projects

m Conversations organized with clear naming conventions m Key conversations exported for documentation

PROMPT PATTERNS

Pattern Template / Example Best For
Role-Based You are a [role]. Help me [task]. Expertise framing
Chain-of-Thought Think step-by-step. Show your reasoning. Complex problems
Few-Shot Here are 3 examples: [examples]. Now do [task]. Consistent formatting
Constraint In 3 bullets, no jargon, for executives. Specific outputs
Iterative Improve this: [content]. Make it [criteria]. Refinement loops

Governance Notes: Disable memory for sensitive client conversations (Temp Chat mode) - Enterprise tier: data not used for training, SOC 2 Type I
compliant - Do not input PII, proprietary code, or trade secrets in consumer tier

26 Steven Singer. Gold Standard CIO | StevenSinger.org/ai | steven@stevensinger.org



