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Notion AI
From Notes to Living Knowledge Base
2026 CIO Edition · StevenSinger.org/ai

Vendor: Notion Tier: Team / Enterprise
Pricing: Notion AI add-on
$10/user/mo (requires Notion
plan)

Context Window: Current page
+ linked pages; database queries

KEY CAPABILITIES

✦ Page Summaries: instant summaries of any Notion page ✦ Content Rewriting: tone, audience, and length adjustment

✦ Task Generation: extract action items from meeting notes ✦ Database Queries: natural language queries across databases

✦ Wiki Cleanup: normalize voice and deduplicate content ✦ AI Meeting Workflow: agenda → notes → summary → distribution

SHORTCUTS & COMMANDS

Shortcut / Command How To Use

Ask AI on page Spacebar on empty line → opens AI prompt inline

Improve writing Select text → Ask AI → 'Improve writing' or 'Make more concise'

Summarize page ■ menu → Ask AI → 'Summarize this page'

Generate action items Select meeting notes → Ask AI → 'Extract action items'

Database query In database → AI Query → natural language filter

Create template Ask AI → 'Create a [type] template for [use case]'

Translate Select text → Ask AI → Translate to [language]

Draft from outline Create bullet outline → Ask AI → 'Turn into full document'

TOP USE CASES

Board meeting prep: summarize all project pages → executive brief in 10 minutesVendor evaluation database: AI queries surface key

comparisons instantlyEmployee onboarding: AI-generated personalized onboarding plans from role templateMeeting intelligence: agenda →
real-time notes → action items → distribution automaticPolicy documentation: AI normalizes voice across team-contributed pagesProject status

reporting: AI summarizes all active project pages → weekly rollup

STANDARD CHECKLIST

■ AI summaries used for major meeting notes ■ Wiki cleanup completed on at least one section

■ Database queries mastered (natural language filter) ■ Team templates created with AI assistance

■ Page titles standardized with AI ■ Action items extracted automatically from meeting notes

■ Status reporting: AI summarizes project pages weekly ■ Notion AI ethics and usage policy documented

PROMPT PATTERNS

Pattern Template / Example Best For

Meeting to doc 'Convert these meeting notes into a structured project brief with timeline' Documentation

Audience rewrite 'Rewrite this for a non-technical executive audience. Max 200 words' Communication

Template creation 'Create a vendor evaluation template with scoring criteria for ERP selection' Templates

Database query 'Show me all tasks due this week assigned to [name] with status Blocked' Task management

Wiki cleanup 'Identify duplicate content in this wiki section and suggest consolidation' Knowledge management

Governance Notes: Enterprise tier: SAML SSO, advanced permissions, audit logs, data residency options · AI interactions: Notion uses page content to

generate responses — ensure sensitive data permissions are correctly set before AI queries · Guest access: Notion AI respects page permissions — guests

cannot AI-query pages they cannot manually access


