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Use the following acronym as a checklist or guide for writing effective AI prompts. 
	Action
	Notes

	Clear Goal 
	



	Objective Tone
	



	Necessary Details
	



	Target Audience
	


	Expected Format 
	


	Examples (optional) 
	


	Tweak and Test 
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CONTEXT = Q)
—% CLEARGOAL
What do you want the Chatbot to do?

. OBJECTIVE TONE
L Should the response be formal, casual, humorous, etc?
N E&D NECESSARY DETAILS
What key information should be included?
/2o, TARGET AUDIENCE
_Q /_ Who is this response meant for?
|

. —). EXPECTED FORMAT

=/ How should the response be structured?

X @D EXAMPLES (optional)
Provide a sample if the request is complex.
=

TWEAK AND TEST
Refine the prompt if needed based on the response.





image2.png
el




