Al Prompting
Fundamentals

How to get results from Al — the first time.

Duration: 20 minutes -~ Audience: Business Professionals
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Training Goal: Perfecting
prompts to save time and
get the results you want.
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Presenter Notes
Presentation Notes
Have this slide up when attendees start entering the room. Provide a quick welcome to the group.
"Welcome, everyone — glad you're here. We're going to spend the next 20 minutes on something that will change how you interact with AI tools like ChatGPT, starting today."
"Before we dive in — quick question for the chat: On a scale of 1 to 5, how would you rate your current confidence using ChatGPT? Type your number in the chat now."
 
💬 CHAT PROMPT: Chat: Rate your ChatGPT confidence — 1 (never used it) to 5 (use it daily). Drop your number now!
📌 FACILITATOR NOTE: Give 20-30 seconds. Acknowledge the range. e.g., 'Looks like we have a mix — some of you are just getting started, others are regulars. Perfect. This session is designed for everyone in that range.'



B
IWhy Most People Struggle with Al

The Problem

Too Vague

"Tell me about marketing." — Al has no idea what you actually need.

No Structure

of Al value is left Missing role, context, or format leads to generic, unusable outputs.
on the table due to

poor prompting
No Iteration

Users give up after one try instead of refining their ask.



Presenter Notes
Presentation Notes
"Here's the truth: most people using AI right now are leaving 80% of its value on the table — not because the technology is limited, but because of how they ask it questions."
"Today we're going to fix that. By the end of this segment, you'll be able to build prompts in ChatGPT that provide useful, accurate results the first time — not after five rounds of back-and-forth."



I Spot the Difference

WEAK PROMPT ¥ STRONG PROMPT

"Tell me about marketing. " "You ar_e a marketing strategist. M_/r{'te a 3—bull<-.3t
executive summary of the top 3 digital marketing
trends for a healthcare audience in 2026. Use plain
language, under 200 words."

RACE =

I
What happens:
e Al doesn't know your role
* No idea what type of marketing What happens: _
« Output is generic and long e Al knows your persona (strategist)
e You spend 20 min editing it e Knows what yo.u need (3 bullets)
« Rarely usable as-is e Knows the audience (healthcare)

e Knows the format (under 200 words)
e Qutput is usable in 30 seconds

Chat: What's ONE key difference you see between these two prompts?


Presenter Notes
Presentation Notes
📌 FACILITATOR NOTE: This is a comparison slide. Read both prompts aloud. Ask learners to react before you explain.
"Let's look at two prompts. First: 'Tell me about marketing.' Second: 'You are a marketing strategist. Write a 3-bullet executive summary of the top 3 digital marketing trends for a healthcare audience in 2026.'"
"In the chat — which would give you a more useful response, and why? Just a word or two is fine."
 
💬 CHAT PROMPT: Chat: Which prompt is better — and what's the key difference? Just a quick word or two.
📌 FACILITATOR NOTE: Pause 20 seconds. Then bridge to the RACE framework.


IThe RACE Framework — Your Prompting Blueprint

EXAMPLE/
R ROLE A ACTION C CONTEXT E FORMAT

Set the Al's persona or What you want the Al to Background, audience & Output structure or style
expertise do constraints

EXAMPLE EXAMPLE EXAMPLE EXAMPLE

"You are a nurse "Write a 3-step "...for beginners with no "Use bullet points, max

educator..." summary..." clinical experience" 150 words"



Presenter Notes
Presentation Notes
"The difference between those two prompts can be explained by a simple 4-part framework I want you to remember: RACE."
(see RACE Framework in Facilitators Guide as a resource)
"Not every prompt needs all four. But the more of these you include, the better your results. Let's see it in action."



LIVE
DEMO

Watch RACE in action

Facilitator
Action

Type a weak prompt: "Write an email about our team meeting." Switch to your

ChatGPT browser tab

and share screen.
STEP 2

Observe the generic, unusable output from ChatGPT. _

Rebuild using RACE: role + action + context + format.
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Presenter Notes
Presentation Notes
📌 FACILITATOR NOTE: Switch to ChatGPT browser tab. Keep slide visible if possible or warn learners you're switching screens.
"I'm going to open ChatGPT right now and show you RACE in real time. You'll see two attempts — first a weak prompt, then a RACE-structured version of the same ask."
 
DEMO SCRIPT — Weak Prompt First
"First, I'll type: 'Write an email about our team meeting.' Watch what comes back."
📌 FACILITATOR NOTE: Wait for result. Point out: generic greeting, no agenda, vague, probably unusable. 'See? It gave me something — but is it useful? Probably not without major editing.'
 
DEMO SCRIPT — RACE Prompt
"Now let's try again using RACE. I'll type: 'You are an executive assistant [ROLE]. Write a short meeting reminder email [ACTION] for a 30-minute team sync happening Friday at 2pm, with three attendees from the sales team [CONTEXT]. Keep it under 100 words, professional tone [FORMAT/EXAMPLE].'"
📌 FACILITATOR NOTE: Wait for result. Compare side-by-side (scroll up). Ask learners to react.
💬 CHAT PROMPT: Chat: What's one specific difference you notice between the two outputs? Type it now.
📌 FACILITATOR NOTE: Read 2-3 chat responses aloud. Reinforce: specificity = quality.



IYour Turn — Practice with RACE

WEAK PROMPT TO IMPROVE: "Help me with a presentation."

R — ROLE A — ACTION C — CONTEXT E — FORMAT

Who should the Al be? What should it do? Who's the audience? Any Bullets? Table? Word
constraints? count?

MODEL ANSWER: "You are a business presentation coach [R]. Create an outline for a 10-min executive briefing [A] on Q3
sales performance for a VP audience [C]. Format as a numbered list, one sentence per slide [E]."

Chat: Rewrite "Help me with a presentation." using RACE — type your version now!


Presenter Notes
Presentation Notes
"Now it's your turn. I'm going to give you a weak prompt. Your job is to rebuild it using RACE. You have 2 minutes to work individually — type your improved prompt in the chat when you're ready."

💬 CHAT PROMPT: Chat: Using RACE, rewrite this prompt: 'Help me with a presentation.' You have 2 minutes — type your version in the chat when ready. No wrong answers!
📌 FACILITATOR NOTE: Start a 2-minute timer visible to you. During this time, stay quiet or offer light encouragement: 'Take your time — remember Role, Action, Context, and Format.'
 
Debrief (After 2 Minutes)
"Let's look at a few of these. I'll read some out."
📌 FACILITATOR NOTE: Read 2-3 chat responses. For each, give brief positive feedback and identify which RACE elements they included. Example debrief: 'I see Jennifer included a role — she said you are a business coach. Great use of R! And she specified the output format. That's the full framework right there.'
"Here's a model version you can use as a reference.“

EXAMPLE STRONG VERSION: "You are a business presentation coach [R]. Create an outline for a 10-minute executive briefing [A] on Q3 sales performance for a VP audience unfamiliar with the data [C]. Format it as a numbered list with one sentence per slide [E]."

"You can always refine after you get the first output. AI is a conversation, not a one-shot answer machine."



I 3 Mistakes to Avoid

Too Vague

Using one-line prompts with no context leads to generic, unusable output that requires hours of editing.

No Output Format

Forgetting to specify structure (bullets, table, word count) forces Al to guess — and it usually guesses wrong.

Accepting First Output

The best results often come from iteration. If the first output is close but not perfect, say 'Make it shorter' or
'Adjust the tone.'

. PROTIP: Al is a conversation, not a one-shot answer machine. Every follow-up refinement gets you closer to perfect.



Presenter Notes
Presentation Notes
"Before we wrap up, here are three common mistakes to watch for.“ (Read slide)



Key
IELGEVEVR

Prompt quality = output quality. Vague in, generic out.
RACE gives you a repeatable structure: Role, Action, Context, Format.
You don't need all four elements — but the more you include, the better.

Always iterate. One follow-up prompt can transform a mediocre output.
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Remember
RACE
R — Role
A — Action
C — Context
E — Format
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Presenter Notes
Presentation Notes
"We covered a lot in a short time. Here's what I want you to walk away with:"
Prompt quality directly determines output quality — garbage in, garbage out
RACE gives you a structure: Role, Action, Context, Example/Format
Always iterate — AI conversations improve over multiple turns



Your Commitment

What will YOU try with RACE this week?

Chat Response

Ideas: [ Write a team update email ] [ Draft a meeting agenda ] [ Summarize a long report J

Thank you for your energy today. & Use RACE once this week — and you'll never go back.


Presenter Notes
Presentation Notes
"Last thing before we wrap: I want you to do one thing with this. Tell me in the chat — what is ONE work task you'll try to use ChatGPT for this week, using the RACE framework?"
💬 CHAT PROMPT: Chat: What's ONE task you'll try with RACE this week? Type it in the chat before we close.
📌 FACILITATOR NOTE: Read 2-3 responses. Celebrate them. Close on an energized note.
"Fantastic. You just learned a framework used by professionals who get 10x value from AI tools. Use it once this week and you'll never go back to vague prompts."
"Thank you for your energy today — see you in the next segment."
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