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Work through the four elements and write down your thoughts. The worksheet can help you create a clear prompt tailored to what you need help with. If a response from GenAI is not useful, you can return to the worksheet to guide you in refining your prompt.
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TASK
What do you want help with?

	FORMAT
What should the answer look like?

	e.g. explaining, summarizing, elaborating, translating, transcribing, composing, arguing, generating, brainstorming, clarifying, combining, creating, rephrasing, expanding, condensing, comparing, structuring, reformulating, asking questions, providing feedback, planning
	
e.g. bullet points, a table, a short summary, step-by-step explanation, outline, timeline, concept map, comparison, Q&A, quiz, flashcards, exercises, feedback with improvement suggestions, arguments for and against, annotated example, code example, reading plan, exam schedule


	










	

	
TONE
What tone would you like the response to have?

	
CONTEXT
What does the chatbot need to know to help you?


	

e.g. academic, precise, easy to understand, nuanced, critical, investigative, neutral, concise, elaborative, formal, informal, constructive, direct, supportive, challenging


	e.g. your subject, educational level, topic, learning objectives, task type, curriculum, requirements, existing knowledge, material GenAI should base its response on
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