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Introduction

Welcome to A.l. Power Prompting." If you have used Al before, you already know
the basics: type a question, read the answer. That works. But it is a bit like having a
conversation with a brilliant expert and only ever asking yes-or-no questions.

Today is about learning to have the real conversation. The difference between a
casual Al user and a confident one is not which tool they use. It is how they write their
prompts. A well-constructed prompt can take an answer from generic and barely
useful to specific, polished, and ready to use.

This class will give you a repeatable framework, a set of advanced techniques,
and practice applying both to things you actually need to get done.

4 )

What You Need

Everything we do today runs in a web browser. Go to https://chatgpt.com
and click Stay logged out if prompted. A free account is not required for any
student exercise in this handout.

Learning Goals

By the end of this session, you will:
e Use the 4-D framework to write prompts that get consistently useful results

e Apply advanced techniques including chain-of-thought, few-shot
examples, and the iteration loop

e Recognize and fix the most common prompting mistakes

e Apply power prompting to real tasks from your own work and daily life

Big Idea

A vague prompt produces a vague answer. Everything else in this class is a
variation on that single truth.

Module 1: The 4-D Framework

Most people write prompts the way they write internet search queries: short, keyword-
heavy, and light on context. That approach was designed for search engines that

"Written by George Self with assistance from ClaudeAl and ChatGPT. It was formatted with IATEX.
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infer what you want. Al assistants work differently. They take your prompt literally
and build their entire response from exactly what you gave them.

The 4-D framework structures a prompt around four elements that, together, give
Al everything it needs to produce a result that is actually useful to you.

Before and After: The Same Request, Two Ways

Read these two prompts and consider what each one is likely to produce.
Without 4-D:

Write an email about the meeting.
With 4-D:

You are a professional business writer. I manage a small landscaping company
in Sierra Vista, Arizona with six employees. I need to reschedule a Monday
morning team meeting because of a supplier appointment that came up
unexpectedly. Write a brief email to my crew letting them know the meeting
is moved to Wednesday at 7:00 AM. Keep the tone friendly and direct. No more
than three short paragraphs. Do not include a subject line or signature
since I will add those myself.

The second prompt will produce something you can send with minimal editing.
The first will produce something generic that requires rewriting from scratch. The
only difference is the information you provided.

The Four Elements

Define: Tell Al What Role to Play

Start by telling the Al who it is for this task. This one sentence sets the tone, vocabu-
lary, and level of expertise for everything that follows.

Weak: (no role given)
Strong: “You are an experienced HR manager.”

Strong: “You are a plain-language financial advisor explaining concepts to a non-
expert.”

Strong: “You are a marketing copywriter who specializes in small local businesses.”

Strong: “You are a compassionate nurse explaining a diagnosis in terms a patient
can understand.”

Role framing is not about pretending or fiction. It is a signal that calibrates the
Al's response toward a specific type of expertise and communication style. A “plain-
language financial advisor” will explain compound interest very differently than a
“financial analyst writing for institutional investors.”
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Describe: Give Context About Your Situation

This is where most prompts fall short. Tell the Al the specific situation: who you are,
who your audience is, what has already happened, and anything else that makes this
task yours rather than a generic request.

Weak: “I have a difficult employee.”

Strong: “lI manage a team of eight at a small nonprofit. One employee has been
consistently late to Monday morning meetings for the past month. | have spoken
with her informally once, but the behavior has continued. | want to address it more
formally now without damaging the working relationship.”

The more specific the context, the more specific — and useful — the output. You
are not limited to one sentence. Give Al as much background as it needs.
Direct: State the Specific Task

Now tell the Al exactly what you want it to produce. Use a specific action verb and
be precise about the goal.

Weak: “Help me with this.” / “Tell me about this.”

Strong: “Write a one-page memo."” / “List five talking points.” / “Summarize this in
three bullet points.” / “Draft a script for a two-minute phone call.”

Action verbs that produce results: Write, Draft, List, Summarize, Compare, Ex-
plain, Outline, Analyze, Rewrite, Translate, Critique, Suggest, Create, Identify, Sim-

plify.
Deliver: Specify the Format and Tone

Finally, tell Al how you want the answer delivered. Without this, the Al makes its own
formatting choices, which may or may not match what you need.

Length: “No more than 150 words.” / “One short paragraph.” / “A single page.”

Format: "Use bullet points.” / “Write in paragraph form.” / “Use a table.” / "Number
each step.”

Tone: "Professional but warm.” / “Conversational, not formal.” / “Direct and matter-
of-fact.”

Reading level: "Plain English, no jargon.” / "Write for someone with no technical
background.”

Exclusions: “"Do not include a salutation.” / “Avoid bullet points.” / “Do not suggest
consulting a lawyer."”
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You Do Not Always Need All Four

For simple, low-stakes requests, a full 4-D prompt is overkill. “Give me five
ideas for a birthday dinner in Tucson" does not need a role or format
instruction. Use the full framework when the output actually matters —
professional communications, important decisions, anything you plan to use
or share.

Activity 1.1: Spot the Missing D

Each prompt below is missing one of the four elements. Identify which D is
absent and explain what you would add.

1. Write a thank-you note for a donation to my charity golf
tournament. Keep it under 100 words and use a warm, personal tone.

2. You are a plain-language healthcare writer. Write a brief
explanation of what a deductible is and how it works.

3. You are a career coach helping a mid-career professional. I am 52
years old and have spent 20 years in retail management. I am
considering a career change into corporate training. Summarize the
transferable skills I likely already have and what gaps I might
need to address.

Activity 1.2: Upgrade a Weak Prompt

Take each weak prompt below and rewrite it using all four elements of the
4-D framework. Work individually, then compare your version with a
neighbor.

1. Write a bio for my website.
2. Explain Medicare to me.

3. Help me respond to a bad review online.

After writing your upgraded prompts, try one of them in ChatGPT and
evaluate the result. Does the output reflect the context you provided?
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Activity 1.3: Build One From Scratch

Think of a real task you need to get done this week — at work, at home, or in
your personal life. Using the 4-D framework, write a complete prompt for it.
Try it in ChatGPT.

» Define: Who should the Al be?
o Describe: What is your specific situation?
» Direct: What exactly do you want it to produce?

e Deliver: How should it be formatted?

| J

Module 1 Checklist

1. ldentified the four elements of the 4-D framework

2. Compared a weak prompt and a strong prompt side by side

3. ldentified the missing element in at least two example prompts
4. Rewrote at least one weak prompt using the full framework
5

. Tested a complete 4-D prompt in ChatGPT and evaluated the result

Module 2: Advanced Techniques

The 4-D framework gives you a strong foundation. The techniques in this module let
you go further: getting better answers to complex questions, matching a specific
tone, and refining output through conversation rather than starting over every time.

Chain-of-Thought: Show Your Work

For simple tasks, Al can answer directly. For complex ones — decisions, planning,
multi-step problems — adding a chain-of-thought instruction produces a more thor-
ough and reliable response.

Think through this step by step before giving me your answer.

This works because it prompts the Al to reason through the problem rather than
jump to a conclusion. It is especially effective for:

» Planning decisions (“Should | take this contract?”)
e Process questions ("How should | approach this conversation?")

» Anything where logic and sequence matter
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 Situations where you want to see the reasoning, not just the result

( )

Activity 2.1: Chain-of-Thought Planning

Try this prompt in ChatGPT:

You are a practical business advisor. I run a small bookkeeping
service with three clients. A fourth client has asked me to take on
their account, but it would require about ten additional hours per

week. I am already working close to capacity. Think through this step
by step: what questions should I ask myself before deciding whether
to take on the new client, and what are the key trade-offs?

Now remove the phrase “Think through this step by step” and ask the same
question again. Compare the two responses. Which one is more useful for
making a real decision?

Few-Shot Examples: Show Al What You Want

Sometimes the easiest way to describe what you want is to show it. A few-shot
prompt gives the Al one or two examples before making your request, so it can match
your style, tone, or format exactly.

Basic structure:

1. Show an example of the style or format you want

2. Then make your request

4 )

Activity 2.2: Tone Matching With Examples

Try this prompt in ChatGPT:

Here is an example of the tone I use in my customer emails: "Hi
Maria, just a quick note to say your quarterly report is ready.
Nothing alarming in there - a few items worth talking through at our
next meeting. Let me know if you want to chat before then." Using
that same tone, write a follow-up email to a client who missed our
scheduled phone call this morning.

Notice how the Al adapts to the example rather than using its default
professional tone. This is one of the fastest ways to get output that actually
sounds like you.
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Negative Constraints: Tell Al What Not to Do

Just as useful as telling Al what you want is telling it what you do not want. Negative
constraints prevent the most common formatting and tone problems before they
happen.

“Do not use bullet points.”
“Do not start any sentence with the word 1."
“Avoid jargon and technical terms.”

“Do not suggest that | consult a professional — | just want a plain-language explana-
tion."”

“Do not include a closing paragraph that summarizes what you just said.”

“Do not make the response longer than it needs to be.”

You can combine these freely with the rest of the 4-D framework. They belong in
the Deliver step.

The Iteration Loop: Treat the First Answer as a Draft

This may be the single most practical shift in how you use Al. Most people read the
first response, decide it is not quite right, and either give up or start over with a
completely new prompt. There is a better way.

The iteration loop:

1. Send your prompt and read the response

2. ldentify specifically what is not right about it
3. Tell the Al what to change — in plain language
4.

Repeat until you have what you need

Every follow-up message in a conversation builds on everything that came before.
You do not need to repeat your context. You can simply say:

“Make it shorter.”

“The second paragraph is too formal. Rewrite it.”

“Add a sentence about our return policy.”

“"Give me three alternative versions of the opening line.”
“What is missing from this that | should consider?”

“Now rewrite this for an audience that has never used the product before.”
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The Conversation Is the Context

Everything you say in a session accumulates. By the middle of a productive
Al conversation, the Al has rich context about your situation, your
preferences, and your goals. Use it. You can say: “"Take everything we have
discussed and write a one-page summary | can share with my team.”

Activity 2.3: The Iteration Game

Start with this deliberately weak prompt in ChatGPT:
Write a short bio about me for my business website.

Read the response. Without starting a new conversation, use follow-up
messages to improve the output. You might say things like:

» “Make it more personal and less corporate-sounding.”
» “I have been in this business for 22 years. Add that.”
e “Cut it to three sentences.”

» "What's missing that a strong bio usually includes?”

The goal: get to a result you would actually use, using only follow-up
messages — no rewriting the original prompt.

Activity 2.4: Ask Al to Critique Itself

After any activity in this class, try this follow-up prompt on the response you
received:

What is weak or missing in this response? What would make it
significantly better?

Al is often surprisingly good at identifying its own shortcomings. Use that to
your advantage.

\ J

That last technique — asking Al to critique its own output — is particularly useful.
It often surfaces gaps and improvements that would have taken multiple rounds to
find otherwise.
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Module 2 Checklist

1.

Used chain-of-thought prompting and compared it to a direct answer

. Used a few-shot example to match a specific tone or style
. Applied at least two negative constraints in a prompt

2
3
4.
S

Used the iteration loop to improve a response through follow-up messages

. Asked Al to critique its own output

Module 3: Power Prompting in Action

The best way to make the 4-D framework stick is to apply it to something you actually
care about. This module offers scenarios drawn from common work and personal
situations. Work through one or two that are relevant to you, then bring it back to
something from your own life.

Professional Communication

Vs

Activity 3.1: Handle a Difficult Situation by Email

1. Build a 4-D prompt for this scenario (or one from your own work):
A vendor has delivered a project two weeks late and the result has quality
problems. You need to address the issue in writing without destroying the
business relationship, but you also need to make clear that this cannot
happen again.
Your:

Define: a professional business communicator

Describe: the situation specifically

Direct: write an email

Deliver: firm but professional tone, under 200 words, no threats, no
apologies for the vendor’s behavior

2. Try it in ChatGPT.

3. Iterate: use at least two follow-up messages to improve the result.
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Activity 3.2: Prepare for a Difficult Conversation

1. Ask:

You are an experienced manager and workplace communication coach.
I need to speak with an employee who has been consistently missing
project deadlines. This is our second conversation on the subject.
I want to be direct but not punitive, and I want to leave the
conversation with a clear agreement on next steps. Think step by
step: what should I say to open the conversation, what key points
do I need to cover, and what outcome should I be aiming for?

2. Follow up:
Now write a script for the first two minutes of that conversation.

3. Follow up again:
What are two or three ways this conversation could go sideways,
and how should I respond if it does?

Business Content and Marketing

Vs

Activity 3.3: Write Content for Your Business

1. Think of a real content need for your business or organization: a social
media post, a short newsletter item, a description for your website, or an
announcement for an event.

2. Build a full 4-D prompt. Be specific in the Describe step: your
organization, your audience, and what you want them to feel or do after
reading.

3. Tryitin ChatGPT.
4. Follow up:

Now give me two alternative versions: one that is slightly more
formal and one that is slightly more casual.

Activity 3.4: Research Briefing Before an Important Meeting

1. Ask:

You are a knowledgeable business researcher. I have a meeting next
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week with a potential partner in the solar installation industry.
I want to sound informed without pretending to be an expert. Give
me a five-bullet briefing on the current state of the residential
solar industry in Arizona: key trends, common concerns customers
have, and anything that is changing right now that I should know
about.

2. Follow up:
What are three smart questions I could ask during that meeting
that would show I understand the industry?

Verify Before You Use

Use this briefing as a starting point, not a final source. Verify any
specific facts, figures, or claims before repeating them in a professional
setting.

Personal Life and Health

4 )

Activity 3.5: Prepare for a Doctor's Appointment

1. Ask:
You are a plain-language health educator. My doctor recently told
me I have pre-diabetes. I have my next appointment in two weeks.
Explain in plain language what pre-diabetes means, what the most
important lifestyle factors are for managing it, and give me a
list of ten specific questions I should ask my doctor at the next
appointment.

2. Follow up:
Which of those questions are most important if I only have time
for five?

Remember: Use Al to prepare and understand, not to replace your
physician’s advice.

Activity 3.6: Understand a Confusing Document

Find a paragraph from any confusing document you have on hand: an
insurance policy, a lease, a credit card agreement, a prescription information
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sheet, or a government letter. Paste it into ChatGPT with this prompt:

You are a plain-language editor. Explain the following passage in
plain English. Tell me what it actually means, whether there is
anything I should be concerned about, and whether there is anything I
need to do because of it. Then rewrite the passage in plain English
as if you were explaining it to a friend.

Paste the text after the prompt. Use the instructor’'s sample document if you
do not have one handy.

Activity 3.7: Plan Something Personal With Constraints

1. Think of a real upcoming personal project or trip. Build a 4-D prompt that
gives Al your actual constraints: budget, timing, physical considerations,
preferences.

2. Example:
You are a practical travel planner. My wife and I are both in our
early 70s and we are planning a five-day road trip from Sierra
Vista, Arizona in early May. We prefer history and small towns
over theme parks. We do not want to drive more than three hours in
a single day. We are comfortable spending around $150 per night on
lodging. Suggest a route and a rough itinerary with specific
stopping points and one or two recommended things to do or see at
each one.

3. Iterate: adjust the itinerary through follow-up messages based on what
appeals to you and what does not.

Activity 3.8: Write a Letter That Gets Results

1. Think of a situation where you need to write a formal letter to get
something done: a dispute with a company, a request to a government
agency, a complaint to a homeowners association, an appeal of an
insurance decision.

2. Ask:
You are a professional advocate skilled at writing effective
formal letters. [Describe your situation in detail.] Write a firm,
professional letter requesting [specific outcome]. Tone: assertive
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but respectful. Length: one page maximum. Include a specific
deadline for a response. Do not include any legal threats.

3. Follow up:
What additional information or documentation should I gather
before sending this letter?

\. J

Module 3 Checklist

1. Applied the 4-D framework to at least two scenarios from this module

2. Used chain-of-thought prompting in at least one multi-step conversation
3. Used iteration to refine a response rather than starting over

4. Pasted real text into ChatGPT and asked for a plain-language explanation
5

. ldentified at least two tasks from your own work or life you will apply this to this
week

Appendix A: Instructor Demonstration Guide

The following will be demonstrated on the instructor’s laptop. These features require
a paid ChatGPT account or are not available in the no-login free version.

Custom GPTs: Pre-Built Conversations

A Custom GPT is a version of ChatGPT that has already been given a role, context,
and instructions before you type a single word. Think of it as a ChatGPT that has
already read the first two steps of a 4-D prompt.

The instructor will demonstrate:

e Opening a Custom GPT configured for a specific task (example: a grant writing
assistant for nonprofits)

e How the pre-configured role changes the first response compared to a standard
ChatGPT session

e How to find and use Custom GPTs in the ChatGPT store

Why it matters: For tasks you do repeatedly — customer emails, board reports,
content for a specific audience — a Custom GPT means you never have to write the
Define and Describe steps again.
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Persistent Memory

With a paid account, ChatGPT can remember things across conversations: your
name, your business, your communication preferences, your recurring projects. You
tell it once, and it carries that context into every future session.

The instructor will demonstrate:

o What the memory interface looks like and how to add, view, and edit stored facts
e How a session with memory compares to a session without it for the same prompt

e What kinds of information are worth storing (and what to leave out for privacy
reasons)

Document Upload and Analysis

With a paid account, you can upload a PDF, Word document, spreadsheet, or image
directly into the chat window and ask ChatGPT to read, summarize, or analyze it.
The instructor will demonstrate:

» Uploading a long document and asking for a one-page summary
» Asking specific questions about the document’s content

o Comparing this to the copy-paste method available in the free version

Example prompt: “You are a sharp editorial assistant. | am uploading a grant
proposal. Summarize the key points in five bullets, identify any sections that are
vague or weak, and suggest two specific improvements.”

Image Generation From a 4-D Prompt

ChatGPT's paid tier includes DALL-E image generation. The 4-D framework applies
here too: a vague image prompt produces a generic image, while a specific one
produces something usable.

The instructor will demonstrate:

e A vague prompt vs. a detailed, specific image prompt side by side
« lterating on an image through follow-up instructions

o Practical uses: event flyers, social media graphics, website images, presentation
visuals

Example: “Create a warm, inviting illustration for a nonprofit food bank newsletter.
Use a watercolor style. Show diverse hands passing a basket of vegetables. Warm
earth tones, soft light, no text.”

Web Search and Real-Time Information
The paid version of ChatGPT can search the web for current information. This
removes the knowledge cutoff limitation that affects many Al responses.
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The instructor will demonstrate:
» Asking a question about a current event or recent change in law or policy

o Comparing the response with and without web search enabled

e How ChatGPT cites its sources when web search is active

Appendix B: Quick Reference: The 4-D Framework

The Template

Copy and adapt this structure for any important prompt:

Define: You are a [role with relevant expertise and appropriate tone].

Describe: [Describe your specific situation, audience, and relevant background
details.]

Direct: [Action verb] + [specific thing to produce] + [goal or purpose].

Deliver: [Length] + [format] + [tone] + [any exclusions].

Useful Action Verbs

Create: Write, Draft, Design, Compose, Generate, Create, Develop

Analyze: Summarize, Analyze, Compare, Evaluate, Critique, Identify, Assess
Transform: Rewrite, Simplify, Translate, Condense, Expand, Rephrase, Convert
Plan: Outline, List, Suggest, Recommend, Organize, Prioritize, Plan

Explain: Explain, Describe, Clarify, Define, Illustrate, Walk me through

Weak vs. Strong: Side-by-Side

Weak: Write me a cover letter.

Strong: You are an experienced career coach specializing in mid-career transitions.
| am a 55-year-old retail manager applying for a corporate training coordinator
position. | have 20 years of team leadership experience but no formal training
credentials. Write a one-page cover letter that emphasizes my leadership experience
as a direct foundation for a training role. Professional but warm tone. Do not mention
my age or use phrases like “seasoned professional.”

Weak: Explain my insurance to me.

Strong: You are a plain-language insurance educator. | have a health insurance
Explanation of Benefits that shows | owe $340 after a routine lab test. | thought
my preventive care was fully covered. Explain in plain English why | might owe this
amount, what questions | should ask my insurance company, and what | can do if |
think the charge is wrong.
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Weak: Help me with social media.

Strong: You are a social media copywriter for small local businesses. | own a
bakery in Sierra Vista, Arizona that specializes in custom cakes for celebrations. My
audience is mostly local families planning birthdays, quinceaneras, and graduations.
Write three short Facebook posts (under 75 words each) for this week. Warm and
personal tone. Include a call to action in each one. Do not use hashtags.

Advanced Technique Quick Reference

Chain-of-thought: Add “Think through this step by step before answering” to any
complex prompt.

Few-shot: Start with "Here is an example of what | want: [example]. Now do the
same for..."

Iterate: Use follow-up messages: “Make it shorter.” / “The second paragraph is too
formal.” / “Add a sentence about..."”

Self-critique: Ask "What is weak or missing in this response?” after any important
answer.

Negative constraints: Tell Al what not to do: “Do not use jargon.” / “Avoid bullet
points.” / “No more than three paragraphs.”

Reframe for audience: "Now rewrite this for someone who has never used this
product before.”

Resources

4-D Method guide:
https://cochiseai.com/resources/intro-to-prompting.html

Nonprofit prompt library:

https://cochiseai.com/resources/nonprofit-prompt-library.html

Educator prompt library:
https://cochiseai.com/resources/educator-prompt-library.html

Al data privacy guide:

https://cochiseai.com/resources/ai-data-privacy-guide.html

Cochise Al:

https://cochiseai.com
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