asktra

Al Script Writing

Using Al tools like GPT are useful for small business owners if you know how to ask for their
help. Prompts are how you get GPT to do what you want. It's like programming, but with
plain English. So, you have to know what you're trying to accomplish, but rather than

writing code, you use words and plain text.

Creating effective GPT prompts involves a balance of clarity, precision, and creativity. To
craft expert prompts, start by setting a clear goal to provide direction, and use concise,
grammatically correct language. Be specific with relevant details, avoid ambiguity, and set
context to improve the model's understanding. Experiment with temperature settings and
response length limits to optimize the balance between creativity and coherence. Iterate
and refine prompts based on model responses, and use leading questions, examples, and

role-playing techniques to guide the model's response.

To ensure high-quality responses, request step-by-step or list-based explanations for
complex topics, and instruct the model to think through processes or weigh pros and cons.
Address potential biases by asking for balanced or objective answers, and request source
citations for credibility. Specify the desired response format and encourage creativity with
open-ended questions or multiple solutions. Use negatives to set boundaries and manage

expectations by understanding the model's limitations and knowledge cutoff date.

Lastly, leverage the model's extensive knowledge base to obtain informed answers, and ask
for clarification when responses are unclear or incomplete. Chain prompts for more
complex responses or in-depth exploration, and continuously test, learn, and iterate to
improve your prompts over time. By following these guidelines, you can maximize the

value of GPT model responses and ensure your prompts are both effective and efficient.



#1 Clear Goal:

Establishing a clear objective when crafting a GPT prompt is crucial for aligning the
model's response with your intended outcome. A well-defined goal not only streamlines
the model's understanding of your expectations but also helps generate relevant and

useful responses.

#2 Concise Language:

Utilizing simple, direct language in your prompt ensures the model can easily comprehend
your intentions. This clarity enables the model to deliver concise, targeted responses and
minimizes the risk of confusion or misinterpretation.

#3 Proper Grammar:

Using correct grammar in your prompt is essential for accurate interpretation and
coherent responses. Errors or inconsistencies in grammar can lead to misunderstandings,
decreasing the overall effectiveness and usefulness of the model's answers.

#4. Specific Details:
Incorporating relevant details into your prompt helps guide the model toward the desired
answer. Providing context allows the GPT model to generate more accurate and focused

responses, ultimately improving communication between you and the model.

#5. Step-by-Step or List-Based Responses:
Requesting step-by-step instructions or list-based answers for complex topics organizes
information, making it more accessible and easier to understand. This approach also

enables users to apply the information in real-world situations more effectively.

#6. Avoid Ambiguity:
Crafting clear and unambiguous prompts is essential for focused and relevant answers.
Ambiguous language can lead to confusion or misinterpretation, decreasing the value of

the model's responses and undermining its ability to address your needs.



#7. Temperature Experimentation:
Experimenting with temperature settings helps balance creativity and coherence in
responses. Higher temperatures promote creativity at the potential cost of coherence,

while lower temperatures yield more focused answers with less creativity.

#8. Limit Response Length:
Setting a character limit for responses allows for concise answers that address the key
aspects of your prompt. This approach ensures that the model's output remains focused

and relevant to your need.

#9. Iteration and Refinement:
Refining your prompts based on model responses is essential for improving their
effectiveness and receiving more accurate answers. By iterating and refining, you can adapt

your prompts to better align with the model's capabilities and knowledge.

#10. Use Examples:

Including examples in your prompt clarifies your expectations, enabling the model to
generate responses that meet your needs. Examples provide context and guidance,
helping the model understand the type of information you are seeking..

#11. Leading Questions:
Asking leading questions directs the model toward the desired response, offering guidance
on the information you seek. These questions help the model understand your needs and

expectations more effectively.

#12. Set Context:

Establishing context within your prompt allows the model to better comprehend the
topic, leading to more relevant responses. Providing a foundation for understanding
improves the overall quality and applicability of the model's output.

#13. Address Biases:
Requesting balanced or objective responses helps mitigate potential biases in the model's
answers. By explicitly addressing biases, you ensure that the model's responses are more

accurate and reliable.



#14. Role-Playing:
Using role-playing techniques shapes the model's response or perspective, enabling a
more targeted approach to your prompt. Role-playing allows you to explore different

viewpoints and obtain unique insights.

#15. Step-by-Step Thinking or Debating:
Instructing the model to think through problems step-by-step or debate pros and cons
promotes thorough and analytical responses. This approach encourages the model to

engage more deeply with the topic, offering well-considered answers.

#16. Request Citations:
Asking the model to provide source citations adds credibility to the information in its
responses. Citations help users verify the accuracy of the information and ensure that the

model is drawing from reliable sources.

#17. Avoid Leading or Loaded Questions:

Refraining from using leading or loaded questions minimizes the potential for biased or
skewed answers. By avoiding these types of questions, you encourage a most unbiased
approach in the response.

#18. State the Desired Format

Clearly stating the desired response format ensures the model generates answers that
align with your expectations. By specifying the format, you can receive information in a
manner that is easy to understand and apply, such as bullet points, paragraphs, or

numbered lists.

#19. Encourage Creativity:
Posing open-ended questions or requesting multiple solutions stimulates the model's
creativity and explores a wider range of possibilities. This approach enables the model to

think outside the box, potentially uncovering unique insights or novel solutions.



#20. Use Negatives:
Setting boundaries with negatives in your prompt helps focus the model's response on the
information you're seeking. By clearly defining what you don't want, the model can better

understand your needs and tailor its response accordingly.

#21. Manage Expectations:

Understanding the model's limitations and knowledge cutoff is essential for setting
realistic expectations for the responses you receive. Being aware of the model's capabilities
ensures that you have an accurate understanding of the information it can provide.

#22. Leverage Knowledge Base:

Taking advantage of the model's vast knowledge base allows you to obtain informed and
comprehensive answers to your prompts. By leveraging the model's knowledge, you can
gather a wide range of insights and perspectives on various topics.

#23. Ask for Clarification:
Requesting clarification when the model provides unclear or incomplete responses
ensures you receive the information you need. This approach encourages the model to

refine its response, offering a more accurate and complete answer to your prompt.

#24. Chain Prompts:

Combining multiple prompts enables you to generate more complex responses or explore
a topic in greater depth. Chaining prompts allows you to build on previous responses,
creating a more detailed and comprehensive understanding of the subject matter.

#25. Test, Learn, Iterate:

Continuously testing and refining your prompts, using feedback from the model's
responses, improves their effectiveness and helps you receive more valuable insights. By
engaging in an iterative process, you can adapt your prompts to better align with the

model's capabilities and maximize its potential as a resource.



Bullets tips are great but now let's take a summarized view of creating excellent prompts:

Creating effective GPT prompts involves a balance of clarity, precision, and creativity. To
craft expert prompts, start by setting a clear goal to provide direction, and use concise,
grammatically correct language. Be specific with relevant details, avoid ambiguity, and set
context to improve the model's understanding. Experiment with temperature settings and
response length limits to optimize the balance between creativity and coherence. Iterate
and refine prompts based on model responses, and use leading questions, examples, and

role-playing techniques to guide the model's response.

To ensure high-quality responses, request step-by-step or list-based explanations for
complex topics, and instruct the model to think through processes or weigh pros and cons.
Address potential biases by asking for balanced or objective answers, and request source
citations for credibility. Specify the desired response format and encourage creativity with
open-ended questions or multiple solutions. Use negatives to set boundaries and manage
expectations by understanding the model's limitations and knowledge cutoff date.

Lastly, leverage the model's extensive knowledge base to obtain informed answers, and ask
for clarification when responses are unclear or incomplete. Chain prompts for more
complex responses or in-depth exploration, and continuously test, learn, and iterate to
improve your prompts over time. By following these guidelines, you can maximize the
value of GPT model responses and ensure your prompts are both effective and efficient.



Now let’s see and hear an example of a small business owner's prompt...

"Develop a plan for managing my small business's finances. Identify my key revenue
streams and expenses, and create a budget that balances cash inflows and outflows.
Outline a system for tracking finances, including software and tools I'll use. Finally, identify

potential financial risks and develop a contingency plan to address them.”

This prompt provides a clear and actionable task for the small business owner to
undertake, focusing specifically on managing their finances. It asks the owner to develop a
comprehensive plan for managing their finances, including creating a budget and
identifying key revenue streams and expenses. The prompt also requires the owner to
outline a system for tracking their finances, which can help ensure that they are accurately
monitoring their financial situation. Finally, the prompt encourages the owner to think
critically about potential financial risks and develop a contingency plan to address them,

helping to ensure the long-term financial health of the business.

The result? Here's the plan...

Plan for Managing Small Business Finances:

One. Introduction
o Briefly explain the importance of managing finances effectively for the success of the
small business
Two. Identifying Key Revenue Streams and Expenses
e List all sources of revenue for the business, including products or services offered, and
estimate their respective contribution to the total revenue Identify all fixed and
variable expenses, including rent, salaries, supplies, marketing expenses, etc
Three. Creating a Balanced Budget
« Based on the estimated revenue and expenses, create a budget that balances cash
inflows and outflows
e Set financial goals for the business, such as increasing revenue or reducing expenses,
and allocate resources accordingly
e Monitor the budget regularly and make adjustments as necessary to ensure that the

business is on track to meet its financial goals



Four. Outlining a System for Tracking Finances
e Choose a reliable accounting software to keep track of financial transactions, such as
QuickBooks, Xero, or Freshbooks
o Establish a process for recording all financial transactions accurately and timely,
including sales, expenses, invoices, and payments
e Assign a dedicated staff member or an outsourced accountant to oversee the
financial tracking and reporting
Five. Identifying Potential Financial Risks and Developing a Contingency Plan
o Identify potential risks that could impact the business's financial stability, such as a
decline in demand, unexpected expenses, or economic downturns
o Develop a contingency plan for each identified risk, outlining specific actions to be
taken to minimize the impact and recover from the risk
e Regularly review and update the contingency plan to ensure that it remains relevant
and effective
Six. Conclusion
e Summarize the key points of the plan and emphasize the importance of continuous

financial monitoring and management for the success of the small business

Here's the icing on the cake..

Organize Your Thoughts
Once you have a clear understanding of the prompt, you need to organize your thoughts
in a logical and coherent manner. This involves breaking down the prompt into its

component parts and identifying the key concepts and ideas that need to be addressed.

Let's wrap up with this summary...

Understanding the prompt is the first and most important step in writing an expert-level
GPT response. To do this effectively, you need to carefully read and analyze the prompt to
identify the key concepts, ideas, and questions that are being discussed. This will help you
to focus your research efforts and ensure that you are addressing the most relevant and

important aspects of the topic.



To understand the prompt, you should first identify the main topic or subject matter. This
may be explicitly stated in the prompt, or it may be implied by the context or tone of the
writing. Once you have identified the main topic, you can then break it down into smaller,

more manageable parts or subtopics.

Next, you should look for any specific questions or prompts that are included in the
writing. These may be explicit questions that are directly stated, or they may be implicit
questions that are implied by the context or tone of the writing. Paying close attention to
these questions will help you to stay focused and ensure that you are addressing the most

important aspects of the topic.

Finally, it is important to consider the broader context of the prompt. This may include any
relevant historical, cultural, or social factors that may influence the topic. Understanding

this context will help you to provide a more nuanced and informed analysis of the topic..

The better your prompts, the better the responses, and more growth and management

fuel for your small business.

Idea Sheets provide quick and actionable suggestions to drive more referralsand sales. Visit

www.referralsafe.com/asktra frequently for new additions.




