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SEVERN
PROFESSIONAL SERVICES

STRATEGY. SOLUTIONS, GROWTH.

Al FOR PROMPTING

TURN BETTER INSTRUCTIONS INTO BETTER RESULTS
Practical Prompting for Everyday Productivity

GREAT RESULTS START
WITH CLEAR INSTRUCTIONS.

The right prompt saves time, reduces

rework, and delivers better outcomes.

WHY PROMPTING MATTERS

Where Al Users Win the Most

COMMON PROBLEM BENEFIT |

n Generic answers

BETTER PROMPTING SOLUTION

Q el
. More expertise
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Assign a role

* Incomplete answers Add context (@/ﬁ] Better relevance |
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Inconsistent quality Define format =
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Mare consistency ‘
Less rework
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@ ESTIMATED SAVINGS: 2-5 HRS/WEEK

" Excessive editing Add constraints

SPS INSIGHT: Most Al mistakes are

prompt failures, not Al failures.

@)  BEFORE & AFTER PROMPTS

W

e THE SPS PROMPT FRAMEWORK
Find Your Best Prompt

0-60-0-0-0

STEP1 STEP 2 STEP 3 STEP 4 STEP 5
ROLE OBJECTIVE CONTEXT CONSTRAINTS FORMAT
‘Whe should What are you What information What rules How should th:
Al act as? trying to achieve? should Al know? apply? output look?
= Consultant + Background + Length + Email
= Analyst + Audience + Tone + Table
= Coach = Key details + Audience + Checklist
= Marketing Expert + Rules / Limits « Report

SPS FORMULA
ROLE + OBJECTIVE + CONTEXT + CONSTRAINTS + FORMAT = HIGH QUALITY RESUI

L

READY-TO-USE BUSINESS PROMPTS

THE PROMPT BUILDER TOOLKIT

Build Stronger Prompts Every Time

ROLE “Act as a business analyst...”
OBJECTIVE “Create a process improvement plan...”
CONTEXT "For a small bus:‘mess with
e 10 employees...
CONSTRAINTS “Keep recommendations
below $1,000..."
FORMAT P.res?gnt in a table with -
priorities and next steps...

TIP: The more specific you are, the better

LTS and more useful the response will be.
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PROMPT QUALITY CHECK

Before You Hit Enter

=2 BUSINESS “Act as a business analyst. Review the attached process
0 WEAK PROMPT STRONG PROMPT Bl ANALYSIS and identify bottlenecks, risks, assumptions, and ° Assianed I o Defined audi
- - e improvement opportunities.” SSignec e CubilelEl L Aes)
“Act as a small business consultant.
“Write me T e e i ‘.} MARKETING “Act as a digital marketing strategist. Create 10 Linkedin ° Shaciiied Bbisctive o Bacussted outout Iormat
| abusiness plan” : ; PI 9 pan. 1w post ideas for small business owners interested in Gl pest] Ay BiEY
@ Fr:r a: A con:ls; ting cumpaFny serving Al productivity.” . i Ay
to:; 2 smat u:mess;e;n.motr‘..:s - nt @9 HRE “Act as an HR manager. Generate interview questions ° édded busieesGontext assumptions
RESULT param ‘“ds:” o8 St i "“d_ prose @AW RECRUITING  for a [POSITION] focused on behavioral and
recommendations using headings : ias " i 3
« Generic 5 s 9 g technical competencies. @ Included constraints 0 Requested recommendations
+ Missing details = ol PROJECT “Act as a project manager. Break this initiative into
+ Requires significant RESULT E MANAGEMENT milestones, risks, dependencies, timelines,
i - - d acti it £ o A q
editing + Specific * Actionable | SN S oinipeme o Quality prompts = Reliable, actionable, and repeatable results.
« Better structure » Lower editing effort CUSTOMER “Act as a customer service coach. Draft a professional
L L L SERVICE response to the following customer complaint.” /,' S 2
o QUICK WINS BY DEPARTMENT o TAKE ACTION TODAY WHEN TO USE Al FOR PROMPTING WHEN NOT TO RELY SOLELY ON Al
‘ Q PYS r Try This Prompt Template @ Drafting content © Legal decisions
‘ ™ - G‘" i: af[lilo LE]. "'e'l’l""“’l ?;;‘;_“;r::;‘ '!To:JECTWEJ- @ Learning new topics ) Medical diagnoses
se the following contex . Follow
MARKETING SALES OPERATIONS HR ADMINISTRATION these constraints [RULES]. Present the result @ Summarizing information € Financial advice without review
= Content ideas - Prospectresearch  * SOP creation = Job descriptions * Meeting summaries Then: as [FORMAT]). ° Creating plans 0 Sensitive information in
« Social posts * Proposal drafts » Process documentation  « Intenview guides » Email drafting " T unauthorized tools
= Campaign plans = Follow-up emails = Chechlists = Training content + Scheduling assistance @ _> @ _) O _> ﬂ o Brainstorming ideas 0 Final decisions without
TEST MEASURE IMPROVE EXPAND @ Analyzing options human validation
\_Run your prompt Evaluate the output Refine your prompt Reuse and adapt .

(!7 SPS TAKEAWAY

The quality of the output is directly related to the quality of the prompt.
Small prompt improvements create large productivity gains.

Prompt Better. Work Smarter. Get Better Results.

SEVERN

SPS

Practical solutions.
Professional results.
Trusted partnerships.

L. (561) 606-6677

@ severnprofessionalservices.com




