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Identify Use Cases

CRAFT Prompting Formula

Context Role Action Format Tone

Use the CRAFT formula to build clear, effective prompts by specifying the Context, Role, Action, Format, and Tone

Provide Some 
Background

Give It A 
Perspective

State What You 
Want It To Do

Specify The 
Structure

Set the Style or 
Voice

• office newsletter

• budget request

• process update

• announcement

• event promotion

• welcome message

• project kickoff

• budget analyst

• event planner

• office admin

• team lead

• student advisor

• budget tracker

• project manager

• identify risks

• compare options

• draft a response

• summarize notes

• generate ideas

• rewrite for clarity

• evaluate outcomes

• bulleted list

• email draft

• table

• talking points

• pros/cons list

• slide outline

• executive summary

• confident

• professional

• friendly

• persuasive

• supportive

• neutral

• data-driven

Example: You are a project assistant helping prepare for our weekly department meeting. Summarize 
three key updates from last week’s meeting notes and present them as bullet points in a friendly, clear 
tone.

• Draft friendly, clear staff or department 
emails

• Summarize meeting notes or project updates
• Create step-by-step guides or checklists
• Generate ideas for events, projects, or 

problem-solving
• Draft reminders or notices for staff

• Edit job postings, event blurbs, or 
announcements

• Draft performance review summaries
• Build slides or talking points for a meeting
• Research new topics using AI-powered search
• Create FAQs or standard operating procedures

DO DON'T

• Use University approved tools

• Review and edit AI output 
before sharing

• Use for low-risk, high-volume 
tasks

• Add institutional or local 
context to prompts

• Keep tone and audience in mind

• Enter confidential or regulated 
data into public tools

• Assume AI output is factual 
without verification

• Use AI for final versions of 
sensitive documents

• Skip human oversight in official 
communications

Need help with AI?
Visit ai.nd.edu or email ai@nd.edu for help with prompts, tool selection, training, or policy guidance. The AI 
Enablement Team is here to support responsible and effective use of AI across campus.
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Don’t settle for the first 
response. Revise your 
prompt, ask follow-up 
questions, or request a 
different format. Small 
tweaks can lead to much 
better answers.

Iterate for Better Results


