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Business-Grade Prompt Template
Fill in the brackets, paste the whole thing into your AI tool, and save your version as the team standard.
Most people treat AI like a search engine: type a question, see what comes back. That works for simple questions. For output you can actually use, the tool needs more to work with, and this template supplies it.
How to use it
1.  Copy the template below into your AI tool of choice.
2.  Replace everything in brackets. The brackets are the instructions. If a line does not apply to your task, delete the whole line rather than leaving it blank.
3.  Run it, then push back. Treat the first output as a draft. "Make it shorter," "less formal," and "give me three versions" are all fair follow-ups.
4.  Save the version that worked. Once a filled-in prompt produces something good, keep it. That is how this becomes a team standard instead of a one-off. 
The template
	Role: You are acting as a [role or function] for a [type of business].
 
Business context:
  Industry: [industry]
  Audience: [who this is for]
  Objective: [what success looks like]
  Brand tone: [professional, friendly, direct]
  Voice reference: [link to your site, or a page that already sounds like you]
 
Task: Create [specific output] to help achieve [goal].
 
Key details:
  [Use a friendly but professional tone]
  [Keep it under 150 words]
  [Do not reference pricing or promotions]
 
Output format:
  Section 1: [written content type]
  Section 2: [visual idea, outline, or bullets]
  Section 3: [optional CTA or next step]


The same template, filled in
A worked example, so the shape is obvious. Nothing here is special to HVAC: swap the context and the task and it holds up across marketing, HR, operations, and customer service.
	Role: You are acting as a customer service manager for a small HVAC company.
 
Business context:
  Industry: Residential heating and cooling
  Audience: Existing customers on a maintenance plan
  Objective: Get 20 percent of them to book their fall tune-up online
  Brand tone: Friendly, plain-spoken, no pressure
  Voice reference: our About page and service pages, yourcompany.com/about
 
Task: Create a short email to help achieve fall tune-up bookings.
 
Key details:
  Mention that the plan already covers the visit
  Keep it under 150 words
  Do not reference pricing or promotions
 
Output format:
  Section 1: Subject line, three options
  Section 2: Email body
  Section 3: One-line call to action with a booking link



Notes on using it well
· Be specific. Vague instructions produce vague results. "Write a professional email" gives you something generic. The filled-in version above gives you something you can send.
· Say what you do not want. Constraints do as much work as instructions. Word counts, topics to avoid, and tone limits keep the output usable.
· Iterate. The first response is a starting point, not a final answer. Most of the value comes from the second and third pass.
· Keep your own voice, and give the tool something to match. A tone word only goes so far. Add the words you would use to describe your brand, and point it at your website or a page that already sounds right. Name your brand colors too if you are asking for anything visual. If it still does not sound like you, say so and ask again: publishing something that reads like a machine wrote it costs more than it saves.
Before you paste: a 10-second check
Four questions, about ten seconds. Building the habit, and making sure your team does too, is the most practical thing you can do to use AI responsibly.
· Is this confidential? Internal strategy, financial data, and personnel matters do not go into a public AI tool without knowing how that tool handles your data.
· Does it contain customer data? Names, contact details, and account information should never go into an unvetted platform.
· Is it covered by regulation? Healthcare, finance, and legal information carry rules that do not pause because a tool is convenient.
· Would I be comfortable if this were public? If the answer is no, do not paste it.

From AI Without the Hype: A Practical Guide for Business Leaders.  ALLO Business helps companies put the technology underneath all of this on solid ground: managed IT, cybersecurity, business internet, and voice.
image.png
SSSSSS




