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Introduction

This learning content has been developed so that you are able to understand and explore the topic at hand.  This will allow you to complete the activity book and activities to earn the qualification. The workbook will allow you to demonstrate your knowledge and skills in relation to writing effective AI prompts.

There are different sections that make up the workbook in order to make sure you are able to complete all of the tasks necessary, but you will be provided with support as you move along by your Assessor.

Further learning materials and support are available through your studying membership of the Institute of Enterprise and Entrepreneurs (IOEE). If you haven’t yet received your login, please speak to your Assessor who will be happy to sort this out for you.

This unit contains two learning outcomes and will support you to be able to:
· Understand how to write clear and effective AI prompts.
· Be able to develop prompts to complete business tasks.
The evidence within this workbook will be assessed by:
Assessor Name: 
and will be quality assured by,
Internal Quality Assurer Name


Your Assessor will support you to plan how best to demonstrate your knowledge and skills which may be through the completion of the activities within this workbook or may include additional tasks best suited to you.
If any additional tasks are to be completed these will be listed in the table below with target dates for which you should try your best to complete each task listed.

	Task
	Target Date
	Re-planned Target Date

	Completion of the activities included within this workbook
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



By signing below, you agree to completing the work as detailed above and working with your Assessor to achieve this by the deadlines indicated.
Learner Name: 
Signature: 
Date: 
Assessor Name: 
Signature: 
Date: 


Activity One

AI systems such as chatbots or image generators respond to prompts - the instructions you type in to get an answer or result.  Writing good prompts helps you get better, more accurate, and more useful responses.
In your own words, explain what a ‘prompt’ is when using AI:
	




Activity Two

An effective prompt for an AI model generally incorporates several key elements to ensure the AI understands the request and generates a relevant, high-quality response.

In your own words, describe the main elements that make an AI prompt effective.
Give at least three elements and explain why each is important.
	ELEMENT
	

	Why it’s important:



	ELEMENT
	

	Why it’s important:



	ELEMENT
	

	Why it’s important:



Activity Three

Write one basic AI prompt to complete a simple task.

Example: asking AI to explain something, list ideas, or summarise a short topic.
	




Activity Four

Write two AI prompts you could use to generate business emails for different situations (for example: following up with a customer or sending an introduction).
	1
	PURPOSE:

	
	PROMPT:

	2
	PURPOSE:

	
	PROMPT:



Activity Five

Write two AI prompts you could use to create short business reports (for example: summarising sales performance or explaining new product features).
	1
	PURPOSE:

	
	PROMPT:

	2
	PURPOSE:

	
	PROMPT:



Activity Six

Use at least two of the prompts you wrote earlier. Paste or summarise the AI’s responses below, then explain:
· Did the response meet your expectations?
· What worked well?
· What would you change to improve the prompt?

	PROMPT
	

	

	PROMPT
	

	





Activity Mapping

	Assessment Criterion – The Learner can:
	Activity Number:
	Assessor Signed Off (✓/✗):

	1.1 Explain what an AI prompt is.
	1
	

	1.2 Identify the elements of an effective AI prompt.
	2
	

	1.3 Demonstrate how to write a basic AI prompt.
	3
	

	2.1 Develop AI prompts for generating business emails.
	4
	

	2.2 Develop AI prompts for writing short reports.
	5
	

	2.3 Evaluate the effectiveness of different AI prompts.
	6
	





Assessor Feedback
	




Authenticity Declarations

Learner Declaration
By signing this declaration, you agree that the evidence provided within this workbook has been produced by you and meets the requirements of being authentic, sufficient, valid and current to the standards required.

Learner Signature:

Date:



Assessor Declaration
By signing this declaration, you agree that you have assessed all of the evidence produced within this workbook and have ensured that the work is that of the learner. You are also declaring that during the learning process you have ensured that the evidence is authentic, sufficient, valid and current to the standards required.

Assessor Signature: 

Date: 


IQA Signature (if applicable): 

Date: 


Additional Evidence Forms
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